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1. ES-DMS OVERVIEW

EverSuite Document Management Services Standard Edition (ES-DMS SE) is a plug & play solution installed on
top of Windows SharePoint Services.

ES-DMS SE installation is run from a single executable setup file. It is installed as a feature in the WSS or
MOSS site.

ES-DMS SE can be accessed from the Home site or any of its sub sites.
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2. STEP-BY-STEP GUIDE

This document serves as a guide using a learn-by-example method involving step-by-step tutoring of all the
functionalities available throughout the application.

2.1 LOGIN TO SHAREPOINT

2.1.1 USER PROFILE

A User Profile is personal settings and information about a user that has login access to ES-DMS SE
application.

The User Profile contains user related sections like tasks, calendar, settings... A user can customize, operate
and personalize his sections according to his needs.

A User accesses different sections and operations in the solution depending on his role and access rights.
Users access ES-DMS SE using a Web browser, such as Microsoft® Internet Explorer, Netscape Navigator®,
Mozilla Firefox ...

Users will be provided with an URL to access ES-DMS SE, as well as a user name and password.

Once the user logs in, his capabilities depend on the permissions and privileges assigned to him by the system
Administrator(s).

2.1.2 LOGIN

Like all security context-enabled applications, the user is first presented with a login screen where he/she is
requested to provide his/her credentials.

Windows Internet Explorer

E | http://ekawss/_Layouts/ESFOLDER/SPSTree.aspx

Connecting... [ N =

~
Connect to ekawss L[|

=
A

Connecting to ekawss.

User name: ekawss\administrator = | s

[ pemember my password

Upon a successful login, the user is next presented with SharePoint main screen shown below.

EVER TEAM - Information Owner Page 6 of 109
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Team Site

@il Team Site

‘Welcome Grace Boutros ¥ |

This Site: Team Site v I yel
Home | ite Actions ~
View All Site Content
Announcements - On Hold T
Documents = = =
ot There are currently no active announcements, To add a new announcement, dlick "Add new announcement” below, ype Mame Modified By
= On Stop
P E Add new annocuncement 03_11_2005_5_52_03_AM_{ Dory
= Supervisar ﬁ (3) of FAX3_pdf_Copy1 Abikhalil
= On Hold L] Wintar .
- Lal Winter Grace
et Calendar Soutras
ists
There are currently no upcoming events, To add a new event, dick "Add new event” below, E 3_AM_Copy Tania Elias
= Calendar
E Add new event
= Tasks Lﬂ Tania Elias
= Team Site Rules Audit iﬂ _5_52_15_AM_Copy Tania Elias

Discussions

= Team Discussion
Sites

People and Groups

& Recycle Bin

(2) of Ffis_pdf_Copy4

E Add new focument

L /
Ay

Windows
SharePoint Services

Links

There are currently no favorite links to display. To add &
new link, click "Add new link” below.

E Add new link

My Settings

Update wour user infarmation,
reqgional settings, and alerts,

Sign in as Different User
Login with a different account,

Request Access
Ermail the site administratar ko request
additional permissions.

Sign Ouk
Logout of this site,

Personalize this Page
Add, remove, or updake Web Parkts on
this page.

Once the user clicks on the User Profile menu, a drop down menu will appear as shown above.
This menu provides sub-sections allowing the user to interact with their profiles’ related operations like

personal information, personal settings and log out.

» To view/update his information, regional settings, and alerts, the user must click on My Settings. The

following page will open.

EverSuite SE = People and Groups = User Informakion

JEdit Itern | My Regional Settings | My alerts
Account EKAWSShadministrator
Name EKAWSShadministrator
E-Mail adrministrator@ekawss.ad
About Me

Picture

Department

Job Title

SIP Address

Created at 4132008 8:15 PM - by EKAWSS administrator
Last modified at 4f30/2008 1:17 PM by EKAWSS\administrakor

User information: EKAWSS\administrator - EKAWSS\administrator

Close

Close

EVER TEAM - Information Owner
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» To login with a different account, the user must click on Sign in as Different User.

» To logout of this site, the user must click on Sign Out and the following page will open. The user is
prompted to confirm his/her sign out request.

e
'i\\ Go back ko site

Sign Out: Close Browser To Complete Sign Out

wou must close your browser to complete the sign out process,

Microsoft Internet Explorer

<P The Web page you are wiewing is trying to close the window,
\_"()

Do you want ko close this window?

2.2 LOGIN TO ES-DMS SE

Users can access ES-DMS SE installed as a WSS site feature from the Site Actions menu.

Migrosaft

Windows
SharePoint Services

Links

There are currently no favorite links to display. To add a
new link, dick "Add new link” below,

[ Add new link

Team Site Welcome Grace Boutros + @
iﬁﬁ Team Site This Site: Team Site vl |,D|
Home _-'ﬁt*-!.’_i-_w.u.
Create
View All Site Content Announcements . on Hold JJ_D_JI Add a new library, list, or web page to
Documents = this website.
There are currently no active announcements. To add a new announcement, dick "Add new announcement” below. ype  Name
= On 5top | / Eﬂ;it Page . .
= Add new anncuncement 03_11 | Add, remove, or update Web Parts on
= Supervisor ﬂ (3)of F| 7 this page.
= On Hold Winter = .
Calendar - H it [ | Site Settings )
Lists @. Manage site settings on this site.
There are currently no upcoming events, To add a new event, dick "Add new event” below, 03_11_| - -
. (3 EverSuite DMS SharePoint
= Calendar (3) of Fi =
E Add new event | Edition
= Tasks l!_‘] configu Li A Full Featured Document
= Team Site Rules Audit iﬂ 03 11 S SRR
pam,
Discussions * @err p) | 15
E Add new do &/ | EscTs
= Team Discussion -
Sites
People and Groups )["}
4] Recycle Bin u’ l

The user chooses a site then click Site Actions menu. A drop down menu will appear.

The user selects EverSuite DMS SharePoint Edition menu and the application home page will open.

EVER TEAM - Information Owner
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p = Welcome Grace BOUTROS - Gbo Subsite
EverSuite
&P Cociment Management Sevicss | yel |

@ Mysiter 53] Cabinetw | [ Folders | [ Document~ | [ viewr | 3% Search= &% Tools~ Services+ | g™ Administration +

4a s ¥ “ | EverSuite

Navigation Pane

Standard My Folders Advanced Wiew T

(L) Eversuite

={:3] Human Resources

[E:l Careers Development
153 Employee Files

¢ B0 Stephanie Azarian

: i3 contracts

{23 Education and Certification
- Leaves

i3 Personal

: A salary

H {ﬁ) Social security
@ Policies and Procedures
C3) Recruitment

A3 Training and Appraisals
{13 Personal Banking

] i | =

2.2.1 Top NAVIGATION MENU

| i@ My sitew | (3] Cabinetv | T Folder | | Document | 3 View= | 34 Search | & Tools~ Services= | ~p™ Administration -

The upper-side of the screen shows the navigation menu providing the user with straightforward navigation
links. These menu items are discussed in details later on.

Navigation Menu is displayed to the user at all times.

Users can access and use the following Menus according to their privileges.

Only the Administrator can see the Administration menu.

2.2.2 TABBED MDI INTERFACE

| Tasks '* ” Routes '*

All operations are performed in a Multiple Tabbed Document Interface. The user does not experience any
post back operations while interacting with the system.

2.2.3 Users’ Quick LINKS

EVER TEAM - Information Owner Page 9 of 109
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Quick Links allow the users to jump and/or access commonly used sections of the solution:

S
e MyHome

e Folder Search

e Add To Favorites

%‘-I

e Raise an Issue

: Opens Home Page.

: Search for Folders within a selected cabinet or Folder in the Navigation Pane.
: Add a selected folder to the user’s Favorite documents.

: Enables system users to send requests or submit bugs to EVER support team.

This section allows the user to search for folders within a selected cabinet or folder in the Navigation Pane.

L&
The user selects a folder or a cabinet then clicks on Folder Search icon
A | 2 | o % «“
Navigation Pane
Standard My Folders Advanced View
“)LEverayite
—} 23] Human Resources
""" areers Level DDI’ﬂEI'It
=13 Employes Files
3 Stephanie Azarian
{2 Contracts
{2 Education and Certification
i Leaves
I Personal
i) Salary
{20 Social security
----- I Policies and Procedures
[H-IZ) Recruitment
-7 Training and Appraisals
[+ 23] Personal Banking
The following search screen will open.
E--~_ Search EI Reszet
Add search restrictions...
Search in folder and subfolders
Include children content types in search results
Add content type restrictions...
YWhere the content type
Folder
Add attributes restrictions...
Where the attribute
MName + || Contains b And v |Add Property

— Search in folder and subfolders: if checked, the user will be able to search in folders and subfolders of
the selected item, and only content types set as visible will appear in content type restrictions.

EVER TEAM - Information Owner
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— Include children content types in search results: if checked, it allows the user to search in the
children of the selected content type.

The advanced layout of this section provides the user with many different ways of searching: by
content type, by name, by type, etc...
When the user selects a content type, the other search attributes will be filtered accordingly.

O s

: . Search

— To perform search, the user clicks the “Search” button = on the toolbar, and the

results will be listed as shown in the figure below.
Folder search '*
= Print 3 Back
e All Documents v

Drag a column header here to group by that column.
Name Maodified Modified By
Candidates 7/7/2010 3:32:03 PM Grace BOUTROS
Careers Development :15 FM Grace BOUTROS
Education and Certif... 118 PM Grace BOUTROS
Employee Files 0:47 PM Grace BOUTROS
Job Description 137 PM Grace BOUTROS
Leawves 32 PM Grace BOUTROS
Management Training 159 PM Grace BOUTROS

Personal Grace BOUTROS

Eolicies and Procedu... 7/7/2010 3:30:52 PM Grace BOUTROS

Recruitment 7/7/2010 3:31:48 PM Grace BOUTROS

Records per page: el v Show Filter - Records: 1- 10 of 12 - Pages: [4 4 12 k

Search results will appear as a list of links. Once the user clicks on a link, the tree will expand and the
correspondent folder will be selected as shown below.

Navigation Pane Folder search '*

Standard | My Folders | Advanced View * S Print | (3 Back
e : | All Documents v

[ Eversuite

=53] Human Resources Drag a column header here to group by that column.
-0 Careers Development e,
-9 Emplayee Fles ~a Name Modified HModified By
() Policies and Procedures It z o N
i ~ Candidates 7/7/2010 3:32:03 PM Grace BOUTROS

Recruitment S ===

Careers Developme] 2010 3:20:15 PM Grace BOUTROS

i) Candidates

{2 Job Description
{3 Training and Appraisals
[#-{E3] Personal Banking

Education and Certif... Grace BOUTROS

Emplovee Files Grace BOUTROS
Job Description Grace BOUTROS
Leaves Grace BOUTROS

Management Training Grace BOUTROS

Personal Grace BOUTROS
Policies and Procedu... Grace BOUTROS

Recruitment Grace BOUTROS

Records per page: |HEM v Show Filter - Records: 1- 10of 12 - Pages: [4 4 12 b

The user selects a folder or a cabinet then clicks on Add to Favorites icon . The following window will

open asking for the favorite name.

EVER TEAM - Information Owner Page 11 of 109
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Add a Favorite (%]

Please enter a name for the favorite you intend to add.

[ oK H Cancel J

The selected folder or cabinet will be added to the favorites. This section will be discussed in details later in
this manual (section 2.9.1 Favorites).

2.2.3.3 RAISE AN ISSUE
i)

To report an issue to EVER’s support team, click on Raise an Issue icon . An empty e-mail will open.

O )| Y YU a9 = Raise an issue - Message (HTML) - = X
o
| Message l Insert Options Farmat Text @'
L 3 - -
°;$ Calibri (Body) -1 v | A : i 335 @ .ET § Y ? w
EE] >
Paste B 7 U|ll¥*~ -||=| = =||2=E ==|| v 14|  Address Check Follow spelling
- 7 ||| — || '& ||_ = _”_" = || l || Book MNames || = || up~ 3 ([ - [
Clipboard ™= | Basic Text £l Mames /Include = | Options Fa || Proofing |
I_ Tao... J |support@ever-me.c0m |
CeeJ | |
Subject: |Raise an issue |

b

The email address of EVER’s support team is placed in the 'To..." box.
The user writes down the error or issue he would like to send then clicks Send.
Note: “Raise an Issue” must be enabled through the main configuration of the DMS-SE Application. If

Ay

disabled, the users will not see the “Raise an Issue” button

2.2.4 TABBED NAVIGATION INTERFACE

| Mavigation Pane ” Favorites %/

The Tabbed Navigation Interface provides a tabbed navigation window. This enables users to interact with
different navigation sections at the same time.

EVER TEAM - Information Owner Page 12 of 109
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2.2.5 NAVIGATION PANE

Mavigation Pane |

Standard My Folders Advanced [m

Human Ressources
(3 Eversuite
: Personal
E@g’i Human Resources
{ﬁ Careers Developm Recruitment
{E] Em!:ll.l:l'!,l'EE Files Marketing
{7 Policies and Proced

{ﬁ Recruitment
[#-[7) Training and Appraisals
[-{Ea| Personal Banking

All navigation sections open in the left region of ES-DMS interface.
Users can select one of the following Tree Views from the tree toolbar:

e Standard

e My Folders

e Advanced

e View: all created custom trees

Users can easily explore Trees using the + sign to Expand the Folder and the — sign to Collapse it.

2.2.5.1 STANDARD TREE

Standard tab 5tangard gpens the standard tree as shown below.

I Eversuite
=)-{E3] Human Resources
{ﬁ Careers Development
-IC7) Emplovyes Files
|3 Policies and Procedures
EH-IC5) Recruitment
{ M-IC0) Training and Appraisals
[=-| 3] Personal Banking
EI@ Insurance Services
&) 2007
®-iC3) 2008
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2.2.5.2 MY FOLDERS TREE

My folders tab My Felders gpens the tree of the user’s personal folders.

IS EverSuite
{h Insurance Services

{h Careers Development
{h Employes Files

{h Paolicies and Procedures
{h Recruitment

----- {h Management Training

This section will be explained in details later in section 2.3.6 My Folders

2.2.5.3 ADVANCED TREE

Advanced Tree tab A9Vane=d TE2 o nanq all web applications trees.

To view a tree, the user must select a web application, a site collection, then a site or a sub site to view the
correspondent tree as shown below.

I3 All webs
- @ SharePoint - 12503
i@ SharePoint - 23991
@ SharePoint - 35733
.- @ SharePoint - 4326
=@ Sharefaint - 30
& @ http:/jvm001
E1-@ http:/fum001/sites/dema
E-@ http:/fvminL/sites /demo
IC3) Eversuite

& [E3] Accounting and
Finance

| 3] Compliance and
Risk Management

--|E3] Corporate
Marketing

&-{EF] Credit
F-{ 3] Customers
- 53] Employees
| 3] Form Templates
-[E3] Huan Resources
[E-E3l Information
Technology
--[E3] Internal Audit
|3 LoansApproved
| 3] Marketing
[- 3] Personal Banking
r@ Security
[e-[E3] Style Library
- @ hitp:/fym001/sitesFR
H-@ hitp:/fvm001/sitesfjto
H-@ http:ffvm001sitesfITO2
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View *

View tab

The user must select one of the created custom trees to view its content as shown below.

ES Content Management — User Guide/

opens a list of the created custom trees as shown in the figure below.

Advanced | | Wiew ™|

Human Ressources
Personal
Recruitment

Marketing

[ Management
¥ Report

-5 Document

..... STED

..... :Er' DocCT4

..... X Ji Conten t Type 22
..... *T Report

F--* & Dashboard Page

..... X Ji Content Type

..... N Ji Few Fields

..... & ESMailSE

..... ST budget d'affaire
A3 DocumentDePardieu
..... T doc d'affaire

F- X5 MGHDocCT 1

..... T Form

..... X Picture

..... X Unknown Docurnent Type
..... N Master Page

F-3 Basic Pags

..... X Link to & Document

B

H-*F Dublin Core Columns

B3 Dublin Core Columns

----- *T DocCT2

This custom tree is created by the administrator (Refer to section 3.9 in the Administrator Guide: Manage

Custom Tree). It contains the values of the properties fields added while creating the tree.

The user double clicks a content type or a properties field to view the correspondent documents.
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2.3 MY SITE MENU

The menu “My Site” visible in the user Top Navigation Menu provides sub-sections allowing the user to
manage his site’s interface.

| @ My Site v |

Home 3

My Tasks

My Routes

My Language k
My Audits

My Parameters

e M @ & kX

My Folders 2

This section is divided into the following sub-categories:

Once the user clicks on Home, the menu will expand

| My Sitew |

Home b | 4% Manage

My Tasks ﬁ Open
My Routes

My Language
My Audits

My Parameters

¢ M 9 & k2

My Folders 3

> By clicking on Manage, the following page will open allowing the user to specify the User’s Home
Page URL.

Manage Home '*

el Submit % Cancel | % Reset

Use this form to manage "My Home"

'™My Home' Url

Ihttp: /fwesesr. ever-rme. corm (Click here to test)

=l Submit

The user must enter a valid URL then click on
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If the User does not specify an URL, the Home Page URL will be the one specified by the Administrator in the
Site Preference section (described later in the manual).

» By clicking on Open, the home page will open having the URL previously specified in Manage Home
tab.

This page can also be reached from the Home button 4 in the Quick Links Toolbar. Section 2.2.3 “Users’
Quick Links”

2.3.2 My TAsKS

By clicking on My Tasks the following page will open allowing the user to add/edit/delete tasks. User tasks

will be listed in a grid, in the bottom of the page.

Tasks '*

ol Submit % Cancel

Use this form to view the list of all tasks and to add, edit or delete a task.

Wl attach File [ |[ Browse.. |
Title * T |

Priority

Status |In Progress v|

comi E—

Assigned To * ‘ 8, [
srone —

e E—

Description

Attached Files There are no records available.

View all tasks assigned to you.

