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Abstract: Content management still concerns most of the internet and intranet site managers due to problems such as information overload and ineffectiveness of search engines in retrieving the required information. Information overload is the one major problem that concerns most organizations, as it hampers employee productivity. Recent studies reveal that an average corporate employee spends about 25 to 35 percent of productive time on searching information required to perform the day-to-day job. 
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A Content Management System (CMS) is a software system used for content management. Content management systems are deployed primarily for interactive use by a potentially large number of contributors.
Content management, or CM, is a set of processes and technologies that support the evolutionary life cycle of digital information.

The digital content life cycle consists of 6 primary phases: 

1. create, 

2. update, 

3. publish, 

4. translate, 

5. archive,

6. retire. 

For example, an instance of digital content is created by one or more authors. Over time that content may be edited. One or more individuals may provide some editorial oversight thereby approving the content for publication. Publishing may take many forms. Publishing may be the act of pushing content out to others, or simply granting digital access rights to certain content to a particular person or group of persons. Later that content may be superseded by another form of content and thus retired or removed from use.

Content management is an inherently collaborative process. It often consists of the following basic roles and responsibilities:

· Content author - responsible for creating and editing content. 

· Editor - responsible for tuning the content message and the style of delivery, including translation and localization. 

· Publisher - responsible for releasing the content for use. 

· Administrator - responsible for managing access permissions to folders and files, usually accomplished by assigning access rights to user groups or roles. Admins may also assist and support users in various ways. 

· Consumer, viewer or guest- the person who reads or otherwise takes in content after it is published or shared. 

The content managed includes computer files, image media, audio files, electronic documents and web content. The idea behind a CMS is to make these files available inter-office, as well as over the web. A Content Management System would most often be used as archival as well. Many companies use a CMS to store files in a non-proprietary form. Companies use a CMS to share files with ease, as most systems use server based software, even further broadening file availability. 

A content management system is a set of automated processes that may support the following features:

· Import and creation of documents and multimedia material 

· Identification of all key users and their roles 

· The ability to assign roles and responsibilities to different instances of content categories or types. 

· Definition of workflow tasks often coupled with messaging so that content managers are alerted to changes in content. 

· The ability to track and manage multiple versions of a single instance of content. 

· The ability to publish the content to a repository to support access to the content. Increasingly, the repository is an inherent part of the system, and incorporates enterprise search and retrieval. 

There are a wide range of business benefits that can be obtained by implementing a CMS, including: 
· streamlined authoring process 
· faster turnaround time for new pages and changes 
· greater consistency 
· improved site navigation 
· increased site flexibility 
· support for decentralised authoring 
· increased security 
· reduced duplication of information 
· greater capacity for growth 
· reduced site maintenance costs 
Beyond these, the greatest benefit the CMS can provide is to support your business goals and strategies. 
For example, the CMS can help to improve sales, increase user satisfaction, or assist in communicating with the public.
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The functionality of a content management system
The functionality of a content management system can be broken down into several main categories: 

1. content creation 

2. content management 

3. publishing 

4. presentation
1. Content creation
At the front of a content management system is an easy-to-use authoring environment, designed to work like Word. This provides a non-technical way of creating new pages or updating content, without having to know any HTML. 


The CMS also allows you to manage the structure of the site. That is, where the pages go, and how they are linked together. Many even offer simple drag-and-drop restructuring of the site, without breaking any links. 
Without an effective authoring process, use of the CMS will wither and fail within a year of implementation. 
Key requirements may include: 

· Integrated authoring environment. The CMS must provide a seamless and powerful environment for content creators. This ensures that authors have easy access to the full range of features provided by the CMS. 

· Separation of content and presentation. It is not possible to publish to multiple formats without a strict separation of content and presentation. Authoring must be style-based, with all formatting applied during publishing. 

· Multi-user authoring. The CMS will have many simultaneous users. Features such as record locking ensure that clashing changes are prevented. 

· Single-sourcing (content re-use). A single page (or even paragraph) will often be used in different contexts, or delivered to different user groups. 

· Metadata creation. Capturing metadata (creator, subject, keywords, etc) is critical when managing a large content repository. This also includes keyword indexes, subject taxonomies and topic maps. 

· Powerful linking. Authors will create many cross-links between pages, and these must be stable against restructuring. 

· Non-technical authoring. Authors must not be required to use HTML (or other technical knowledge) when creating pages. 

· Ease of use & efficiency. For a CMS to be successful, it must be easy to create and maintain content.



Almost all content management systems now provide a web-based authoring environment, which further simplifies implementation, and allows content updating to be done remotely.
2. Content management
Once a page has been created, it is saved into a central repository in the CMS. This stores all the content of the site, along with the other supporting details. 
This central repository allows a range of useful features to be provided by the CMS: 

Keeping track of all the versions of a page, and who changed what and when. Ensuring that each user can only change the section of the site they are responsible for. 

Integration with existing information sources and IT systems. 
Most importantly, the CMS provides a range of workflow capabilities. These are best explained by giving an example: 

When the page is created by an author, it is automatically sent to their manager for approval, and then to the central web team for their editorial review. It is finally sent to the legal team for their sign-off, before being automatically published to the site. 
At each step, the CMS manages the status of the page, notifying the people involved, and escalating jobs where required. 

In this way, the workflow capabilities allow more authors to be involved in the management of the site, while maintaining strict control over the quality, accuracy and consistency of the information.
3. Publishing
Once the final content is in the repository, it can then be published out to either the website or intranet. 

Content management systems boast powerful publishing engines which allow the appearance and page layout of the site to be applied automatically during publishing. It may also allow the same content to be published to multiple sites. 

Of course, every site looks different, so the CMS lets the graphic designers and web developers specify the appearance that is applied by the system. 
These publishing capabilities ensure that the pages are consistent across the entire site, and enable a very high standard of appearance.
The publishing engine takes the content stored in the repository, and generates the final pages. While this may be a dynamic or batch process, the same basic requirements apply. Key requirements may include: 

· Stylesheets. Final appearance is controlled through the use of stylesheets. This provides flexibility and expandability. 

· Page templates. Overall page layout is specified via page templates. Ideally, a non-technical interface should be provided for managing this. 

· Extensibility. It must be simple to integrate code "snippets" (or equivalent) to provide additional publishing functionality. The CMS must support a process of "continual improvement" in interface design. 

· Support for multiple formats. The CMS must publish to multiple formats, such as: HTML (web), printed, PDF, hand-held (WAP), and more. 

4. Presentation
The content management system can also provide a number of features to enhance the quality and effectiveness of the site itself. 

As an example, the CMS will build the site navigation for you, by reading the structure straight out of the content repository. 

It also makes it easy to support multiple browsers, or users with accessibility issues. The CMS can be used to make your site dynamic and interactive, thereby enhancing the site's impact.
Conclusions
Content management can help improve the content publishing, storage and retrieval process in most of the organizations. Some benefits of content management systems include document version and time controls, content approval workflow, database and template creation, dynamic page generation, link management, document conversion, personalization, usage analysis, and access control and built-in security. These are just some of the benefits offered by a content management system. The content management systems offered by different vendors offer varied benefits and functionalities which you can select according to your needs.
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