UPK Player Publishing Procedures
1. TRAINING Group:  Notify all members of the Enterprise Training Group via e-mail (DL-CITS eUMB Training Team) that publishing will happened at a specified hour and that everyone must be out of UPK in order for publishing to occur.

2. TRAINING Group:  Before publishing files make sure that all final Lessons and Topics are placed in the modules that should be available to users from the UPK Player and from the application’s Help menu.  (As of 11/2006 that list includes: eUMB Financials, RAVEN, eUMB HRMS and Lunch ‘N Learn Modules.)
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3. TRAINING Group:  Entire modules - not individual topics - should be published to the UPK Player.  Publishing portions of a module will result in failures.  
4. TRAINING Group:  Publish both the Player Package and HTML web site formats.  PC users will access the Player; Mac users will access the HTML web site format.  (The HTML web site format also works with screen readers.)  
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5. TRAINING Group:  When publishing files for the UPK Player (or any other documents), publish to the following directory:  \\our-drive\upk-published.  Navigate to this directory and create a new folder for the published files.  Name the folder \\our-drive\upk-published\FIN_WebReady_date where “date” is today’s date.  For example, \\our-drive\UPK-published\FIN_WebReady_110606.
6. TRAINING Group:  After the publish process has been run, confirm that publication was successful by checking completeness of the content published to the new folder (\\our-drive\upk-published\FIN_WebReady_date).   
7. TRAINING Group:  If the publication was successful, delete the oldest FIN_WebReady folder.  Do not save more than three dated WebReady folders at a time.  For example, the \\our-drive\upk-published subdirectory should resemble the following:  
[image: image3.png](CIFIN_WebReady_101706 File Folder 10/17/2006 3:23 P
(CIFIN_WebReady_1 10306 File Folder 11/3/2006 2:13 P
(CIFIN_WebReady_1 10606 File Folder 11/6/2006 1:45 P11




8. TRAINING Group:  Notify the following users via e-mail that the latest files are ready to be uploaded to the web server. The following list can be copied and pasted into an Outlook email message.
<Include all team members who need to be aware of of UPK publish activities.>
9. INFRASTRUCTURE SERVICES Group:  Notify Enterprise Training group that WebReady files are available and ready to be run online. 
10. INFRASTRUCTURE SERVICES Group:  Send Enterprise Training group a link to the file via e-mail.

11. ALL:  Publication to web is complete.
!  Publish from the module level ONLY.
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