Title | Assigned To Status Priority Due Date auComplete | Edit | Delete
my task Salma Jaber In Progre: (1) High 10/21/2009 o] Edit Delete
taskl Salma Jaber In Progre: (1) High 10/23/2009 a Edit Delete
Records per page Records: 1 -2 of 2 - Pages: 4 4 1 b

» To add a new task, the user simply needs to fill in the task’s fields and then click on Submit button

=l Submit

» Editing an existing task is as easy as adding a new one.
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To edit a task, user must click on the Edit button

ES Content Management — Userfde/

Edit

on the same row of the selected task. The

screen will show the same fields used for insertion, but this time they will be filled with their existing

values. User must make his changes and then click on Submit button

» To delete a task, user must click on the Delete button

Delate

task. The task will be immediately deleted and removed from the task list.

2.3.3 My ROUTES

By clicking on My Routes, the following page will open allowing the user to view all routes assigned to him.

(My Inbox and My Outbox)

el Submit

Routes '
#f Filter | |[2#]Reset|

Required Action:
Sent Date From:
Due Date From:
Action Date From:

Closure Date
From:

Fromy To:

My Inbox My Outbox
From
STOWAdministrator
Siring El Helou

Salma Jaber

Jihane Touma

Grace Boutros

€ 4§ & & 4&

Salma Jaber

E BEEE

Purpose
For Approval
Forinfo
Forinfo
Forinfo
Forinfo

Forinfo

Purpose:
Ta:
To:
To:
To:

Comments:

Sent Date

08/10/2009
06/10/2008
14/10/2008
15/10/2008
16/10/2008

16/10/2009

~Select—-

Due date

22M0/200%

Filter by status:| 411

Action Taken Date | Closure Date

1410/2008 14/10/2008

<

Bl ==l

Status
Clozed
Opened
QOpened
Opened
New

New

203
E03
203
E03
203
203

T =

This screen is divided into two sections: the filter area and the inbox and outbox tabs.

on the same row of the selected

Filter area

Inbox and
Outbox area

The filter area allows the user to filter routes according to criteria entered. The system will only filter the
selected tab. If the inbox tab is selected the inbox grid only will be filtered.

#A Filter Reset

Reguired Action:
Sent Date From:
Due Date From:
Action Date From:

Closure Date
From:

From/To:

E [OEEE

Purpose:
Ta:
Tao:
Tao:

Tao:

Comments:

—-Select--

<

&[G G
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The inbox screen will display all routes received by the logged in user as shown below.

Filter by status: Al v
My Inbox My Outbox
From Purposs Sent Date Due Dats Action Taken Date = Clozure Dats Status
@ STOAdminigtrator For Approval 08/10/2009 141072008 141 0/2009 Closed i | 3 LJ) ':‘
L@  Sirine El Helou For Info 06/10/2009 Opened  # | [F @ &
@ Zalma Jaber For Info 14/10/2008 22042008 Opened ] #_J LJ) ':‘
Eg@  Jinane Touma For Info 15/10/2008 Opened  #h | [F @ S
Eg  Grace Boutros For Info 16/10/2008 Opened thEFO S
Ed  samaJaber For Info 16/10/2008 Opened | & @ ':[',

The grid will provide brief information about the route: From, Purpose, Sent Date, Due Date, ... The user will
have to open the route record to view the remaining information about the route record.

Four buttons appear in the last column to the right. The functionalities of these buttons depend on the user’s
rights and permissions:

* If the user has a read only permission, the document and document properties will open in view
mode

* If the user has an edit permission, the document and document properties will open in edit mode

* If the user has no permission, he will be granted a read only permission once one of these buttons is
clicked, and the document and document properties will open in read only mode.

—  Document®™ : allows the user to open the document routed in view or edit mode according to the user’s
permission.

— Document Propertiesi :allows the user to open the doucment properties in view or edit mode according
to the user’s permission.

Document Properties (=153 N
Document Properties (=1
H Submit X Cancel
K Cancel
Use this form to edit JL CABINET TEST/currency.JPG properties Use this form to view screentoucherrors13022010.docx Properties.
Content Type Document
Conten Type v
— | =z Name * screentoucherrors 13022010 .docx
CUrrency .
Title | | Title NCT ASSIGNED
User Fiald 1 | | User Field 1 NCT ASSIGNED
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233.21

Response to action button © will open a window to view only the route information. Only the comments
field will be editable as shown in the figure below:

Response to action [ 1B

H Save and Update Action | Z§5ave and Close Action | 3 Save and Reject Action

From DTALAP\Administrator On Behalf Of DTALAP\Administrator
Purpose For Approval Status Opened

Sent Date 2/12/2010 2:38:52 PM Due date 2/13/2010

‘;‘;E” Taken o sction is taken yet Closure Date Route not closed yet
Required . )

Action this is used for testing

Comment

send

MNotification I:l

The user must add his comments then he may either click on:

led Save and Undate Action to save modifications (the status of the selected route is now "In progress")

‘pSave and Close Action. 4 s3ve modifications and close the route (the status of the selected route is

now "Closed")
4 save and Reject Action 1, ve modifications and reject the route(the status of the selected route is
now "Rejected")

N.B: Upon opening the route for viewing, its status will change from New to Opened.
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23.3.2.2

Clicking on Manage Routes “b button will open the following page allowing the user to access the document
route management as shown below:

Manage Routes =IES
“yDelete Use this form to manage the routes of the document: TestCab/CTS 9 0 5 0 Functional analysis v1 0.docx
From SentTo Purpose Staus Sent Date Due Date
& @ samalaber Grace Boutros For Info New
& @ samaJaber Salma Jaber For Info Opened
Page|l  |of1 & 1-20f2
Zgsend  [#]Reset
Send To *: &, G Purpose For Info 7
On Behalf Of : [T Due Date :
Send Motfication :
Reguired Action :
Required Fie
The screen is divided into two sections:
1- The grid will display all routes related to the parent document of the selected route.
ZgDelete Use this form to manage the routes of the document: TestCab/CTS 9 0 5 0 Functional analysis v1 0.docx
From Sent To Purpose Status Sent Date Due Date
82 © Ssamalaber Grace Boutros For Info New 16/10/2009
& @ Samalaber Salma Jaber For Info Opened 161102009
Page|l |of1 el 1-20f2

The user will be able to view the routes properties by clicking on Routes Properties button.

N.B: only the administrator will be able to delete routes using the delete button ~ghekete

2- The add route form is used to add a new route corresponding to the selected document. This
form is visible for users with "Manage Lists" permission.

‘ggSend | [|Reset

Send To *: - WY Purpose ™ For Info

On Behalf Of : - WY Due Date

Send Motification
Required Action :

*: Required Fields

. . . g Send
The user must fill the necessary fields then click on =p5en button to send the route to the selected
user.
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2.3.3.3 OUTBOX SCREEN

The outbox screen displays all routes sent by the logged in user to other users.

l My Inbox " My Outbox 1

Sent To

Jihane TOUMA
Jihane TOUMA
Jihane TOUMA
Grace BOUTROS

Jihane TOUMA

FEEE&d

Jihane TOUMA

Purpose
For Infe
For Info
For Infe
For Info
For Info

For Info

Sent Date
10/03/2010
10/03/2010
10/03/2010
10/03/2010
10/032010
11/03/2010

Due Date

Action Taken Date  Closurs Date

10/03/2010
11032010
10/03/2010
10/03/2010
10/03/2010
11032010

10/03/2010
11/03/2010

10/03/2010
11/03/2010

Status

Closed [ =LY
Closed MR Y
In Progress #h | [ @
InProgrezs #h | [ @ 54
Closed MR Y
Rejected  #h | [ @

The manipulation is the same as explained above in Inbox screen. The only exception is that the user cannot

response to action, he can only view the route properties using View Route Properties button © .

2.3.4 MY LANGUAGE

Once the user clicks on “My Language”, the menu will expand

@ My Site~

Eme @ ©E

Home

My Tasks

My Routes

My Language
My Audits

My Parameters
My Folders

2

2

English
French
Arahic

German

User then proceeds to select his preferred DMS language display. This selection will affect only the

correspondent user.
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DMS French Home Page:

ES Content Management — Userjm/

= : Welcome Grace BOUTROS - Gbo Subsite
EverSuite
P 0 cimen Management Services I pe) ‘
@ Mon Site~ | (53] Bibliothéque de documents» | = Dossierv | ] Document+ | 3 Afficher= | 33 Recherchers | (% Outils~ Services» | /g™ Administration +
4 €y b4 ¥ “1 | EverSuite
Volet de Navigation
Standard Mes Dossiers Avancée Afficher ¥
@ EverSuite
[=-{:3] Human Resources
{0 Careers Development
{5 Employee Files
{3 Policies and Procedures
{0 Recruitment
E_) Training and Appraisals
H s ED Management Training
B-3 Personal Banking
=} E} Insurance Services
2007
123 2008
< il | ¥
DMS Arabic Home Page:
Gbo Subsite ~ Welcome Grace BOUTROS = =
EverSuite
| 2 I PV 0:cuiment Management Services
v B | v ckai B v ool @ | v cw @ | v oLas[Bb | voasis [ v amdlali Dl v LI | v osiee @
EverSuite | * ¥ Ee =8 o
pSodll agd
wess T prmio ksl l=o
EverSuite (3}
Human Resources K3+
Careers Development [ |
Employee Files I3
Policies and Procedures (£
Recruitment £
Training and Appraisals ) :
Personal Banking e
Insurance Services E}E
2007 5
2008 )
< i | >

2.3.5 My AupITS

By clicking on My Audits the following page will open allowing the user to view his own audits.
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Use this form to view your audits.
Action Type: —Select— —
Action From Date: [3 Acton To Date: |
audit Results | 1=|Export —Fitter By Type— ~
Event Occurred U=zer Object
EJ ;5 Update 1042042009 11:... Salma Jaber Lists/Tasks/8_.000 [ |
|_'] E} WView 10/20/2009 10.... Salma Jaber Pages/Default.aspx
[&) @ WView 1042042009 10:... Salma Jaber Publizhinglmages
|_‘| E} View 1042042008 10:... Salma Jaber Publishinglmages/newsarticleimage.jpg
= @ View 10/20/2009 10: Salma Jaber Pages
= (‘\ Search 1072042009 0&:... Salma Jaber
For] (,\’ Search 10/20/2008 02.... Salma Jaber
= (‘k Search 10/20/2005 02: Salma Jaber A
= (‘\ Search 1072042009 08:... Salma Jaber il
3 Q Update 10/20/2009 0&.... Salma Jaber JI CABINET TEST/FOLDER 1/subfolder1/yvtrn/TESTCONTENT SEARCH .txt
(] ;? Update 1042042009 08: Salma Jaber JICABINET TEST/FOLDER 1/zubfelder!virn TESTCONTENT SEARCH txt
= &" Update 1042042009 08:... Salma Jaber JICABIMET TEST
Fo] (‘\ Search 1042042009 08: Salma Jaber
= (‘\ Search 1072042009 0&:... Salma Jaber
Fo] (,\’ Search 10/20/2009 0E:... Salma Jaber
= (‘k Search 10/20/2005 02: Salma Jaber B
= (‘\ Search 1072042009 08:... Salma Jaber
3 = Delete 10/20/2009 0&.... Salma Jaber JI CABINET TEST/articletest. txt
Ea }( ChildDelste 1042042009 08: Salma Jaber JICABINET TEST
A > Delete 1042042009 08:.... Salma Jaber JI CABINET TEST/4101880.txt ]
4 4 |page[l Jofez b Bl | & 1-25 of 1689

This part will be explained in details later in the manual: section 2.11.1 Audit Trail

2.3.6 MY PARAMETERS

By clicking on My Parameters, the following page will open allowing the user to select the multiple upload
page mode: SharePoint or Maxim.

[ My Parameters "l

|l Save | X Cancel

Multiple upload page mede. . .
Select wour multiple vplosd page mode, Using Sharepaint page.
sing Maxim.

This part will be explained in details later in section 2.7.2.2 Adding Multiple Files.

2.3.7 My FOLDERS

Once the user clicks on “My Folders”, the menu will expand allowing the user to set the properties that
characterize a folder as ‘My Folders’ and \or view My Folders tree.

ﬁ M'!,l' FI:IleErS P O View

i) Manage
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Clicking on My Folders - Manage will open the following page allowing the user to set the properties that
characterize a folder as "My Folders"

Manage 'My Folders'

@ submit | @ Delete | SpReset | @ Cancel
)

Use this form to manage My Folders

Cantent Type PersonalFolders N
Operator or w
Fields
Field Name « Operator Value
Vo
Fax Number [ ©add | Opeet= |
Mame
Murmber colurmn

Title
User

The user must select a content type, and/or add additional criteria in Fields grid to filter the folders

accordingly then click on submit button © submit .

The Content Type list is filled with available content types on the current website. When selecting a content
type, the column ‘Field name will be filled by the fields of the selected content type.

The column ‘Operator’ will be filled according to the selected ‘Field Name’.

The folders matching the criteria will be set as My Folders and appear in My Folders tree.

To view my folders tree, the user must click on My Folder = View, or on My Folder tab in the Navigation
pane. My folders tree will open in the navigation Pane as shown below.

My Folders

Standard My Folders Advanced View ¥

| EwverSuite

|_:_|_; Insurance Services
- 2007
-5 2008

----- I Careers Development

=4 Employee Files
.,_"] Stephanie Azarian

----- I Policies and Procedures

El-4) Recruitment

----- ) Candidates

o I Job Description

----- I3 Management Training

In both cases, the user is switched automatically to ‘My Folders’ pane and all folders responding to the
configuration executed in ‘Manage My Folders’ are available in a tree as first level nodes.
All subfolders of ‘My Folders’ are available in the tree.
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All actions (Context Menu Actions and Toolbar actions) are applied to ‘My Folders’ and their subfolders.

2.4 RooT NODE

2.4.1 RooT Nobpe CONTEXT MENU

Some of the top navigation menu operations are available in the context menu of the relevant node(s).
Right click on the root node to view the Context Menu.

5 — I
= @ #3| Add Cabinet

1
Ad Rename

¢ Click Add Cabinet to add a new Cabinet. (Refer to section 2.5.1 Adding Cabinets)
*  Click Rename to rename the root node

A cabinet is a location on a site where Files can be created, collected, updated, and managed by Users.
A cabinet is a collection of many Folders and File types that users can share with team members.
In a cabinet, the user can perform the following actions:

* Create and Manage Views

* Track Versions

*  Check Out Files

* Stay Informed about changes
* Define Content Types

*  Require Document Approval
*  Specify Permissions

* Create Workflows

The menu “Cabinet” visible in the user Top Navigation Menu provides sub-menus allowing the user to
add/delete/rename/ Cabinets, view Cabinet’s documents and manage Cabinet’s permissions and settings.
| Ea|-Cabinet»-|

sl Delste

f‘ Rename

A

] View Documents

| 3] Cabinet + | 1;3 Permissions
43| Add ik Settings
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2.5.1 ADDING CABINETS

This section allows the user to add a new Cabinet.

To add a new Cabinet the user selects the root node from the tree then click the “Add” button

ES Content Management — UserJGu/ide/
KM

O versute

[=1-{3] Human Resources

|5 Employee Files

IC3) Recruitment

EH-{E3] Personal Banking

IC5) Careers Development
IC5) Policies and Procedures

#1070 Training and Appraisals

[ =) Cal:uinetv]

+3 Add

in the cabinet menu, or click on Add Cabinet
menu. He/she will be presented with a new form asking for details about the new Cabinet as shown below.

#3] Add Cabinet

Add

H Submit X Cancel ERese‘t

Use this form to add a new cabinet.

Name
Enter the name of the cabinet you intend to add.

Content Types

Specify whether to allow the management of content types on this document library.Each content type
will appear on the new button and can have a unigue set of columns,workflows and other behaviors.

Document Version History

Specify whether a version is created each time you edit a file in this documentlibrary.

Require Check Out

Specify whether users must check out documents before making changes in this document library,

Allow management of content types

O Yes Onio

Create a version each time you edit a file in this document library

) Mo Versionning

() Create major versions
Example: 1, 2, 3, 4

() Create major and minor (draft) versions
Example: 1.0, 1.1, 1.2, 2.0

Optionally limit the number of versions to retain:

Fom D T e TS T R e S

—

Require documents to be checked out before they can be edited

O Yes OND

The user must:

2.5.2 DELETING CABINETS

Enter the name of the cabinet he wants to add

Specify whether to allow the management of content types on this document library

Specify whether a version is created each time you edit a file in this document library

Specify whether users must check out documents before making changes in this document library

Click on Submit button el st

. The Cabinet will be added to the tree in the Navigation Pane.

EVER TEAM - Information Owner

Page 27 of 109

in the root node right click




@ ES Content Management — Userfu/ide/
VER /. _

Content for your Business

The user must choose a cabinet from the tree in the navigation pane then press the Delete button

sl Delete

in the cabinet menu. The cabinet will be deleted after a confirmation message.

Deleting a Cabinet will result in deleting all its content; Folders and Documents.

A deleted cabinet is sent to the recycle bin; administrators can either restore or delete the cabinet
permanently.

2.5.3 RENAMING CABINETS

The user must choose a cabinet from the tree in the navigation pane then press the Rename button

[
A Renarne

in the cabinet menu to rename the selected cabinet.

2.5.4 VIEWING CABINETS’ DOCUMENTS

To view cabinet’s documents, the user must either double click on the cabinet name or choose a cabinet

| ] View Documents

from the tree in the navigation pane then press the View Documents button in the
cabinet menu.
The list of the cabinet associated documents will open in the services pane.
Human ressources
Human ressources '*
Include the subfolders’ documents
View |A|I Documents v
Drag a column header here to group by that column.
Type Links Name | Madified Modified By Status
) ALEX - CONTRACT OF o o
| e 9/13/2010 11:37:06 AM EVER-ME\gbo
(i} W 9/13/2010 11:52:58 AM EVER-ME\gbo
[ W 9/13/2010 11:37:21 AM EVER-ME\gbo
Records per page: Show Filter - Records: 1 - 3 of 3 - Pages: 441k K

When specifying a view for the document library in SharePoint, the user must specify whether to show all
items in the cabinet including the documents in folders and subfolders, or to show items inside folders only.

In case the checkbox Include the subfolder’s documents is checked, all documents in the cabinet folders and
subfolders will appear. Otherwise, only the documents of the selected cabinets will appear.

= Folders
Specify whether to navigate through folders to view items, or to view &ll items at once, Eolders ar Flat:
(O Show items inside folders
(&) Show all items without folders
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The user can also specify the groups and subgroubs as well as the order in which the items are displayed.

— In the Sort section, the user can choose whether and how he wants the information to be sorted. He can
use two columns for the sort.

= Sort

Select up to two columns to determine the order in which the items in the view are

displayed. Learn about sorting items. PRSI FREIITE

[10 v
7| Show items in ascending order
® l (A, B,C,or 1,2 3)
Show items in descending order
O l (B, A 0r 3,2, 1)

Then sort by the column:

| Title w
1| Show items in ascending order
@® (A,B,C or 1,2, 3)

Shaw items in descending order
O (C, B, A, or 3,2, 1)

— In the Group By section, the user can group items with the same value in their own section.

= Group By

Select up to two columns to determine what type of group and subgroup the items in the

! h ! . B First group by the column:
view will be displayed in. Learn about grouping items. ]

[ Title v

== Show groupsin ascending order
® I (A B,Cort,23)
—

= Show groupsin descending order
O 1 (C,B,A,0r3,2 1)
—]

Then group by the column:

| Content Type R

Show groups in ascending order
@® E (A,B,C,or 1,2,3)
—

Show groups in descending order
O E (C,B,A,0r3,2 1)
—

By default, show groupings:
(® Collapsed ) Expanded

Number of groups to display per page:
100

2.5.5 CABINET PERMISSIONS

This section manages the user’s permissions on the selected cabinet. This section allows the user to
add/edit/delete permissions on the selected cabinet.

2.5.5.1 ADDING CABINET PERMISSION

To add a cabinet permission, the user must choose a cabinet from the tree in the navigation pane then press

% Permissions

the Permissions button in the cabinet menu and the following page will open.

EVER TEAM - Information Owner Page 29 of 109



ES

Content for your Business

Content Management — User (?lm/

Cabinet Permissions : 123
EH @ &3
The current cbject has unigue permissions.

Selaect Usars or Groups
Olex Markarian

User/ Group Mame
RMICOLASZK, administrator
DMS Cwnears

OMS Wisitors

CMS Maembers
ARACHMEALY=salmmiaj
ARACHMEANsirineh
ARACHMEAVEaRias
ARACHMEAYlinat

ARACHMEAYpascalan

00000000000

home =ite group

Records per page:

Select Permission Level

Select ...

Select ...

S |Test

ACCess Pernl Cesign

Full Cantraol
Contribute

Full Control

Full Control, Limited Access

Design. Limited Access

Full Zantral, Limited &Sccess

Lirnited Access

Full Santral, Limited Access

Limited Access, Tast
Fo=ad, Limited Access
Fead, Limited &Sccess

Fead, Limited &Sccess

Records: 1 - 10 of 14 - Pages:

4 4 212 b+ ki

The user must select users or groups, select Permission level and then click on E button to save the

assigned privileges.

He can enter the users or groups to which he wants to give permission or search for people or groups from

the SharePoint site by clicking on browse L putton. The following page will open.

.5 Select People and Groups -- Webpage Dialog

the list, and then dick Add.

o Search for people and groups from the SharePoint site. Type a name to find, select the name or names in

QAl\teamlead 1
QA\pgm

Qautl

The Design Group

Found 11 matches.

graceb@ever-me.com
graceb@ever-me.com

graceb@ever-me.com

Find |gr =l
Grace Boutros GraceB@ever-me.com ARACHMEA'\graceb
QaNarch graceb@ever-me.com QAlarch
QA ernvir graceb@ewver-me.com QANenwir
QANnfra graceb@ever-me.com QANNfra
QAaNand graceb@ewver-me.com QAYand
AYmpbu graceb@ewver-me.com  QAYnpbu
QAlsust graceb@ever-me.com QA\sust

Qalteamlead 1
QANWpgm

QaNutl

The Design Group

Cancel

The user is requested to type a name to find, select the name or names in the result list and then click Add.
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The user must select privileges from the grid then click on @ button to remove assigned privileges.

By default, cabinets inherit permissions from their parent sites. Once the user clicks on
button, the following window will open with a message on top “The current object inherit permissions from

its parent”

3_'} Permissions

=<

OO000O00O0000n

Fecords per page:

Cabinet Permissions : 123b

The current object inherit permissions from its parent.

Select Lsars or Sroups

User/ Group Mame
RMICOLASZE, administratar
DMSE Qwners

LS Wisitors

CMS Members
ARACHMEAY salmaj
ARACHMEAN sirineh
ARACHMEAYVtanias
ARACHMEANlinat
ARACHMEA Vpascalen
home site group

e

10 FRecords:

Select Permission Level

Select ...

= ET |

Access Permission

Full Contral

Full Cantral, Limmited Access
Design, Limited Access

Full Contral, Limited Access
Lirmited Access

Full Contral, Limited Access
Lirmited Access, Test

Fead, Limited Access
Foead,. Limited Access
Foead. Limited Access

1-10 of 14 - Pages: 4 4 1212 bk Pkl

Once the user changes permission, inheritance will be broken and the permission page will show the

&
following message “The current object has unique permissions” and the Inherit Permissions button = to

restore inheritance.

Cabinet Permissions :

= e a2

123

The current object has unigque permissions.

Selact Users or Groups

Select Permission Leuveal
Select ...

8-

Tl User/ Group Mane Access Paernission

] RMICOLASER administrator Full Sontrol

Lol S Swners Full Control, Limited Access

| Ll DMS Wisitors Design. Limited @Sccess

(Ll DS Mermmbers Full Contral. Lirmited fAccess

Ll ARACHMEAY s almmai Limited sccess

1 ARACHMESY sirimeh Full Santral, Limited Access

=] ARACHMEAVESnias Limmited Access, Teast

Lol ARACHMEA linat Fead. Limited Access

|:| ARACHMEAZpascalen Fead., Limited Access

Ll harme site group FRead. Limited sccass

Records per page: 1o - FRecords: 1 - 10 of 14 - Page=: €4 <€ 1|1 2 B ki
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2.5.6 CABINET SETTINGS

To manage cabinet settings, the user must choose a cabinet from the tree in the navigation pane then click
. &b Settings
the Settings button

in the cabinet menu and the following page will open.

Cabinet Settings : Total

[l Submit | % Cencel | [2] Reset

o)X
Use this form to update the properties of the cabinet Total
Content Types Allow management of content types
Specify whether to allow the management of content types on this document library. Each content
type will appear on the new button and can have a unigue set of columns, workflows and other @ ves Ono
behaviors.
Document Version History Create a version each time you edit a file in this document library
Specify whether a version is created each time you edit a file in this document library.

(O Mo Versionning

(®) Create major versions
Example: 1, 2, 3, 4

() Create major and minor {draft) versions
Example: 1.0, 1.1, 1.2, 2.0

Optionally limit the number of versions to retain:

] Keep the following number of major versions

Require Check Out

Require documents to be checked out before they can be edited
Specify whether users must check out documents before making changes in this document library.

Oves @ No

The user will be able to manage the cabinet settings already created filled in Add Cabinet window.
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2.5.7 CABINET CONTEXT MENU

Some of the top navigation menu operations mentioned above is also available in the context menu of the
relevant node(s).
Right click on a Cabinet to view the Context Menu.

@ EversSuite
EI_.JI l.il:u:u:uunﬁnr —ae ]
{3 Accour + Add ¢

@ Accoun 2] Delete

fi'l Budge) % Delete Query

B F'XEE_' | [ send To »
@ Invoice
263 Transs ] view Documents
&0 20 ¢ Edit »
B2 200 48 Manage C

1) Human Re Desktop Shortout

&-02) Employ lﬁ Windows Explorer

B Policies and Procedures
&-{3) Recruitment
-0 Training and Appraisals

BH-{E3] Personal Banking

*  Click Add>Folder to add a new folder to the selected Cabinet.

* Click Add-> Pattern to add the selected pattern under the selected cabinet. (For more information
refer to section 2.12.1 Pattern)

e Click Add=> Structure to add a new structure to the selected Cabinet. (Refer to section 2.5.7.2 Add
Structure)

* Click Delete to delete the selected Cabinet.

¢ Click Delete Query to delete the query (created by the administrator).

* Click Send To—>Paste to paste a cut or copied Folder into the selected Cabinet (described later in the
manual).

* Click Send To>Paste Shortcut to create a shortcut of a copied Folder into the selected Cabinet
(described later in the manual).

* Click View Documents to view the selected Cabinet’s documents.

* Click Edit=>Navigation Form to navigate through the correspondent Cabinet documents. (For more
information refer to section 2.5.7.3 Cabinet Navigation Form)

* Click Edit>Rename to change the name of the selected Cabinet.
* Click Manage—>Permissions to manage the cabinet permissions. (Already explained in section 2.5.5
Cabinet Permissions)

* Click Manage—>Settings to manage the cabinet settings. (Already explained in section 2.5.6 Cabinet

Settings)
* Click Manage—>Content Types to manage the cabinet content types. (For more information refer to

section 2.5.7.1 Manage Content type)

¢ Click Desktop Shortcut to create a shortcut of the selected cabinet on the desktop.
* Click Window Explorer to open the selected cabinet in windows explorer view.
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Manage Content Types appears only for users with specific permissions allowing them to update content

types. It allows the user to set the default content type and to control the visibility of content types as shown
below.

Manage Content Types '*

H Submit - X Cancel

Use this page to set the default content type and to control the visibility of content types assigned to 'Employees'.

Content Type Order

Default Visible Content Type
Document
Content types not marked as visible will not appear when creating a new @ [¥] )
folder or file. O Dublin Core Columns
O \Web Part Page

In case a document library does not allow management of content types, the following page will open asking
the user to contact the system administrator.

Manage Content Types '#

H Submit | X Cancel
Use this page to set the default content type and to control the visibility of content types assigned to 'gaby’.

Content Type Order

The current document library does not allow management of content types.Please contact your
Content types not marked as visible will not appear when creating a new administrator.
folder or file,

Add Structure opens the following page allowing the user to add a new structure.

Add Structure

| Submit| ¥ Closs

-
Use this form to Execute Query.

?J-_E users
Ygtest1
Y test2

?J-_E multipleqQ

L . . Submit
The user selects a query (already created by the administrator) then click on Submit button bed S

(o}
execute the query. A new structure will be added according to the selected query as shown in the figure
below.
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[5) EverSuite
|_f_| _| Accounting and Finance
----- {0 Accounts Payables
----- ﬂ Arccounts Receivable
----- ﬂ Budgeting and Forecasting
----- ﬂ Fixed Asseis
----- LA Invoices
B 123 Transactions
=] {2 2008
= lEl Rabieh

ij 2009
= & Rabeh
..... @ 120

[+ Ea] Human Resources
[+-{E&] Perzonal Banking

To add the structure folders to the tree as SharePoint folders, right click a folder, the following menu will

appear.
Seme

Y

=} E l._l'ElHdd with children

E| {h 2003
= Ib Rabeh

e Clicking on Add will add the selected folder with its parent.

e C(Clicking on Add with children will add the selected folder with its parent and its children.

N.B: If the structure is added to the root node, its parent node will be a cabinet.
If it is added to a cabinet, its parent node will be a folder.
If it is added to a folder, its parent node will be a folder.

Navigation Form allows the user to navigate throughout the correspondent Cabinet’s documents according
to conditions and priorities predefined by the administrator in the Configuration tab of the Administration
menu. The restrictions of this configuration appear on top of the Navigation Form. Users can perform general
functionalities in Navigation Form such as viewing Images, PDF Files, etc... and updating the correspondent

file properties.
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Navigation Form

1 document remaining

The documents are sorted according to the following priorities{1= High priority):

The documents are filterd according to the following conditions :

File Property « | i0:Brightness | (P Contrast —-Saturation | &4 Diataton Invert ¢ Fip | <>Reverse A Resize | (2% Show Pan View Annc A

A

i swbmt & split X Close

petals123456677878765754 4465475575.ipq

properties
Name ilc:.e‘s-:.x:r-.-.h:&»ce:eis‘.:34555‘73"1.199
title
Thumbnail
a ~
50"
Picture
Size 1024 x 768
Source
Language [ | English v

(" Ispecify your own
value:

Bug
Number

N2 |C|2EINO >
B2 8o/t <R /|-
BN |0 %N | |R[OR0

Test Field

< >

The Navigation Form will display the Documents to the user(s) based on the following criteria:
e File is not checked out by any user
e File is checked out by the currently logged in user
e File matches the filter(s) applied by the Administrator
e Fileis on top of the Priority list

Once the user opens a File through the Navigation Form the file will be automatically Checked-out to the
correspondent user. After either submitting the changes or closing the Navigation Form, the file will be
released from the user via a Check in or a Discard Check Out.

i e—
The split button == h: Il allows the user to create copies of the displayed document in the selected cabinet.

The created documents will be checked out by the logged in user.

Please enter the number of copies X
The number of copies will be indicated in the following field b which

appears once the split buton is clicked.
The first copy of a document is «_ 1 », and then it is increased by one.
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The menu “Folder” visible in the user Top Navigation Menu allows the user to manage folders.

|y Folder»-|
[ Add Folder

Q Delete

-3
A Rename

[ Edit 3
YT Manage Content Types
&% Links

5 Properties b

] View Documents

[l . .
_1_3 Permissions

This menu is divided into the following sub-menus:

» Add Folder: to add a new folder.
» Delete: Delete the selected Folders.
» Rename: Rename the selected Folders.
> Edit: Edit operation on the selected folder including.
= Cut
= Copy
= Paste
= Paste Shortcut
> Manage Content Types to manage the folder content types.
» Links: view folders linked to the selected folder
> Properties: View or Edit the selected Folder’s Properties.
> View Documents: Display the selected Folder’s documents.
> Permissions: Manage Users permissions on the selected Folder.

EVER TEAM - Information Owner Page 37 of 109



= ES Content Management — User Guide
E M) | /

Content for your Business

2.6.1 ADDING FOLDERS

To add a new Folder, the user selects a folder or a cabinet from the tree then click on “Add” button
B Add

The user will be presented with a new window asking for the folder name as shown below.

in the folder top navigation menu or in the folder or cabinet right click menu.

Add New Folder '*

[=l Submit | % cancel

Name *

+ More Details...

Once the user clicks on the link *-ore Details... 'the |ink will expand asking for details about the
new added folder as shown below.

Add New Folder '#*

|l Submit % Canced

Content Type | Folder V|

Title | |

Name * |

Patterns

I Hide Details...

Folder content type will appear by default. The user may select another content type from the drop
down list. Only content types set as visible will be shown in the drop down list.

The user may select a pattern (optional). The following grid will appear in the lower part of the page.
The selected pattern is already created by the administrator (for more information refer to Add new
pattern in ES-DMS administrator guide)

Folder

Contracts

Education and Certification
Leaves

Personal

Salary

Social Security

Records per page: Show Filter - Records: 1 - 6 of & - Pages: 41k KM

Once all mandatory fields are filled click on el Submit ) eon,
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The new folder and its subfolders will appear in the Navigation Pane according to the selected
pattern.

O versure

@ Accounting and Finance
[=1-{E&] Human Resources

E}] Careers Development

EI@l Employes Files
El--E Stephanie Azarian

----- {C5) Education and Certification|

----- I2) Social security
E Policies and Procedures

- Recruitment
[#-IC7) Training and Appraisals

2.6.2 DELETING FOLDERS

The user must choose a folder from the tree in the navigation pane then press the Delete button

Iﬁ Delete

in the folder menu. The folder will be deleted after a confirmation message.

Deleting a Folder will result in deleting all its content, Subfolders and Documents.

A deleted Folder is sent to the recycle bin; administrators can either restore or delete the Folder
permanently.

2.6.3 RENAMING FOLDERS

The user must choose a folder from the tree in the navigation pane then press the Rename button

B
Al Fename

in the folder menu to rename the selected folder.

2.6.4 MANAGE CONTENT TYPES

Manage Content Types appears only for users with specific permissions allowing them to update content
types. It allows the user to set the default content type and to control the visibility of content types as shown
below.
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Manage Content Types '*

el submit | % cancel

Use this page to control the visibility of content types assigned to 'Employees/RNI'
This folder inherits vigibility settings from its parent folder.

Content Type Order

Default Visible Content Type
Document
Content types not marked as visible will not appear when creating a new © 4 k
folder or file. O Dublin Core Columns
O Web Part Page

By default, folders inherit visibility settings from their parent folder as appears in the message on top “This

folder inherits visibility from its parent folder”.

Once the user changes content type settings, inheritance will be broken, and manage content types page will

show the following message “This folder has unique visibility settings” and the Inherit Settings. |ink to restore
inheritance.

Manage Content Types '*

|l Submit| % Cancel

Use this page to control the visibility of content types assigned to 'Employees/RHNI'.
This folder has unique visibility settings.Inherit Settings.

Content Type Order

Default Visible Content Type
Document
Content types not marked as visible will not appear when creating a new © ] )
folder or file. O O Dublin Core Columns
O Web Part Page

In case the parent document library does not allow management of content types, the following page will
open asking the user to contact the system administrator to manage content types.

Manage Content Types '*

Il submit| X cancel

Use this page to control the visibility of content types assigned to 'gaby/gaby1'.
This folder inherits visibility settings from its parent folder,

Content Type Order

The parent document library does not allow management of content types.Please contact your
Content types not marked as visible will not appear when creating a new administrator.
folder or file.

2.6.5 EDIT OPERATIONS

The section “Edit” visible in Folder menu provides sub-sections allowing the user to cut/copy/paste/paste
shortcut of a selected folder.

(5 Edit b| 4 cut

L Copy

L

£k O
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To cut or copy a folder, the user must select follow the following steps:

Cut or Copied Folders will be added under the destination Folder or Cabinet.

If the operation was “Cut”, the Folder will be deleted from its original location.
If the operation was “Copy”, the Folder will remain in its original location.

ES Content Management — User Guide/

Select a folder from the tree in the navigation pane

Click on Edit button in the folder menu

Select Cut to cut the selected Folder, or Copy to make a copy

Select the destination Folder or Cabinet in the navigation pane

Click on Paste

To copy a folder, the user must choose a folder from the tree in the navigation pane then press Edit - Copy

in the folder menu.

The user is prompted to select the destination Folder or Cabinet in the navigation pane and click on Paste

Shortcut from the Folder menu Edit.

A shortcut of the copied Folders will be added under the destination Folder or Cabinet.

To find the original folder of a shortcut folder, the user right-clicks a shortcut folder then clicks on Go To
Original Folder.

£

|2 EverSuite
J Accounting and Finance
[E=+{E3] Human Resources

..J Careers Development
=1 Employee Files

{2 Education and Certification
{3 Leaves
{2 Personal
I Salary
- I Sodial security

{3 Policies and Procedures
=+ Recruitment
E.J Candidates
{7#) [contrac
J Job Descrip

_f: View Original Folder

103 Training and Ar . Go To Original Folder
H-{CH Personal Banking | I5§ Delete shortout

The original Folder will be selected as shown below:
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L) Eversuite

_-J] Accounting and Finance

E|_.J] Human Resources

{C3) Careers Development

[=425) Employes Files

£ Stephanie Azarian
a

|C3) Education and Certification

Eﬁ Social security
|7 Policies and Procedures
23 Recruitment
E1C3) Candidates
: {EEI Contracts
Eﬁ Job Description
-I3) Training and Appraisals
[+ 23] Personal Banking

The user can also view the Original Folder by clicking on S view Original Folder | The properties of the original
folder will open.

To delete the shortcut the user must click on = Delete shorteut

2.6.6 LINKS

To view the folders linked to the selected folder, the user must select a folder then click on Links and the
following page will open.

o add X Delete | X Cancel
Displaying links of 'Folder 2°

Drag a column header here to group by that column.

] | url

D http://std: 29327 /sites/Total/Ji Subsite/1 Cabinet for test SH/new folder/F1/F1-1 &

D http://std: 29327 /sites/Total/Ji Subsite/11 CABINET TEST/123456 &

D http://std: 29327 /sites/Total/Ji Subsite/ZZ77 JENNY TEST/FolderTest1 &

Records per page: Records: 1 - 2 of 3-Pages: [ 4 1 b bl

The Links grid shows a list of folders linked to the selected folder.

View Links button &% will display the folders linked to the correspondent folder allowing the user to add new
links.

To add a new link the user must click on + Add button. The Add Links frame will open in the bottom of the
page allowing the user to search for folders to be linked to the selected folder.
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o add | K Delete | X Cancel
Displaying links of 'Folder 2

Drag a column header here to group by that column.

N el

O /Total/Ji Subsite/1 Cabinet for test SH/new folder/F1/F1-1 &
D s/ Total/Ji Subsite/11 CABINET TEST/123456 b?
D s/Total/li Subsite/ZZ77Z7 JENNY TEST/FolderTestl b?

Records per page: Records: 1 - 3 of 3 - Pages: 442k bl

Add Links ¥

(\\ Search §| Reszet H Subimit

Please enter your search criteria and click "search’.

Search Criteria:

The user must enter search criteria then click on Search button. The search results will appear as follows.

o add ¥ Delete | X Cancel
Displaying links of ‘Folder 2°

Drag a column header here to group by that column.

| url

O http://std:29327/sites/Total/Ji Subsite/1 Cabinet for test SHfnew folder/F1/F1-1 &=

O http://std:29327/sites/Total/Ji Subsite/1I CABINET TEST/123456 &

Il http://std: 29327 /sites/Total/Ji Subsite/ZZ7Z JENNY TEST/FolderTestl &=

Records per page: ol v Racords: 1 - 2 of 2 - Pages: M4 1+ b
Add Links ¥

(-\ Search EI Reset H Submit

Please enter your search criteria and click 'search’.

Search Criteria: 1
Drag a column header here to group by that column.

url

http://std:29327/sites/Total/li Subsite/1 Cabinet for test SH/new folder/F1

http://std:29327/sites/Total/li Subsite/Shared Documents/222/F1

http://std:28327/sites/Total/li Subsite/Shared Documents/223/F1/F1-1

http://std:29327/sites/Total/li Subsite/sia subsite/Folder 2/folder 2.1

http://std:29327/sites/Total/Ji Subsite/sja subsite/folder 3/folder31

oooooog

http://std:29327/sites/Total/li Subsite/sja subsite/folder 3/folder3i/fld '1

N.B: only folders having the same content type as the selected folder will appear in search results.
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The user must select the folder(s) to be linked then click on Submit button.
Once the user clicks on any link, the tree will expand and the correspondent folder will be selected as shown
below.

Havigation Pane Folder Links %
Standard My Folders Advanced View ¥ o add W Delete X Cancel
Displaying links of Folder 2°
I Eversuite
=+ 1- Cabinet for test -5H- Drag a column header here to group by that column.
B new folder
url
e S R pomey
— == http: S%FZ%EESJTMB\ Ji Subsite/1 Cabinet for test SH/new folder/F1/F1-1 &
1-{E8) 31 CABINET TEST 0 http://std: 2634 /sites/Total/Ji Subsite/J1 CABINET TEST/123456 &
-8l Sharebd Documents il http://std: 29327/sites/Total/Ji Subsite/Z777Z JENNY TEST/FolderTest1 &
-] sjacabinet
-3 7 Jenny Recerds per page: Records: 1 -3 of 2 - Pages: [4 4 1 b B
-3 Z ji test
[-{G3] Z JI TEST TEST TEST
(¥-33] ZZZZ JENNY TEST
[)-(3) 722777777777 TEST

7 Delete

To remove a document link, the user must select a link then click on button.

2.6.7 FOLDER PROPERTIES

The section “Properties” visible in Folder menu provides sub-sections allowing the user to view/edit the
properties of a selected folder.

4 Properties & view
= Edit

In this section, the user can view the properties of the selected folder.
The user must choose a folder from the tree in the navigation pane then press the View button

= Wi
|'j} = in the Folder Properties menu.
The page will display the properties of the selected Folder in read only mode.

The user can only view the properties but he cannot edit them.

Wienws [ -2

> Cancel

Use this form to view 1 Properties

Content Type Folder
Ticle HOT ASSIEGHMED
Mane * 1

Upon clicking “Cancel” button, the properties page closes.
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2.6.7.2 EDITING
In this section, the user can edit the properties of the selected folder.
The user must choose a folder from the tree in the navigation pane then press the Edit button

B Edt in the Folder Properties menu.
The page will display the properties of the selected Folder in edit mode.

[l Submit % cancel

Use this form to edit f1 properties

Content Type | Foldar T |

Title | |

Mame * |ﬂ

The user must add the necessary changes then click on “Submit” button, to save the changes.

2.6.8 VIEWING FOLDERS’ DOCUMENTS

To view the documents of a selected folder, the user must simply double click on the folder name or choose a

. - . ] “iew Documents |
Folder from the tree in the navigation pane then press the View Documents button in

the folder menu.

The selected Folder’s document tab will appear.

I Human Resources/Employee Files/Stephanie Azarian/Contracts "l
View : |AII Documents vl
Drag a column header here to group by that column.
i ‘ Type ‘ Li'nks| Hame ‘ Modified ‘ Modified By Status
0O & Y W 7/8/2010 3:06:10 PM Grace BOUTROS [
O =) W 7/B/2010 3:00:09 PM Grace BOUTROS
O ] W 7/B/2010 3:00:09 PM Grace BOUTROS
Records per page: Show Filter - Records: 1 - 3 of 3 - Pages: H 41k
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2.6.9 FOLDER PERMISSIONS

The section “Permissions” visible in Folder menu provides sub-sections allowing the user to add/edit/delete
permissions of a selected folder.

2.6.9.1 ADDING PERMISSION

To add a folder permission the user select a Folder from the tree in the navigation pane then press the

ﬂ@ Permissions

Permissions button in the folder menu and the following page will open.

Folder Permissions : 111 (==

The current object inherit permissions from its parent.

Select Users or Sroups Select Permission Lewel

|Se|ect s
8- Cen

1 User/ Group Mane Access Permission

] RMHICCLASZK L administrator Full Contral

Ll CMS Swners Full Control, Limmited Access

Ll DME Wisitors Design. Limited Access

(Ll DME Mermbers Full Cantral, Limited fAccess

Lol ARACHMEAYsalmaj Limited sccess

(Ll ARACHMEAY sirimeh Full Control, Limited Access

Ll ARACHMES v Eanias Lirmited sccass. Tast

Lol ARACHMES linat Fead. Limited Access

] ARACHMEA W pascalen Fead. Limited Access

Ll horme site group Fead
FRecords per page: Fecords: 1 - 10 of 11 - Pages: I‘ﬁ 4 1 | 2 g bl

The user must select users or groups, select Permission level and then click on =] button to save the
assigned privileges.
He can enter the users or groups to which he wants to give permission or search for people or groups from

the SharePoint site by clicking on browse (EY) button. The following page will open.
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2 select People and Groups -- Webpage Dialog

the list, and then dick Add.
Fimd | gr

Grace Boutros

The Design Group

Found 11 matches.

GraceB@ewver-me.com

Search for people and groups from the SharePoint site. Type a name to find, select the name or names in

=

ARACHMEA\graceb

QAN\arch graceb@ever-me.com QAMarch
QAN=rwir graceb @ever-me.com QA\enwir
QaANNnfra graceb @ever-me.com QAalnfra
QaNand graceb @ever-me.com QaYand
Qavmpbu graceb@ewver-me.com QAYnpbu
QAN\sust graceb @ever-me.com QAl\sust
QANteamleadl graceb@ever-me.com QA\teamleadl
QAMWPpam graceb@ever-me.com QAWpam
QAN graceb @ever-me.com QA\wtl

The Design Group

Cancel

ES Content Management — User Guide/

The user is requested to type a name to find, select the name or names in the result list and then click Add.

The user must select privileges from the grid then click on @ button to remove assigned privileges.

By default, folders inherit permissions from their parent cabinets. Once the user clicks on

il . .
_lj Permissions

button, the following window will open with a message on top “The current object inherit permissions from

its parent”

Folder Permissions : 111
The current object inherit permissions from its parent.

Select Users or Sroups

User/ Group Mame
RMICOLASZR . administrator
CMMES Swners

M= Wisitors

DS Mermbeaers

AR ACHMESY =almaj
ARACHMEAY sivineh
ARACHMEA tanias

AR ACHMESY linat

ARACHMEAYpascalen

00000000000

horme site group

Fecards per paas: - Bl Fecords:

Select Permission Level

Select ...

8- Ll

Access Permission

Full Control

Full Contral, Limmited Acces=s
Design, Limited Access

Full Cantral, Limited Accaes=s
Limited fcces=s

Full Control, Limited Access
Limited fAcces=s, Tast

Fread., Limited fSccess
Fead. Limited Accaess

Fead

1 -10 of 11 - Pages:

4 <4 1212 B ki

Once the user changes permission, inheritance will be broken, and the permission page will show the

&
following message “The current object has unique permissions” and the Inherit Permissions button = to

restore inheritance.
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Folder Permissions : 123654 = -
H & 5
The current object has unigue permissions.
Select Users or Sroups Select Permission Lewel
| Select ... e

= PR IE |

|:| User/Group Mame Access Permission

1 LS Swners Full Control, Lirmited Sccess
|:| DME Wisitors Cresign. Limited Access

Ll DMS Members Full Sontrol, Limmited Access
Ll ARACHMEANsalmaj Limited Acce=s=s

1 ARACHMEAY sirineh Full Contral, Limited Access
|:| ARACHMEA N tanias Limited Access, Test

I:I ARACHMEAMNlinat Fead. Limited Accaess

Ll ARACHMEALWpascalaen FRead. Limited Accass

|:| hormme site group Fead

Ll ARACHMEAY 2lisrn Test

Records per page:

Racords: 1 - 10 of 10 - Page=s: €4 < 2 B

2.6.10 FoLDER CONTEXT MENU

Some of the top navigation menu operations mentioned above is available in the context menu of the
relevant node(s).
Right click the Folder to view the Context Menu.

|5 EverSuite

E-{E&] Accounting and Finance

|3 Accounts Payables

|3 Accounts Receivable
-7} Budgeting and Forecasting

= | Wl
By | e Add r
EH [ Delete
¥ Delete Query
EH J Send Ta 3
| view Documents
-2 Invg ' Edit b
B0 Trar A% Manage 3
B3] Hurnan
- [3] Persone Deskt-:up Shortout
& Yiew Properties
@ Windows Explorer

m

* Click Add>Folder to add a new Subfolder.

* Click Add>Pattern to add the selected pattern under the selected folder. (For more information
refer to section 2.12.1 Pattern)

* Click Add=>Structure to add a new structure to the selected folder. (Refer to section 2.5.7.2 Add
Structure)

* Click Delete to delete the selected Folder.

¢ Click Delete Query to delete the query (created by the administrator)

*  Click Send To>Cut to cut the selected Folder.
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* Click Send To>Copy to copy the selected Folder.
* Click Send To—>Paste to paste a cut or copied Folder into the selected Folder.

* Click Send To—>Paste Shortcut to create a shortcut of a copied Folder into the selected Folder.

e Click View Documents to view the selected Folder’s documents.

* Click Edit->Properties to edit the properties of the selected folder.

* Click Edit=>Navigation Form to navigate through the correspondent folder.
* Click Edit>Rename to change the name of the selected Folder.

* Click Manage>Permissions to manage the folder permissions. (Already explained in section 2.5.5

Folder Permissions)

* Click Manage—>Content Types to manage content types. This part is already explained in section

2.6.4 Manage Content Types.
*  Click Manage=>Links to view the folders linked to the selected folder.
* Click Desktop Shortcut to create a shortcut of the selected Folder on the desktop.
* View properties
* Click Window Explorer to open the selected folder in windows explorer view.

Navigation Form allows the user to navigate throughout the correspondent Folder’s documents according to

conditions and priorities predefined by the administrator in the Configuration tab of the Administration

menu. The restrictions of this configuration appear on top of the Navigation Form. Users can perform general

functionalities in Navigation Form such as viewing Images, PDF Files, etc... and updating the correspondent

file properties.

Navigation Form

1 document remaining

The d are sorted ding to the following priorities(1= High priority):
1-Name.

The ds are filterd ding to the foll

1-Name’ Contsins admin

e submit & Split X Close al

Use this form to edit
Images/66/foxglove123456.bmp properties

Hame * [foxglove123456 |.bmp

title l

Thumbnail

; o |@
fiewre 400 x 600 e e e
+90°| 180°|
=1 ] [E
< 1=
Language . English—v K \|O
@Specify your own ozl
value: 2| £
| | o | £
DE

Bug
Number | < Select > ¥ = =]
TestField [, select > (M| < Bl
3 Pl

&2
& | 2 |is

File Property « {{)}Erighmess | (PContrast | ZmSaturation | &4 Diatation | mminvert | : Flp | 4»Reverse | AResize | 8ShowPan | Ve

The Navigation Form will display the Documents to the user(s) based on the following criteria:
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e File is not checked out by any user

e File is checked out by the currently logged in user

e File matches the filter(s) applied by the Administrator
e Fileis on top of the Priority list

Once the user opens a file through the Navigation Form, the file will be automatically Checked-out to the
correspondent user. After either submitting the changes or closing the Navigation Form, the file will be
released from the user via a Check in or a Discard Check Out.

e
The split button == split allows the user to create copies of the displayed document in the selected folder.

The created documents will be checked out by the logged in user.

Please enter the number of copies X
The number of copies will be indicated in the following field b , Which

appears once the split button is clicked.
The first copy of a document is «_ 1 », and then it is increased by one.
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2.7 DOCUMENT MANAGEMENT

The menu “Document” visible in the user Top Navigation Menu allows the user to manage documents.

[} Document |

4 Add
[ Mew

I_i Delete

Shortout
[ Edit
[ Properties
[=§ Send by Email

ﬁ Electronic deposit

This menu is divided into the following sub-menus:

VVYVY VY VVVYY

New: Create a new File, based on a pre-defined template.
Delete: Delete selected documents.

Add: Upload a File or Multiple Files, or Scans Files to the selected folder.

Shortcut: Create shortcuts of the selected documents in different containers (Folders or Cabinet).
Edit: Copy or Move the selected documents to different containers (Folders or Cabinet).
Properties: View/Edit properties of the selected document.

Send by Email: Send the documents by Mail as a link or attachment.

Electronic deposit: Add the selected document to electronic deposit.

2.7.1 VIEWING DOCUMENTS

The Documents and Services Frame displays a list of all the documents of a selected folder or cabinet.

|:| Type Links Hame

Records per page:

Drag a column header here to group by that column.

ALEX - CONTRACT OF

EMPLOYMENT.docx

™) )

o = & EMPLOYMENT.docx

0o & JANE - CONTRACT OF
0o & MARK - CONTRACT OF

EMPLOYMENT.docx

Human Resources [Employee Files/Stephanie Azarian/Contracts '*

view = | All Documents EYS
Modified Modified By Status
7/8/2010 3:06:10 PM Grace BOUTROS ]

7/8/2010 3:00:09 PM

7/8/2010 3:00:039 PM

Grace BOUTROS

Grace BOUTROS

Show Filter - Records: 1 - 3 of 3 - Pages: M4 1p

Fields Displayed in the List Including Document Type, Name, etc..., are all attributes defined in the selected

view.
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The user can create a new view, select or modify an existing one.

Yiew: | All Documents Y

i Create View

[L» Modify this Wiew

» The user selects a view from the View drop down list.

ES Content Management — User Guide/

» A new view can be added by simply clicking on Create View in View dropdown list. A new form pops

up allowing the user to enter the name of the new view, select the columns and their positions, check

“Make this the default view” checkbox to set the new created view as default.

=l sub

it
Upon clicking on Submit button the created view will be saved.

Add View
=l Submit | 3¢

Wiew Name

ooooooooon

Cancel | # | Reset

[ mMake this the deFault view

Column Name
Content Type
Title
Custorner 10
Contributor
Cowerage
Creator

Date Created
Cate Modified

Forrmat

Position

=

RO R R S R 5

£ 180 1) 1) 201201818 1£

» To modify an existing view, the user simply selects the view he wants to modify, then clicks on
Modify View from View dropdown list. The screen will show the same fields used to add a new view,
but this time they will be filled with their existing values.

MModify Yiew = 1B
|l Submit % Cancel EI Reset 2
Wiews Mame All Documents

1 Column Name Position
Type 1w
Marme 2 bl
rodified EE
Modified By 4 ™
ESCOUNT 5 v
I:l Content Type (=) e
, : (el Submit I
The user is prompted to click on button to save the modifications.
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To Group documents, the user must drag a header column and drop it where the red arrows show, to group

the files by that columns.

View : | All Documents RS
i Modified Madified By Status
Ol = by W 7/8/2010 2:06:10 PM Grace BOUTROS (]
| (o] Certificate of Excellence.pptx 7/9/2010 3:01:23 PM Grace BOUTROS
O ) W 7/8/2010 2:00:09 PM Grace BOUTROS
O & W 7/8/2010 2:00:09 PM Grace BOUTROS
[F A University certificate.pdf Grace BOUTROS
Records per page: Show Filter - Records: 1 - Sof 5- Pages: [4 4 1 b
Ex: Files will be grouped by name as shown below.
view : | All Documents RS
T Links|  Name Modified Modified B Status
ype v
[ Name: ALEX - CONTRACT OF EMPLOYMENT.doex
O & & ALEX - CONTRACT OF EMPLOYI  7/8/2010 3:06:10 PM Grace BOUTROS [

O &

O @

O 4@

O A

Records per page:

=] Name: Certificate of Excellence.pptx

Certificate of Excellence.pptx

=/ Name: JANE - CONTRACT OF EMPLOYMENT.docx

JANE - CONTRACT OF
EMPLOYMENT.docx

= Name: MARK - CONTRACT OF EMPLOYMENT.docx

MARK - CONTRACT OF
EMPLOYMENT.docx

=] Name: University certificate.pdf

University certificate.pdf

[ 19

7/9/2010 3:01:23 PM

7/8/2010 3:00:09 PM

7/8/2010 3:00:09 PM

7/9/2010 3:01:24 PM

Grace BQUTROS

Grace BOUTROS

Grace BQUTROS

Grace BOUTROS

Show Filter

Records: 1 - 5 of 5 - Pages: 4 41 b
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2.7.2 ADDING DOCUMENTS

The section "Add" visible in Document menu provides sub-sections allowing the user to add one or
multiple documents or to scan documents.

#] Add b | g Fie
E Multiple

£y ] Scan

To add a new file, the user must select a folder or a cabinet from the tree in the navigation pane,
then click on Add ->File in the document menu, and the following page will open. The user will be
presented with a new form asking for details about the new file as shown below.

File

|l submit | % Cancel Eﬁese‘r

Use this form to Add a newr file

Uplead Document

Browse to the document you intend to uplead. ” Browse...
B Lil\rerwrite existing files

Private File e

Used to upload private file by user or by user and group(s). * None
" | By User
T | By User and Group(s)

The user must browse for the document then click submit

=l Submit

» If the parent Cabinet or Folder allows versioning, users cannot overwrite existing Files; they
can only choose to upload a new version of the document.

| ClAdd as a new version ta existing files |

» If the parent Cabinet or Folder does not allow versioning, users can choose to overwrite
existing File.

| L] Owerwrite existing files |

» If a File with the same name exists in the Folder and the overwrite option is not checked,
then an error message will be displayed.

The file you are trying to upload already
exists.

In Private File section, the user must specify whether he wants to upload a private file by user or by
user and group.
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None: the file will be viewed by all users and groups

ES Content Management — Userfde/

By user: only the logged in user will be able to view this file

By User and Group(s): only users belonging to the same group of the logged in user will be

able to view this file

Once the Document is added, the property window will be displayed to the User to fill in the

attributes (properties) of the document.

[l Sutamit

The user is first prompted to select a content type, and then click on

the document properties are filtered according to the content type selected.

button. Notice how

File

|l submit| ¥ cancel| 2] Reset

The document was uploaded successfully. Use this form to update the properties of the document.

Content Type
Name *

Title

Single line 1

Multiple Line 1

Choice 1
Number 1
Currency 1
Date Only 1
Person 1
¥es Mo 1
Lookup 1

hyperlink 1

Date Time 11

3

|3 | [s¢

|Ji Content Type V|

[Ermployment Application Farm

| docx

|Enter Choice #1 V|

&

|[Nune]

Type the Web address: (Click here to test)

ttp:#/ |
Type the description:

12 Al Vl[][] hd

| £

Clicking on Submit, will save the properties assigned to this document

Clicking on Cancel will close the File Properties window (The file will remain in the list of

documents, but with no properties assigned to it)
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e Clicking on Reset will reset the columns to their default value (Often blank)

To add multiple files, the user must select a folder or a cabinet from the tree in the navigation pane,
then press the Add ->Multiple in the document menu, and the following page will open. The user
will be presented with Upload Multiple Tab.

Upload Multiple '#

@ Browse | (4 Upload | X Cancel [ | overwrite existing files

Private File(s) (=
Used to upload private file(s) by user MNone

or by user and group(s). By User
By User and Group(s)

The user can close this tab by clicking on Cancel or on the Tab’s close button.
To upload documents, the user must click on Browse to navigate to the desired directory then click

OK.
Browse for Folder E]E|

Select directary

= @' Desklop 4
hﬂ My Docurnents
=R Y 11y Computer
“ee Local Disk (2]
i DWD-RAM Drive (D)
“ge Local Disk (E:)
\.3 My Metwork Places
{5 A4 LABELS "WORD TEMPLATES
{5 BOB Documentation
() bugs
{5 CH_SCP Setup

[5) contract translation
A== marwe qF Slahal derlaernenk

Zancel

The user will be presented with a new form listing the documents of the selected directory as shown
below. The user is prompted to select the documents he needs to upload then click on Upload

button.
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Upload Multiple '#

@ EBrowse

Private File(s)

4l Upload | % Cancel

Used to upload private file(s) by user
or by user and group(s).

[(Joverwrite existing files

Mone
By User
By User and Group(s)

Microsoft Office word 97 -

2003

[ BAH Administrator Guide V1.0.doc 955904 Pt Fri Mar 20 2009 Thu Mar 27 200
r BAH Administrator Guide.doc 1119232 FlETDEE: Ogéccil:f:gf 87-2003 & Mar 20 2009 Fri Jan 4 2008
r BAH Administrator GuideHFA.doc 1119232 FIErDE: Ogéccil:fggf 87-2003 g Mar 20 2009 Fri Jan 4 2008
M BAH Functional specifications v2.3.doc 1675264 Microsoft Ogéccil::‘“gr:f 87-2003 o wyar 20 2000 Thu Jan 31 200¢
r BAH Intallation Guide 1.0.doc 264102 SIETDRE: Ogﬁ')fil::":rzs 87-2003 g Mar 20 2009 Wed Mar 26 200
r BAH Migration Tool User Guide 1.0.doc 374272 Microsoft Office Word 87 -2003 i mar 20 2009 Tue Apr 1 2008
r BAH User Guide v1.0.doc 1391616 Ogéccil::‘“e"gf 97 -2003 & Mar 20 2009 Thu May 7 200¢

A message will appear notifying the user of the files uploading status once the operation finishes.

Attention %

-Succeeded to upload BAH Administrator Guide.doc
-Succeeded to upload BAH Administrator GuideHFA.doc

Uploaded documents will be added to the Cabinet’s/Folder’s Documents.

To scan a file, the user must select a folder or a cabinet from the tree in the navigation pane, then
press the Add ->Scan in the document menu, and the following page will open.

Scan 0%

 Scan K Delete | |4] Upload

Use this form to scan new files.

D Upload selected images as one POF file. DAdd as a new version to existing files

Mone
By User
By User and Group(s)

Private File(s)
Used to upload private file(s) by user or by user and group(s).

Name Size Last Modified

Il Scanned Image

71189 Wed Aug 4 2004
Water lilies.ipg 83794 Wed Aug 4 2004
105542 Wed Aug 4 2004
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The user selects one or multiple scanned images to be uploaded to the selected folder.
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The user can choose to upload selected image(s) as one PDF file by checking the Upload selected
images as one PDF file checkbox and\or set the file as private file by checking Private file checkbox.
The user can also check the Overwrite/Add as a new version to existing files checkbox in order to

overwrite/add a new version to existing files having the same name as the uploaded ones.

The user can delete selected images by clicking delete button ARtz

— ES-DMS SE integrates closely with Microsoft Office suite applications.

It provides users with complete interaction features with ES-DMS SE without leaving the
Microsoft Office suite applications.

It provides users with enhanced navigation, in-browser rendering and sometimes editing of
Microsoft Office documents.

It provides users with a two-way synchronization with collaborative information, documents,

and business data stored.

To add a new document, the user selects a folder or a cabinet from the tree then click the “New”

button in Document menu. The user will be presented with a new window asking for the content

type group and the content type of the new document as shown below.

new

._‘g‘ Submit X Cloze

Use this form to add a new file.

Cocument Content Types

e e Ee b Document W

W

The user selects a content type from the drop down list then click on submit

(=l Submit

» If the selected content type doesn’t have any template, a new word document will open as

shown below:
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Cin = U L Document3 [Compatibility Mode] - Microsoft Word - 7 X
) —
~ ‘ Home | Insert Page Layout References Mailings Review View @
oas [ [l AR .
B Z \AaBbCeD| AaBb( AaBbCi AaBbCc AcBbCcD AaBbCeD & peplace
P . - ac
Pavste F Format Painter B 7 U- she X, X° A.v”af_;.v A- |g- = -\ THormal | Headingl Heading2 Heading3  Emphasis strong - g:yﬂ‘:sgf  Select~
Clipboard il Font il Paragraph T Styles T Editing |
-‘1-‘-|‘--§--‘|-‘-1‘----‘2-‘-|‘--3--‘|-‘-4‘----‘5-‘-|‘--ﬁ--‘|-‘-7‘

The user may enter the necessary information then click on Save button i to save the changes. The
following window will open:

Save in: | [E;l Health and Safety on davana m_‘| .@ ok | X C D -
E;Eﬁ;?;es Team Site ]
My Recent Health and Safety

Dacuments
Twpe Marme Maodified By Madified
@ Deskbop [ | document 1 System Accounk 91/2005 7:41 &M
E:‘ Bq;.-cuments Ca 1 DF\‘."F\NMadministrator FI30/2008 1:49 PM |
Ca fz DAy ArAYadministrakor 71302008 1:439 PM =
o E";’mputer G Finance System Account 3/4/2008 5:53 FM
'ﬂ My Network Ca Invoices DF\‘."F\N.D.'I,adm!n!stratur 6/12/2008 5:43 AM
Places Ca test DAy A AL adminiskrator 6/12/2008 8:44 AM
Ca uyy DAy arAadministrakor 9/1/2008 3:27 PM
@ 33338 DAy anA adminiskrakor G/13/2008 4:46 PM D
@ Berna berdeneh Dy Ak adminiskrakor 9/ 18/2008 2:03 PM
@ Car DAy ArAYadministrakor 6302008 8:57 AM
@ Car Loan Davna Tarraf 6/2/2008 1,59 PM
()] Car Loani DAy arA adminiskrakor 6/9/2008 5:57 AM ]
Fil= name: |Dnc? v |
Save as type: |Word Document i |
[ Maintain compatibility with Word 97-2003
L Save ] [ Cancel ]
A

1. The user must select the URL of ES-DMS (SE) WSS Parent Site. The list of Document Cabinets
will be filtered in order to match the selected site.

2. The user must select the Document Cabinet in which he wants to save the Document.

3. The user must enter the File name in the correspondent field then click Save button.
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» |If the selected content type has a special page, a new word document will open with the
correspondent template:

@ H9-v )+ ICT test 19 10 2009 17 1 42 126 - Microsoft Wurdl Table Tools o=

W heh  Crplomn | mmms | ms | Ry Wep | Bmpn G |
= = = - &4 Find ~
S E= = @ 'AaEchDc' aaBbCcDe AaBbCi AaBbCc Aalj AaBbCe. - % .

2 Replace

= = h ; ; _ Change
||Q iniel ‘ T Normal T Mo Spati..  Heading 1 Heading 2 Title Subtitle = g [} Selact -

Styles -
Clipboard = = Paragraph = Styles Bl Editing

The user may enter the necessary information then click on Save button i to save the changes. The
document name will be saved under the following format: Content Type name_Date_Time as

follows CT test19.10 200917 1 42 125 - Microsoft Word

2.7.3 DELETING DOCUMENTS

To delete a document, the user must select one or more documents then click on Delete button

[k Delete in Document menu. The selected document(s) will be deleted after a confirmation message.

A deleted Document is sent to the recycle bin; administrators can either restore or delete the Document
permanently.

2.7.4 SHORTCUT

Shortcut
To create a Shortcut, the user selects one or more files then click Shortcut button in

Document menu. The user will be presented with the following window.
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Shortcut IS
4 Upload
Use this form to select a destination for the shorfout(s) document(s).
| Eversuite
B3] Accounting and Finance
53] Human Resources
{3) Personal Banking
The user must select the destination Folder or Cabinet for the shortcut, then click upload.
A message will appear showing if the shortcut was created successfully or not.
Attention *
-Succeeded To create shortcut for the docurnent ness . docx
-Succeeded To create shortcut for the docurnent New?2. docx
Shortcut documents will be created in the destination document.
. .. . . . Find Target
To view the original document, the user right clicks a shortcut, then click on.
I:l Type Links Hame Modified Modified By Status
d e & Fc»—u;-...ljv.ccx Appleation 7/8/2010 3:03:55 PM Grace BOUTROS
O 1# E1;3fc“(:1(E:[['}rZ;EI el 7/12/2010 9:23:55 AM System Account
1A Report.xlsx 7/12/2010 9:36:19 AM System Account
le Find Target » whom it mav concern.pdf 7/12/2010 9:24:31 AM Grace BOUTROS
Records per page: |HEM v Show Filter - Records: 1 -4 of 4 - Pages: [4 4 1 b

The Document tab of the original Document will open. Only the original Document will appear.

D Type Links Hame Modified Modified By Status
O [Ei Beport.xlsx A

Records par page: v Show Filter - Racords: 1-1ef1 -

Pagas: 4 4 1 b

re to view all files

To view all files, the user clicks on the link Sliche

on the bottom of the page.
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2.7.5 EDIT OPERATIONS

The section “Edit” visible in document menu provides sub-sections allowing the user to copy/move a selected
folder.

[ Edit B L7 Copy

I_f Move

To move a selected document, the user selects one or more Documents then clicks on Edit > Move button

| T Move

| in the Document menu. The following page will open.

Mowve Oflx
Copy/Move Document Upload Window
Standard My Folders Favorites 4] Uplosd
select a content type w ||
e ~ M Use this form to change the location of the
selected files to Accounting and Finance
ﬂverSuite

[B1-{ 3] jAccounting and Finance|
FHuman Resources
- EAPersonal Banking

[N add as

AME - CONTRACT OF 3 New

EMPLOYMENT.doge ¥ErSion to
existing
files

The user chooses the destination Folder or Cabinet to which he wants to move the document(s) from the
Standard tree, My Folders tree or Favorites tree then click on Upload.

Users can choose to overwrite (or create a new version of) the Document(s) if it already exists in the new
Folder by checking the correspondent checkbox.

To search for a specific folder in any tree the user must use the search toolbar on top of Move window:
zelect a content type w ‘»t E]
1- Select a content type
2- Enter the search criteria in search field
3- Clickon “&

Folder search results will appear selected in the correspondent tree, and the number of returned results
appears in the search toolbar.
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'selectacontenttype | v | [€4 | acc o ‘{ Two returned

folders

EJ EverSuite
EI@iI Accounting and Finance
t{[3) [Accounts Payables

(3 Accounts Receivable

[-{3] Human Resources
[#l-{3] Personal Banking

The user can move from one folder to the next one through the blue arrow M.

N.B: Once moved to its new (destination) location, the Document will be removed from its original location. A
message will appear showing if the document was moved successfully or not.

2.7.5.2 CoPYING DOCUMENT

Copying a Document is the same as moving it, except that it will not be removed from its original location.
Refer to Section 2.7.6.1: “Moving Document” for detailed instructions.

2.7.6 DOCUMENT PROPERTIES

The section “Properties” visible in Document menu provides sub-sections allowing the user to view/edit the
properties of a selected document.

|§ Properties F ‘ [ View
g Edit

2.7.6.1 VIEW FILE PROPERTIES

The user must select one or more documents having the same content type then click on View button

|@ Wiew | . .
in the document Properties menu.
A View Properties window will display in read only mode.

View Properties @

* Cancel

Use this form to view ALEX - CONTRACT OF EMPLOYMENT.docx Properties.

Content Type Document

Name * ALEX - CONTRACT OF
EMPLOYMENT docx

Title MOT ASSIGHNED
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In case more than one document having the same content type are selected, the following page will open
The user must click on one of the icons in view column to view the document properties.

View Properties

Use this form to view the properties of the selected files,

View Content Type Hame Title
B Document ALEX - CONTRACT OF EMBL

Document Certificate of Excellence.pp

Records per page: e v Reacords: 1 - 2 of 2 - Pages: 4 4 1 bkl

In this section, the user can edit the properties of the selected document.

The user must selects one or more files having the same content type then click the Edit button

S5 Edit

in the document Properties menu.

If one document is selected, the page will display the properties of the selected document(s) in edit mode.

Marketing % Edit Properties '*

=l Submit | 2 Cancel

Use this form to edit properties

Content Type

Crocurment

Title |

In case more than one document having the same content type are selected, the following page will open.
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|l Submit| X Cancel

Use this form to edit properties.

Content Type | Report w

O Title |

I:‘ Report Description

D Save to report history
g o —
O Owiner | a, G
Cwner of this document
I:‘ Report Category | w |
D Report Status | w |
D Report Parent Name |
D Report Created | ﬁ
12 AM VI a0 &
I:‘ Report Created By | a./ (E%]
|:| Report Medified | m
12 AM VI a0 &
I:‘ Report Medified By | a./ (E%]

The user can add the necessary changes and the checked fields will be saved upon clicking on “Submit”
button.

2.7.7 SEND BY EMAIL

To send a document by mail, the user must simply select one or more documents then click on Send by Email
| (= Send by Email

button | in the document menu.

The following page will open.

Send By MMail [== A2

Use this form to send by mail the selected document(s}.

&

To_
Co.
Send Subject:

Sond matl
as

Attachment
Link
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The user must enter the Email addresses and the subject of the email, and then choose to send the selected
files as Links or as Attachments and finally click Send.

2.7.8 DOCUMENT SERVICES

Once the user right clicks on a document row, the Document Services drop down menu will appear.

View |AII Documents v|

Drag a column header here to group by that column.
O ‘ T\rpe‘ Links‘ Hame ‘ Modified ‘ Modified By Status
) Y W 7/8/2010 3:00:03 PM Grace BOUTROS
== Add To ¥ =rtificate of Excellence.ppix 7/9/2010 2:01:23 PM Grace BOUTROS
5 Conversion W 7/9/2010 3:10:16 PM Grace BOUTROS
[} Delete T

ARK - CONTRACT OF —iaf .00 =
ﬁ, it + O MER e 7/8/2010 3:00:09 PM Grace BOUTROS
22 Manage p zport.dss 7/9/2010 2:16:10 PM Grace BOUTROS
[P view b zportl.xlsx 7/9/2010 3:18:36 PM Grace BOUTROS
[send To ¥ niversity certificate.pdf 7/9/2010 3:01:24 PM Grace BOUTROS
{53 5end by Email :| Show Filter - Records: 1 -7 of 7 - Pages: H41Fk
| Warkbook 4

This section is divided into the following sub-categories:
e Add to:

o Electronic deposit
o Favorites

e Conversion
e Delete
e Edit:

o Check out
o Document
o Properties
o Image viewer
e Manage:
o Links\ Related Formats

o Permissions

o Routes
o View:
o Audit Trail

o Properties
o Version history
e Sendto:

o Copy
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o Download a copy
o Move
o Shortcut

e Send by mail
o Workbook:

o Transform

o Mark to import

The Electronic deposit feature is used to allow users to send by mail several selected documents located in
different locations (document libraries or folders).

Use the document context menu Add to—>Electronic deposit to add the selected document to the electronic
deposit of the current user.
The user can manage documents in the Electronic deposit in the Services menu, Manage Electronic Deposit.
(Managing Electronic Deposit will be explained in details later in this document. Refer to section 2.12.4
Manage Electronic Deposit)

To add a selected file to the user’s favorite documents, the user must click on Add to—>Favorites in the
document context menu.
If the selected item already exists, the following message will appear.

Attention L

The item you have chosen already exists on your Favorites menu.

—

Viewing Favorites will be explained in details further in the manual course. Refer to section 2.9.1 Favorites for

detailed instructions.

Convert option is only available for specific document types in the document’s context menu. To convert a

. #=| Convert...... . . . .
selected document, the user must click on 2= “anvert , the following conversion window will open.
Conversion (o 4
Convert | A Cancel
Conwvert to: Text G
Sawve Or View Converted Document
onvert and View

Dn'-r'ert and Save
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The user must select the type to convert to from the drop down list filtered as follows:

World document can be converted to Text document or PDF document
— Excel document can be converted to PDF document

PDF document can be converted to Word document

Text can be converted to Word document and PDF document

He may also select to view or to save the converted document.

Clicking on [l convert by tton will convert the document to the selected type.

To delete a document, the user must select an item then click on Delete in the document right click menu.
The document will be deleted after a confirmation message.

To prevent other users from editing a document, the connected user must click on Edit=>Check Out.
Some cabinets force documents’ Check Out. Documents in those cabinets/folders should be checked out by
users before being edited.

After check out, the user can Check In to release the file and save the changes, or Discard Check Out to
release the file and discard changes.

To open a document for editing the user must click on Edit=>Edit Document. The document will open in edit
mode.

| 5]

ScottJoseph

Scott Joseph., = Kentuck
of the idea for the corm
dealership. As the bu

A Louisvilla 1991. Joseph conceivead
the gen

it
Auman behaviors they produced (or
sales and marketing, and ultimately
ide need for aute and RV dealers to
5. JE&L Marketing
ughtar, = ir his

: partner te
te FUIFITL thi

0w

Page: L of 1 | WWords: 268 | <35 English (.5, M= |toose c— o) o

To view and edit the document properties, the user must click on Properties as shown in the figure below.
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N | el = o = Car Lo3|

Prepare the document for distribution

= | Properties
@] View and edit document properties, such
Open as Title, Author, and Keywords.
— = Inspect Document
e ——) Check the document for hidden metadata
= or personal information.

Save As > L ®AP Increase the security of the document by
adding encryption.
Print - I  Restrict Permission )
& Grant people access while restricting their >
ability to edit, copy, and print.
Prepare >

-
/
“;T! (] =) Encrypt Document
g
Z

Seng >

= Mark as Final
= Let readers know the document is final and

make it read-only.

7] 53 Run Compatibility Checker
g Check for features not supported by earlier
> versions of Word

Publish >

The properties of the selected document will appear in edit mode on top of the page.

’D'ﬁ\. b - = Everlinked installation guide - Microsoft Word - B X
]
Haome Insert Page Layout References Mailings Review View (7]
=1 - - llasiE B[ ESsli=liaan (<= = A . &4 Find ~
B . (i s ||A& WD) [E =S FE P LT 000 e paBbCeDe 4aBbCCL ‘% # peplace
5 “ac
aste - 2 (B2~ A ||| = = ==-|[1=~ P e 1A 1A 1 i T e i _ Change
. - 'B L U abe x, %' Aav| SE = ||*_ |I& foiving| \nnexe \nnexe3 Caption commen...  Emphasis - stpese | Ly Select -
Clipboard ™ Font F} Paragraph P} Styles (P Editing
@ Document Properties - Server ¥ Location: C:\Documents and Settings\graceb. ARACHNEA\My Documents'\Sharel * Required field X
Title:
Moréle de documentation

The user can make the necessary modifications to the selected document then click on save to save the
changes.

In this section, the user can edit the properties of the selected document.
The user must select a document then click on Edit—-> Properties in the document context menu.
The following page will open showing the properties of the selected document in edit mode.

Marketing 2 Edit Properties '*

=l Submit | 2 Cancel

Use this form to edit properties

Content Type

Title |

The user can add the necessary changes then click on “Submit” button to save the changes.

The Image Viewer opens Images and AutoCAD files in the built in image viewer of the System.
Image Viewer will be explained in details further in the Manual Course.

Refer to Section 2.8: “Advanced Imaging Services” for detailed instructions.
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To view the links \ related formats of a document the user must select a document then click on
Manage—>Links\Related Formats and the following page will open.

Links\Related Formats
o add ¥ Delete | X Cancel
Displaying links of "ALEX - CONTRACT OF EMPLOYMENT .docx’

Drag a column header here to group by that column.

Title url
O

1/Gbo Subsite/Shared Documents/Recruitment/Candidates/To whom it mav concern.pdf

Fl To whom it may concern.pdf http:/fvmoC

Records per page: |l ¥ Records: 1 -2 0f2 - Pages: [4 4 1 b B

The Links \ Related Format grid shows a list of the Documents linked to the selected document.

To add a new link the user must click on  #49 button. The Add Links frame will open in the bottom of the
page allowing the user to search for a document to be linked to the selected document.

Links\Related Formats

+ Add ¥ Delets | X Cancel
Displaying links of "ALEX - CONTRACT OF EMPLOYMENT.doox’

Drag = column headsr hers to group by that column.

' Title Ul
(i Employment Application Form.docx http:/f 1/Gbo Subsite/Shared Documents/Recruitment/Candidates/Emplovment Application Form.docx
O To whom it may concern.pdf http:/fv 1/Gbo Subsite/Shared Documents/Recruitment/Candidates/To whom it may concern.pdf

Records per page: | [HON v Records: 1 - 2 of 2 - Pages: [4 4 1 b bl

Add Links
"4 Search EResa |l Submit

Please enter your search criteria and click 'search’,

Search Criteria:

The user must:
e Enter search criteria
e Click on Search button
e Select the document(s) to be linked
o Click on Submit button
The submitted document(s) is now linked to the parent document.

> Delete

To remove a document link, the user must select a link then click on button.

2.7.8.10.1

To add document permission the user select a document then click on Manage—>Permissions. The following
page will open.
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Document Permissions : 000_2216.jpg

= @

Select Usars ar Sroups

User/ Group Mame
DME Swniers

DMME Wisitors

CMS Mermbers
ARACHMEAY salmai
ARACHMEAY sirineh
ARACHMEAEanias
ARACHMEAN linat
ARACHMEA\pascalen

harme site group

00000000000

ARACHMEAN eliarn

Records per page:

Recards: 1 - 10 of 10 - Pages:

The current object inherit permissions from its parent.

Select Permission Lewvel

| Select ...

= RNIEA |

HAuccess Permission

Full Control. Limited Access
De=sign, Limited Access

Full Control. Limited Access
Limited Access

Full Control. Limited Access
Limited Access, Test

FRead. Limited Access
FRead. Limited Access

Read

Test

4 4 1+ kl

The user must select users or groups, select Permission level and then click on =] button to save the

assigned privileges.

He can enter the users or groups to which he wants to give permission or search for people or groups from

the SharePoint site by clicking on browse L putton. The following page will open.

.5 Select People and Groups -- Webpage Dialog

the list, and then cdlick Add.

=== Search for people and groups from the SharePoint site. Type a name to find, select the name or names in

Find |gr =l
Grace Boutros GraceB@ever-me.com ARACHMEA\graceb
Qatarch graceb @ever-me.com QA‘arch
QANernvir graceb @ever-me.com QAYenwir
QANnfra graceb @ever-me.com QANnfra
QANand graceb @ever-me.com QAYand
QANMpbu graceb @ever-me.com QAYnpbu
QANsust graceb @ever-me.com QAlsust

QA\teamlead 1 graceb@ever-me.com QA\teamleadl
QA\upgm
QAN

The Design Group

graceb@ever-me.com  QAYpam
QAN

The Design Group

graceb@ever-me.com

Found 11 matches.

The user is requested to type a name to find, select the name or names in the result list and then click Add.

2.7.8.10.2

The user must select privileges from the grid then click on @ button to remove assigned privileges.
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2.7.8.10.3

By default, documents

ol . .
d_j Manage Permmissions

inherit

inherit permissions from its parent”

ES Content Management — User Guide/

permissions from their parent cabinets. Once the user clicks on

button, the following window will open with a message on top “The current object

Docunent Permission:

= =

COo0000000000

Records per page:

= : All docunients status.docx

Select Users or Groups

User/Group Mame
RMHICOLASEZRKYadministrator
DMS Swhners

DS Wisitors

DS Members
AFACHMEAY s alm ai
ARACHMESY sirimeh
ARACHMEA Eaniae
ARACHMESlinat
ARACHMES\pascalen
horme site group

io0 e

Fecords=s

The current cbhject inherit permissions from its parent.

Select Parmission Level
Select ...

- ES ]

Access Permission
Full Cantral
Full Control. Limited fAccess
C==sign. Limited Access
Full Control. Limited Access
Lirmited fAccess

Full Control. Limited fAccess
Lirmited Access, Test

Fead. Limited Access
Fead. Limited Access
Fead. Limited Accass

1-10 of 14 - Pages:

4 4 112 kB ki

Once the user changes permission, inheritance will be broken, and the permission page will show the

al
following message “The current object has unique permissions” and the Inherit Permissions button = to

restore inheritance.

= @ 532

00000000000

FRecords per page:

Document Permissions : All documents status.docx

The current ocbject has unigue permissions.

Selackt Usars or Groups

User/ Group Mame
RHICCoLAaSZELNadministrator
DS Cwners

LS Wisitors

DS Members
ARACHMEAY s almn aj
ARACHMEAY sirinaeh
AFRACHMEAWtanias
ARACHMEAN linat
ARACHMEA Y pascalan
hormme =site group

io S

Feaecords:

Select Paermission Level
Select ...

8- [l

Ficcess Permission
Full Control
Full Caontral, Limited Accaess
Desian, Limited Access

Full Control. Limited Access
Lirmited Acces=s

Full Cantral, Limited Accaess
Lirmited Access, Test

Fead, Limited Access
Read, Limited fAccaess
FRead, Limmited Access

1-10 of 15 - Pages:

4 4 212 F ki

Once the user clicks on Manage—>Routes in the document right click menu, the following page will open

allowing the user to manage the routes of the selected document.
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View Routes o x
S5Delete Use this form to manage the rautes of the document: salmaj/Conversion Tools.docx
From Sent To Purpose Status Sent Date Due Date
& \) Jihane Touma Sirine El Helou For Info New 19/10/2009
& Q Jihane Touma Jihane Touma For Info Closed 19/10/2009
& ©  calmaJaber Salma Jaber For Info New 19/10/2009
Page 1 |of1 2 1-30f3

@send | [Z]Reset
Send To *: 8, Purpose * For Info 7
On Behalf Of : 8, Due Date

Send Netification :
Required Action :

Reguired

The manipulation is the same as explained above in section 2.3.3.2.2 Manage Routes

Audit Trail will appear in the document right click menu only when this document is created by the logged in
user. Once the user clicks on View—> Audit Trail, the following window will open allowing him to view the
audit trail of the selected document.

Use this form to view the audit and trail for the selected documents.

Action Type: —Select— v User g, 0l

Action From Date: 5§ Action To Date: 9

Audit Results ]— Export —Fitter By Type— =
Ewent Occurred User Object

_] _1& View 0310/2010 02:.... Grace BOUTROS sitez/Totallli Subsite!,
B g Update 03/10/2010 02:... Grace BOUTROS
J _f, View 0302010 02:... Grace BOUTROS
J _1& View 03072010 02:... Grace BOUTROS
J _1& View 031072010 02:... Grace BOUTROS siteziTetalli Subsitel)| CABINET TESTAI Folder 1/COPYOPM_lesuesLlist_20100218.xlex
J j View 03M0/2010 02:... Grace BOUTROS sitesiTotalli Subsite/)| CABINET TESTA Folder 1/COPYOPM_lesuesLlizt_20100218.xlsx

This grid displays the modifications that occurred to selected Documents including routes.
The upper frame of the window allows the user to filter Audit results according to the criteria entered.
Routes will appear in filter results only when the Action Type is Route Actions.

The user must select one or more documents having the same content type then click on View->Properties
in the document context menu.
A View Properties window will display in read only mode.
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Yiew Properties

> Cancel

Use this form to view aphabet.udocx Properties

Content Type Document
Mame * aphabet doce:
Title HOT ASSIEGHNED

To view the Version History the user must click on View=>Version History. The following page will open.

Yersion History

x Delete “ersions
Versions saved for the selected file.

Drag a column header here ko group by that column.

File Name Yiew Properties Created Created By CheckIn Comments Current Yersion Size YersionLabel Delete

Z.ipg E I 200 DECrAN AL e ve False 16374 1.0 Delebe

= FSELA 2008 DcraN s, e var False 16374 z.0 Delete

2..
Recards: 1 - 2 of 2 - Pages=: 4 4 1 F Pkl

Fecords per page: |00 %

The Version History grid shows a list of the versions of the selected Document.
e To open a selected version the user must click on the correspondent link in File Name column.
e To view version properties the user must click on the correspondent icon in View Properties column.
e To delete a version the user must click on Delete.

. . Cielete YWersi
e To delete all versions the user must click on . Delete Versions

To copy a selected document, the user selects one or more Documents then clicks on Send to=>Copy in the

document context menu. The following page will open.

Copy

< ﬁlll {

Use this form to change the location of the selected files to Commercial and
) The Design Group Projects
- 5] Administration

3] Commercial and Projects
x - : Document
B-{53] De<ign and Planning itle

\Ea] EHS and Sustainability
¥ 53] Operations 28b[1].ipe DHCG as a new version
" toexisting files

][]

The user chooses the destination Folder or Cabinet to which he wants to copy the document(s) then click

Upload.
Users can choose to overwrite (or create a new version of) the Document(s) if it already exists in the new

Folder by checking the correspondent checkbox.

N.B: Once copied to its new (destination) location, the Document will remain in its original location.
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2.7.8.16 SEND To~> DOWNLOAD A COPY

Once the user clicks on Send To>Download a Copy, the following window will open allowing him to open
the document or save a copy locally.

File Download

Do you want to open or save this file?

LS Mame: AS3IGH. jpg
l_*] Type: JPEG Image, 5.52ME
From: std

[ Open J[ Save JL Cancel J

= ‘while files fram the Internet can be uzeful, zome files can potentially
harm wour computer. [f you do nat trust the source, do not open or
zave thiz file. What's the risky

2.7.8.17 SEND To> MOVE

Moving a document is the same as copying it, except that it will be removed from its original location.
Refer to section 2.7.9.15: Send to = Copy for detailed instructions.

2.7.8.18 SEND TO=> SHORTCUT

The user must choose one or more documents then click on Send To2>Shortcut in the document context
menu and the following page will open.

Shortcut (=1IE3

#
[ﬂ Upload

Uze this form to select a destination for the shortout(s) document(s).

) The Dasign Group

B3] Administration

-] Commercial and Projects
#-[13] Design and Planning
18] EHS and Sustainability
-] Operations

B3] Utkites and Infrastructure

4
< il | ¥

The user must select the destination Folder or Cabinet for the shortcut, then click upload.
A message will appear showing if the shortcut was created successfully or not.
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Attention »

-Succeeded To create shortcut for the docurment nes . docx
-Succeeded To create shortcut for the docurnent New?2.docx

——

Shortcut documents will be created in the destination document.

To send a document by mail, the user must simply select one or more documents then click on Send by Email

—3 Send by Email

button in the document menu.

The following page will open.

Send By MMail [== A2
Use this form to send by mail the selected document{s).
To_

[ oY=
Send Subject:
Send mail

as:

—Select-- =

Attachment
Link

The user must enter the Email addresses and the subject of the email, and then choose to send the selected
files as Links or as Attachments and finally click Send.

A Workbook is a file that contains other documents. To create a new workbook, the user selects Workbook
- Transform in the document’s context menu.
The selected document will be transformed to a workbook and will appear in the document grid with the

following icon

The user can add documents to the created Workbook either by importing existing documents or by
uploading new ones.

The user must:

1. Select the document then click on Workbook - Mark To Import

Waorkbook ¥ 3 Transform

- Mark To Import in the document’s right click menu. The following

message will appear showing that the document is marked.

Document marked.
Ok |
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- £ Workbook b
2. Open the Workbook by clicking on Workbook - Open |~ 5758 +250pen
in the workbook’s right click menu. The workbook will open showing all documents.
4 Upload b Irnport | 2 Delete
2l
S httoostdserver 25027 sslms candlev! 1122 dooe
Drag a column header here to group by that column.
I:‘ File Name
I:‘ admin-faverite JPG
[l desc.ipg
Records per page: v Show Filter - Records: 1 - 2 of 2 - Pages: [4 4 b H
2.7.8.20.1

. . . . I rt
To import an existing document, the user must click on import b Impo
import will open.

. The list of documents marked to

Import documents to the workbook
b Import | 3 Delste | % Cancel
Drag a column header here to group by that column.

D Documents To Import
D z salma cab/levl i/admin-favorite.JPG
Fi z salma cab/levl 1/desc.jpg

F] 1 Personal Folders/Dory.doc

Records per paoe: | [BO0 % Show Filter - Fecords: 1 -3 of 2 - Pages: [4 4 1 & k|

. . I rt
The user selects the documents to import then click on b Impo

. The selected document will be imported
to the workbook.

2.7.8.20.2

To upload a new document, the user must click on upload 4l Upload

. The following page will open allowing
the user to upload a new document.

Upload document to the workbook

(m]|F
H Submit - X Cancel
Upload Decument
Browse to the document you intend to upload. ” Browse...
_ |l Submit _
The user must browse for the document then click submit and the uploaded document will be
added to the workbook.
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2.7.9 OPENING A DOCUMENT

To open a document, the user must click on the correspondent link.
The user is prompted to choose a mode to open the selected document (Read Only or Edit).

Microsoft Internet Explorer | = |
? ] 'ou are about to open:
\(’ Mame: Car Loan. docs
From: dapana

Howe weould pou like to open this File’?
* Read Only
7 Check Out and Edit

—
ok |
Saome files can harm pour computer. IF this infarmation looks

suspicious, or You do not fully trust the source. do not open the file.

2.8 ADVANCED IMAGING SERVICES

| Image viewer |

To open the selected File in the Image Viewer, the user must click on Image Viewer

&i Brightness | (B Contrast | ““=Saturation | &@Dilatation | mw=Invert | % Flp | <»Reverse | A Resize | L&ShowPan | - View Annotations | [ Save Changes

|0 [®[» o R [OP[E[ 6

&

2.8.1 MENU BAR

|{(§}Brightness | (PContrast | “SSaturation | &dDilatation | melnvert | :Flip | 4bReverse | oA Resize | LHShowPan | - Miew Arnotations | g Save Changes |

The Menu Bar allows Users to interact with the following Image Manipulation Operations:
*  Brightness
* Contrast
* Saturation
* Dilatation
* Invert
* Flip
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Reverse

Resize

Show Pan

View Annotations
Save Changes

For example, when the user clicks on Contrast Menu Bar button, the following page opens. The user must
change the percentage then press OK and the image contrast will change.

Change Conirast @

Percentage

= =i i

Cancel |

2.8.2 TooLs BAR

Bl 0% [ o 0P QG

EIF @ at| SR /|e|w B

The Tools Bar allows Users to interact with the following image processing and enhancement operations:

Full Screen

Copy

Print

Rotate

Scale

Add Annotations (lines, notes, stamps, highlight, audio, video, text...)
Other ...

N.B: Before adding annotations the User must choose if he needs the annotations to be Private (can be only
viewed by the User) or Public (can be viewed by other Users of the System).

EVER TEAM - Information Owner Page 79 of 109



= ES Content Management — User Guide
E M) | /

Content for your Business

The menu “View” visible in the user Top Navigation Menu allows the user to manage Favorites/Saved
Queries/Recent Documenats.

5% Favorites

L*\ Saved Queries

] Recent Documents

2.9.1 FAVORITES

To view his favorite documents/folders/cabinets, the user must click on Favorites button

| 5% Favorites

| in View menu. The Favorites tab will open in the Navigation Pane.

Mavigation Pane Favorites '*

H;:‘r Fawvorites

----- @,}Ennharm

----- [ 3% Hurr ¥ Delete fles/Stephanie

E':"I?: |_] Documents NTRACT OF
..... [ 3% Hum t Find Qriginal fles/Stephanis

Azarany onTacts; JANE - CONTRACT OF
EMPLOYMENT . docx

----- l_{‘;« Human Resources Emplayes Files Stephanie

Azarian/Contracts/MARK - CONTRACT OF
EMPLOYMENT . docx

2 Faveritar]
Once the user right clicks Favorites node, E@ (G Add
organize the tree.
Right click the favorite folder and/or cabinet:
> Delete
|] Documents
t Find Original

— Click onto delete the selected folder or cabinet.

|_] Documents

he will be able to add folders to

— Clickon to view the correspondent documents.

t Find Qriginal

— Clickon to go to the favorite folder or cabinet in the tree.
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2.9.2 SAVED QUERIES

To view the saved queries, the user must click on Saved Queries button

menu. The Saved Queries tab will open in the Navigation Frame.

ES Content Management — UserlGUide/

(.,k Saved Queries

in View

+*= Mavigation Pane ” Saved Queries "H -+

Q Saved Queries
-4, Content Search
8] Contract search

2=|| View

]
@ M > Delete

The saved queries will be sorted by search types (Content Search queries, Expert Search queries)

Once the user right clicks on a Saved Query, he will be able to delete or view its correspondent queries.

2.9.3 RECENT DOCUMENTS

To view his recently added or edited documents, the user must click on Recent Documents button

] Recent Documents

in View menu.

I Recent Documents %
Use this form to view your recent documents.
Drag a column header here to group by that column.
Type Hame Path Auvthor Content Type Last Medified Status
N To whom it may Sharec! Dacuments/Recruitmeant/Candidates/Ta Grace BOUTROS Docurment 7/12/2010
concern.pdf whom it may concern.pdf
JANE - Shared Documents/Employee Files/Stephanie
@J CONTRACT OF Azarian/Contracts/JANE - CONTRACT OF Grace BOUTROS Report 7/8/2010
EMPLOYMENT.doc =~ EMPLOYMENT.docx
ALEX - Shared Documents/Employee Files/Stephanie
E_‘J CONTRACT OF Azarian/Contracts/ALEX - CONTRACT OF Grace BOUTROS Diocument 7/8/2010
EMPLOYMENT.doc EMPLOYMENT.docx
Shared Documents/Employee Files/Stephanie
D a A 1o/
& Reportl.xdsx oty o o Grace BOUTROS Report 7/9/2010
Shared Documents/Employee Files/Stephanie
pOFt. A o)
(=] Report.xlsx e e i e i Grace BOUTROS Report 7/9/2010
University Shared Documents/Employee Files/Stephanie I,
e certificate.pdf Azarian/Contracts/ University certificate. pdf SRS Ee e Eocrment Q242030
i Certificate of Shared Documents/Employee Files/Stephanie
Lertificate of / : 13/
ﬂ Excellence.pptx Azarian/Contracts/ Certificate of Excellence.pptx SRz Halies =1 PR
Emplovment Shared
@J Application Documents/Recruitment/Candidates/Employment Grace BOUTROS Diocument 7/8/2010
Form.docx Application Form.doox
MARK - Shared Documents/Employee Files/Stephanie
E_lj CONTRACT OF Azarian/Contracts/MARK - CONTRACT OF Grace BOUTROS Document 7/8/2010
EMPLOYMENT.doc EMPLOYMENT.docx
Racords per page: Show Filter - Records: 1 -9 of 9 - Pages: H 4

To open a recent document, the user must click on the correspondent link.
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2.10 SEARCH

The menu “Search” visible in the user Top Navigation Menu allows the user to execute the following types of

search:
o Folder Search: Search for Folders within a Folder or Cabinet.
e Expert Search: Search documents using content types and attributes.
e Content Search: Search the content of the files.
e Content Type Search: Search for documents or folders by content type
e Generate Solo Search: Search the content of the files in the generated zipped folder.

2.10.1 FOLDER SEARCH

Already explained in section 2.2.3.1 “Folder Search”

2.10.2 EXPERT SEARCH

| L\ Expert Search |

The user selects a cabinet or a folder then clicks on Expert Search button in the Search

menu and the following search screen will open.

(-4\ Search | |m Save @ Reset

Add search restrictions...

Search in folder and subfolders
[¥]Include children content types in search results

Add content type restrictions...

Where the content type.__.

Basic Page w

Add attributes restrictions...

YWhere the attribute.

| Mame - ” Contains w || ||And v |f‘3~.l:ll:l Property

— Search in folder and subfolders: if checked, the user will be able to search in folders and subfolders of
the selected item, and only content types set as visible will appear in content type restrictions.

— Include children content types in search results: if checked, it allows the user to search in the
children of the selected content type.

The advanced layout of this section provides the user with many different ways of searching: by
content type, by name, by type, etc...
When the user selects a content type, the other search attributes will be filtered accordingly.
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H Save

— To save the search query, the user must click on the save icon , and the following

page will open.

Query Title

FPleasze enter a title for the queary:

test[

[ Ok ] [ Cancel ]

The user must enter the title for the query then click OK. The chosen query will be added to the
Saved Queries.

< _=earch

— To perform the search, the user clicks the “Search” button on the toolbar, and the

results will be listed as shown in the figure below.

= Print | & Back
View : | All Documents v
Drag a column header here to group by that column.
Type Links Name Modified Modified By Status
- - ALEX - CONTRACT OF ~
L5 e T 7/8/2010 2:00:09 PM Srac T
_1 (p\ EMPLOYMENT.docx /8/2010 2:00:02 PM Grace BOUTROS
== Add To ¥ = of Excellence.pptx 7/12/2010 10:17:00 AM System Account
i [ Conversion NTRACT OF 7/9/2010 3:10:16 PM Grace BOUTROS
ENT.docx o
| | Delete ONTRACT oF
. e 7. 010 2:00:C Grac 1 S
P’.r Edit » ENT.docx 7/8/2010 3: ' Grace BOUTROS
Iﬁ?.l'\flanage [ =+ 7/9/2010 3:16:10 PM Grace BOUTROS
| [ view b lex 7/9/2010 3:18:36 PM Grace BOUTROS
fsend To ¥ certificate.pdf 7/9/2010 3:01:24 PM Grace BOUTROS
{4 Send by Email Show Filter - Records: 1 -7 of 7 - Pages: 41k K
o Workbook 4

Search results will appear as a list of links. The user must click on the correspondent link to view the file or
click Back to change the Search criteria.

Right click the document to view the Context Menu. Each action in the context menu is already explained in
section 2.7.9 Document Services.

Site Expert Search searches documents using content types and attributes within the Site scope.

) | Expert Search )
The user selects the root then clicks on Expert Search button L— in the Search menu and the

following search screen will open.
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U\ Search H Save .E Rezet

Add search restrictions...

Add content type restrictions...

Where the content type. ..

Basic Page b

Add attributes restrictions...

Where the attribute. .

[¥lInclude children content types in search results

| MName V“ Contains

|| And |+ |Add Property

The manipulation is the same as explained above in Expert Search. The only exception is that the system will

search automatically in folders and subfolders.

2.10.3 CONTENT SEARCH

The user selects a cabinet or a folder then clicks on Content Search button

menu and the search screen will open.

G Content Search

in the Search

‘*4\ Search H Save @ Reset

Add search restrictions...
[]Search in folder and subfalders

Find documents with...

All of these words: |

The exact phrase: |

Any of these words: |

Add properties restrictions...

Where the property. .

| (Pick Property) b ” Contains b ||

||And V|f'3~.u:|d Property

In order to search in folders and subfolders of the selected item, the user must check Search in folder and

subfolders checkbox.

The user must enter the search criteria. He can use document properties for more advanced search, or click
Add Properties to use more than one property in the search criteria.
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— To save the search query, the user must click on the save icon

open.

Query Title

H Save

Pleasze enter a title far the query:

test[

[ (84 ] [ Cancel

, and the following page will

The user must enter the title for the query then click OK. The chosen query will be added to the Saved

Queries.
s
. 4. Search
— To perform the search, the user clicks the “Search” button on the toolbar, and the results
will be listed as shown in the figure below.
= Print (3} Back
view : | &ll Documents W
Drag a column header here to group by that column.
Type Links Name Modified Modified By Status
= ’ ALEX - CONTRACT OF .
[T} cLbs s LR TRaL T LR 7i8y 00 y =
| &N EMPLOYMENT oo 7/8/2010 2:00:09 PM Grace BOUTROS
o= Add To ¥ = of Ewcellence.pptx 7/12/2010 10:17:00 AM System Account
i [l Conversion W 7/9/2010 2:10:16 PM Grace BOUTROS
| L Delete ONTRACT OF . . -
;r Edit » W 7/8/2010 3:00:09 PM Grace BOUTROS
'ﬁ@ Manage [ 54 7/9/2010 3:16:10 PM Grace BOUTROS
| [ view b il 7/9/2010 2:18:26 PM Grace BOUTROS
jSend To ¥ certificate.pdf 7/9/2010 3:01:24 PM Grace BOUTROS
{=) Send by Email Show Filter - Records: 1 -7 of 7 - Pages: 441k K
 Workbook 4

Search results will appear as a list of links. The user must click on the correspondent link to view the file or

click Back to change the Search criteria.

Right click the document to view the Context Menu. Each action in the context menu is already explained in

section 2.7.9 Document Services.

Site Content Search searches the content of the files within the Site scope.

The user selects the root then clicks on Content Search button
the following search screen will open.

& Content Search

in the Search menu and
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(.,_ Search H Save EI Reset

Add search restrictions...
[JSearch in subsites

Find documents with...

All of these words
The exact phrase

Any of these words

Add properties restrictions...
Where the property

(Pick Property) + || Contains b And v | Add Property

To search in subsites, the user must check Search in subsites checkbox.
The manipulation is the same as explained above in Content Search. The only exception is that the system
will search automatically in folders and subfolders.

=4 Print 3 Back
View : | Default View v
Drag a column header here to group by that column.
Type Links RAMNK( %) Hom Author Created Status
4| 100 -_-_-_222:'_-;1':,-...1&.,-,_. Properties |1& TOUMA 12/05/2010 14:14:52
i} 100 i ir TARHINI
Add To 4
J + ir TARHINI
3= Convert......
3 ir TARHINI
L3t Delete
IFa F o ir TARHINI
I1#] 4 Edit "
—
= Copy] 8 Manage [
EJ 100 Copy j'-.-'ie-;-.' b jane TOUMA
T 100 TS jSEndTD ¥ fronigueb
iy 100 7712] (=1 Send by Email anes TOUMA
& 7 27124 | Workbook *lane TOUMA
S View Properties
Records per page: e 5 View p Show Filter - Records: 1 - 10 of 43 - Pages: H 41 |21231al3 Pk

In search results, documents from the main site will appear as a list of links. The user must click on the
correspondent link to view the file or click Back to change the Search criteria.

Right click the document to view the Context Menu. Each action in the context menu is already explained in
section 2.7.9 Document Services.

Whereas, documents from sub sites will not appear as links. Then the user will not be able to view the files.
He will only be able to view its Properties through the right click menu.
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Once the user clicks on Content Type Search button

tree will open in the navigation pane.

ES Content Management — Userfm/
2.10.4 CONTENT TYPE SEARCH

|a Content Type Sean:h| .
|

4 stion Pane

I Al webs

Content Type Search '*

i@ SharePaint - 28350
& sSharePoint - 30
-8 SharePoint - 2223

n the Search menu, the following

The user navigates throughout the Content Type Search tree and selects a specific content type to search for

folders or documents. The user must:
1. Selecta Web application
2. Select a Site Collection

3. Select a site or a sub site

4. Select a content type group (Document Content Types, Folder Content Types...)

5. Select a parent Content Type

6. Select a field to search accordingly

- @
- @

I Al webs
G- @ SharePaoint - 22350
- @ SharePaint - 80
El-@ SharePoint - 2923

BE-@ http:f/stdserver: 2923
E- @ http://stdserver: 2923
i) Custom Content Types

E|J Document Content

E

E

Types

B35 Document

FH-X8 Form

X Picture

AT Master Page

X Basic Page

AT Link to a
Document

H-- %5 Dublin Core
Calurnns

Mame

Title
Document
Modified By
----- ] Document
Created By

ﬂ..
EI..
ﬂ..
3..

e I e B ey B e |

I+

H-- ) Folder Content Types
2 List Content Types
t-- ) Special Content Types
- @ http: ffstdserver: 2023/sub1
http: ffstdserver: 2923 sites/FR
http: ffstdserver: 2223 /sites/TST

» To view all documents having the selected content type, the user right clicks a content type

---_‘:_—=|' Eublin Core

|3 show All Documents lumns
1 g =me

M then click on Show All Documents. The following page will open.
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Search Results
Type Hame Modified By Modified
4 Karim THOMAS01071011... Grace BOUTROS 7/3/z2010
=] Karim THOMAS01071010... Grace BOUTROS 7/3/z2010
A University certifica... Jihane TOUMA 7/5/2010
) Employment Applicati... Jihane TOUMA
‘_E] ALEX - CONTRACT QF E... Jihane TOUMA
rﬂ] JANE - CONTRACT OF E... Jihane TOUMA
(E] MARK - CONTRACT OF E... Jihane TOUMA
A To whom it may conce... Jihane TOUMA
=] Jihane TOUMADS071010... Grace BOUTROS 7/5
=] Eernadette HAKMEHD10... Karim THOMAS 7/5/
Records per page Records: 1 - 10 of 18 - I |2 3

The user can only view documents by clicking on the correspondent link.

» To search for documents according to the selected field, the user right clicks a field

[y @'

& Find Documents... o then click on Find Documents button. The following page will open.

Search documents '*

Lk Search E Reset

Find Documents with any of these words

Mame

(S
The user enters his search criteria then clickon 22 button. The results will be listed as shown below.

U\ Seatch @ Reset

Find documents with...

tame [Contract

|search Results
Type Hame Maodified By Modified
rﬂ] ALEX - CONTRACT OF E... Jihane TOUMA
rﬂ] JAMNE - CONTRACT OF E... Jihane TOUMA 7/5/2010
rﬂ] MARK - CONTRACT OF E... Jihane TOUMA 7/3/2010
Records per page Records: 1 - 3 of 3 - Pages: [4 4 b bl

The user can only view documents by clicking on the correspondent link.

2.10.5 GENERATE SOLO - SEARCH

Generate Solo Search will be explained in details further in the Manual Course.
Refer to section 2.12.2 Generate Solo for detailed instructions.
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2.11 ToOLS MENU

The menu “Tools” visible in the user Top Navigation Menu allows the user to manage tools:

[ Toals |

L] Audit Trai
by Alert Me

l:ﬂ Discussion
Gj Warkflow

This menu is divided into the following sub-menus:

> Audit Trail
> Alert Me
> Discussion

>  Workflow

2.11.1 AupiT TRAIL

To view the Audit Trail of a selected Cabinet, Folder or Document, the user selects a folder or a cabinet from

the tree or a document from the grid then clicks the “Audit Trail” button
menu. He/she will be presented with a new window showing the audit trail in the selected cabinet, folder or

document as shown below.

I;I &odit Trail

in the tools

Use this form to view the audit and trail for the cabinet salma cabl- overwrite.

Action Type:

—Select—- > User

Action From Date: ™A Action To Date:

Audit Results | [] Search in folder and subfolders 55 Export

4 4 Pagenfﬁﬁ [

Ewent Occurrsed User Object

A I} Wiew 10/20/2008 07:... NT AUTHORM\ocal service =alma cabl over
[} l} iew 10/20/2008 07:... NT AUTHORMMY\local service =alma cabl overw
a l} Wiew 10/20/2008 O7:... NT AUTHORMecal service  =alma cabl overw
= l} View 10/20/2008 07:... NT AUTHORMY\local zervice =salma cabl ove
|_1 ‘;7 Update 1042042008 07: STDWAdministrator =alma cab1 ove
A Q} Wiew 10/18/2008 04 NT AUTHORM\local =ervice =alma cab1 ove
A I} Wiew 10/18/2009 04:... NT AUTHORM\ocal service =alma cabl ove
= l} Wiew 10/18/2008 04:... NT AUTHORM\ocal service =alma cabl ove
= l} Wiew 10/18/2008 04:... NT AUTHORM\ecal service  =alma cabl ove
] l} View 10192008 04:... NT AUTHORMY\local service =alma cabi over
= l} View 10/192008 04:... NT AUTHORMocal service =salma cabl overw
A Q} Wiew 10/18/2008 04 NT AUTHORM\ocal =ervice =alma cabl overw
A I} Wiew 10/18/2009 04:... NT AUTHORM\ocal service =alma cabl ove
= l} Wiew 10/18/2008 04:... NT AUTHORM\local service =alma cabl ove
= l} Wiew 10/18/2008 04:... NT AUTHORM\ecal service  =alma cabl ove
I_] &? Update 104192009 04: STDVAdminiztrator =alma cab1 ove
I_] ‘;? Update 10/19/200% 04:... STDVAdministrator =alma cab1 overw
A & Wiew 10/18/2008 04 NT AUTHORM\ocal =ervice =alma cabl overw
A I} Wiew 104182008 04:... NT AUTHORM\ocal =ervice =alma cabl over
= ,-*_l} Wiew 10/18/2008 04:... NT AUTHORM\ocal service =alma cabl overw

write/1Testing minimize.docx

rite

rite/1Testing minimize.docx

v rite

vrite/1 Testing minimize.docx
vrite/ 1 Testing minimize.docx
vrite/gdfzgfgf.docx

write

W rite

writs/gdfzgfgf.docx

rite

rite/1Te=ting minimize.docx

vritel1 fgdfghdf.doc
wirite
W rite

vrite/1 Testing minimize.docx

rite/gdfzgfgf.docx

rite/1Te=ting minimize.docx

writel1fgdfghdf.doc

rite

—Filter By Type— R

|

~

1-250f 1617
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This grid displays the modifications that occurred on the selected cabinet and its documents or the selected

folder and its documents or the selected document (including routes in all cases).

The upper frame of the window allows the user to filter Audit results according to the criteria entered.

Routes will appear in filter results only when the Action Type is Route Actions.

2.11.2 ALERT ME

The user selects a cabinet/folder/document(s) then clicks on Alert Me button

S8y Alert Me

in the

Tools menu. The following page will open allowing him to add/edit/delete an e-mail alert notifying him when

changes occur to the selected cabinet/folder/document(s).

The user Alerts will be listed in a grid, in the bottom of the page.

Created Alerts could be assigned either to the connected user (creator) or to any other user.

Alert Me '*

H Submit X Cancel

Use this page to create an e-mail alert notifying you when there are changes to the List: EDIT TESTING

Alert Title:
Enter the title for this alert. |
This is included in the subject of the e-mail notification sent for this alert.>

Send Alert To: her
¥ou can enter user names oF e-mail addresses, Szlma Jaos
Separate them with semicolons.

&

Send Alerts For These Changes:
Specify whether to filter alerts based on specific criteria.
You may alse restrict your alerts to only include items that show in a particular view.

Anything changes

Someone else changes a document
Someone else changes a document created by me

Someone else changes a document |ast modified by me

When To Send Alerts o i
Specify how frequently you want to be alerted. Send e-mail immediately
Send a daily summary

Send & weekly summary

Change Type:
Specify the type of changes that you want to be alerted to.

All changes

IMew items are added
Existing items are modified
Items are deleted

Web discussion updates

ERERERIIRRRIIRERE

Drag a column header here to group by that column.

Alert Title Hame Edit Delete
my alert EDIT TESTING Edit Delete
znalysis1 analysis Edit Delete
Records per page el - Records: 1 - 2 of 2 - Pages:

» To add a new Alert, The user simply needs to fill in the input fields and then click the “Submit” button

=l Submit
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» To edit an Alert, the user simply selects the record he/she wants to edit then click on the Edit button
Edit isted on the same row as the target Alert. The screen will show the same fields used for
insertion, but this time they will be filled with their existing values. The user must make the necessary

=l Submit

changes then click on Submit button

» To delete an Alert, user must click on the Delete button P==t= |isted on the same row as the
target Alert. The Alert will be immediately deleted and removed from the alerts list.

2.11.3 DiScusSION

To create a new Workspace for a selected document, the user must select a folder or a cabinet then click on

Cﬂ Discussion
Discussion button in Tools menu. The following page will open:

[ EverSuite DM Adminisktrakion E‘]" Discussion ®]

Team Site welcome Davna Tarrkaf = | (@)

@ Team Site

Haorme ESDMSSE Site Ackions —

Team Site = Administration > Create Document Workspace

Create Document Workspace

A new Docurent Workspace will be created. A copy of this document will be stored in the new workspace.
From the new workspace, vou can publish the document back to its ariginal location.,

Marne: docl
Location; htkp:fidavana

Do wou wank to create this Document Workspace?

[ ol J [ Cancel J

A New Document Workspace (Site) will be created for the selected Document.

o \
Siewer all Sibes Conbant
Anmouncenments -
D CismEnts
Lists welcome to the doc 1 Document Workspace [ nes ) 12008 499 P
= by Dy Taresl
= Calendar T T T T L T T T T T LI EI ks awith other members of bhe sibe. Lise
tihe Tasks lisk to assign and manags tasks . Upload flss to the Shared Docurents library to share
Driscussions e wath others. Use the Links list to create shortouts to Files or Web sibes related bo your waork,
= Tosm Discussion
= add new announcement
Hites
People and Groups
4 Recyclhe Bin Shared Documents - rlembers -
Type Parme ¥ hodifiesd By Davra Tarral

) deel ! rew Crayria Tarraf Groups
B Add new desurment = Add new usar
Tasks - Links: -

= T SEaltus Theere are currenth no
Titl Ashgned To Shatus Favorits Eo clisplay.

There are o kermns bo showe in this view of the “Tasks® list. To
create a new kem, cick “add new task” below. = Aadd new link

= Add new tashk

EVER TEAM - Information Owner Page 91 of 109



ES Content Management — Useiimde/

Content for your Business

The user can use this document Workspace to work on documents with other members of the site. Use the
tasks list to assign and manage tasks. Upload files to the Shared cabinets to share them with others. Use the
Links list to create shortcuts to files or web sites related to his work.

2.11.4 WORKFLOW
To start a new workflow on the selected document or to view a running or completed workflow, click on

(:vj Workflow

, the following page will open:

Home Welcome Salma Jaber ~ | My Site | My Links ~ |

ﬂ Home
E Document Center ~ News = Reports | Search | Sites  Test Qutlook Site Actions ~

Home > AxaDocs > ASSIGM = Workflows

Workflows: ASSIGN

Use this page to start a new workflow on the current item or to view the status of a running or completed workflow.

Start a New Workflow

Approval
Houies a document for approval. Approvers can approve or reject the

- Collect Feedback
Routes a document for review, Reviewers can provide feedback, which

document, reassign the approval task, or request changes to the is compiled and sent to the document owner when the workflow has
document. completed,
Workflows

Select a workflow for more details on the current status or history,

Name Started Ended Status
Running Workflows

There are no currently running workflows on this item.

Completed Workflows

There are no completed workflows on this item,

The user must click on Approval as shown above to send a document for approval. The following page will
open.

Home Welcome Salma Jaber ~ | My Site | MyLinks ~ | @

ﬂ Home
i Document Center = Mews - Reports  Search  Sites  Test Qutlook Site Actions ~

Home > AxaDocs > ASSIGN > Workflows > Start Workflow

Start "Approval": ASSIGN

Request Approval

To request approval for this document, type the names of the people who need to approve it on the Approvers line. Each person will be assigned a task to
approve your document. You will receive an e-mail when the request is sent and once everyone has finished their tasks.

Add approver names in the order you want the tasks assigned:

s.lApprovers... 'Salma Jaber I |

r Assign a single task to each group entered (Do not expand groups).

Type & message to incude with your request:

Due Date
If a due date is spedified and e-mail is enabled on the server, approvers will receive a reminder on that date if their task is not finished.

Give each person the following amount of time to finish their task:

Notify Others
To notify other people about this workflow starting without assigning tasks, type names on the CCline.

gdcc...

Cancel
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The user must type the names of the people who need to approve on the Approvers line, fill in the needed
criteria, and then click on Start button to start a workflow.
A single task will be assigned to each one of the approvers entered. It will appear in “My Tasks”.

2.12 SERVICES MENU

The menu “Services” visible in the user Top Navigation Menu allows the user to manage services.

|3 Services»-|
j Select Pattern

#¢ Generate Solo
B Export to Excel
éﬂj Manage Electronic Deposit

&) Recyde Bin

This menu is divided into the following sub-menus:

» Select Pattern: selects a Pattern to be added to Folders or Cabinets.
e Patterns are folder structures, created by the administrator, which users can select to add
under a Folder or Cabinet instead of creating the same Folder structure each time.

> Generate Solo: generates a Document tree of the selected Folder or Cabinet that can be explored
outside ES-DMS.

> Export to Excel: displays in an excel sheet a list of all the Documents in the selected Folder or
Cabinet.

> Manage Electronic Deposit: used to manage the electronic deposit.

» Recycle Bin: used to manage deleted items.

2.12.1 SELECT PATTERN

To select a pattern, the user must select a folder or a cabinet from the tree in the navigation pane, then press
the Select Pattern in Services menu, and the following page will open. The user will be presented with a new
form allowing him to select a pattern as shown below.

<+

sl

75 Select Employee

Use this form to select patterns. |53 Folders

[a Contracts
|7 Education and Certification

B Personal

O Customer

O} Employee
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e
_ ‘I Select ) ) )
The user must select a pattern then click Select , and the selected pattern will appear in the right

pane.

2.12.2 GENERATE SOLO

Generate Solo will export the selected Folder or Cabinet with all it subfolders and files to a Zip Folder on a
specified location.

You can explore and search the contents of the exported zipped Folder without the use of the ES-DMS
application.

Users will be able to:
e Explore the Folder, its subfolders and files from any browser without ES-DMS being installed.
e Search the contents of the Folder’s files.

# 3§ Generate Solo

The user selects a folder or a cabinet then clicks on Generate Solo button in the services

menu. The following page will open

—

File Dovnload

Do you want o open or save this file?

E MHame: Competition.zip
Twpe: WWinRAR ZIF archive, 405 KB

From: dew0i1

[ Open ] [ Sawve ] [ Carncel ]

harm your computer. IF pou do not trust the source, do not open or

@ Weohile Files from the lnternet can be useful, zome files can potentially
save this file. 2What’s the risk?

The user must click Save, to save the Zip Folder in a specified location.

€]

In addition to all the subfolders and files contained in the zipped folder, there is an Index.html file Index

Once the user clicks on it the following page will open.
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/= EverSuite TreeView - Microsoft Internet Explorer provided by EVER ME

(& Ci\Documents and Settings)gracsh. AR ACHHEA|Desktapl3 - LncheckedTndes:, html ||| x
File Edit Wiew Favorites Took Help Ssnaor B
W 88|~ | @Eversute oms | @Eversiite Tresvien ‘ ‘ Zy - B - b - [ibPage - O Took -

Navigation Pane €, seorcn
. Searc)

Please enter your search criteria and click 'search’.

Search Criteria:

EHElExcenvood

3 01232 goox

» EVER.
Pawerss by Ever me LSV ST

The Project Tree View will appear in the same structure as in the ES-DMS Tree View Frame.

The Search Option allows the user to search the content of the Files. The user must enter his search criteria
then click on Search button. The search results will appear in Search frame as a list of links.

Search results are files that contain the Search Keyword in their title or in their content.
Once the user clicks on the displayed hyperlink, the file will open.

I\VE search a panel of more than 20 leading car insurance providers to find the best car
insurance policy for vou.

“Whether yourequire Comprehensive cever, Third Party, Fire and Theft or a Third Party Only car
insurance policy, vou can be sure we'll do all we canto find vou a very competitive online quote
and cheaper car insurance premiums with yesinsurance.co. uk.

If wour car is five years old or more, congratulations| You could qualify for even cheaper car
insurance premiums, as yesinsurance. co.ukt specialises in insurance for older cars. This keeps our
costs down, because in the event of a claim our customers' cars cost less to replace and repair
than new ones, so we can pass the savings onto you as cheaper car insurance.

TWe also have great insurance deals for low mileage drivers and second cars because they offer a
lewer risk of accident as they are on the road less

“We offer a range of payment options to make paying for your car insurance easy - you can pay
by direct debit, credit card or debit card and in an annual lump sum or menthly instalments
(subject to status). All types of payment can be arranged online or ower the phone.

e search a panel of more than 20 leading car insurance providers to find the best car
insurance policy for you.
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2.12.3 ExpPORT To EXCEL

& Export to Excel

The user selects a folder or a cabinet then clicks on “Export to Excel” button in Services
menu. The following page will open.
i File Download
Do you want o open or save this file?
Mame: owsswr.igy
Type: Microsoft OFfice Excel Web Query File, 520 bytes
From: dawvana
[ Open ] [ Save ] [ Cancel ]
Alvaaps azk before opening this tppe of file
“wrhile files from the Internet can be useful. some files can potentially
@ harm your computer. IF pou do not trust the zource, do not open aor
zawve this file. What's the risk?
The Excel File displays a list of all the documents of the selected Folder or Cabinet:
e Columns
* Name: the name of the document
* Modified: date of the last modification
* Modified By: the user that did the last modification
* Item Type: document type
* Path: document path in the Tree View
e Rows
* Selected Cabinet or Folder
*  All Subfolders
¢  Documents of the Folders and Subfolders
B=s = m iy i
Paste - - B 9 [0 .00 Conditional Format
- 7 e |% (RCIEH] Formatting ~ as Table =
Clipboard ™= Font ] Alignment ] HNumber ] styles
G16 e fe |
1 _ Modified B Modified B
2 |f1 30/07/2008 13:49 DA\'ANA\admlnlstrator Folder Health and Safety
3 f_2 30/07/2008 13:49 DAYANA\administrator Folder Health and Safety
4 |fa 30/07/2008 13:49 DAYANA\administrator Folder Health and Safety/f1
5 |fb 30/07/2008 13:49 DAYANA\administrator Folder Health and Safety/f1
6 Finance 04/03/2008 17:53 System Account Folder Health and Safety

The user must click on the correspondent link to open the Document, Folder or Cabinet.
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2.12.4 MANAGE ELECTRONIC DEPOSIT

The user selects a folder or a cabinet then clicks on “Manage Electronic Deposit” button
@ Manage Electronic DEpDSit|

in Services menu. The following page will open allowing him to manage his
electronic deposit.

Manage Electronic Deposit '*
=] 5end > Delete | X Cancel
Use this form to manage your electronic deposit.

Drag a column header here to group by that column.

I:l Hame url

D ESJobs_Functionality_Z GBo cabinet/ESJobs_Functionality_2.0.doox

I:‘ ESDMSSE_V9.2.0_Prod GBo cabinet/ESDMSSE_V3.2.0_Product_Requirement_Specifications.doc

D TF71217ent.bet 0 Ji Cabinet/771217ent.txt

Records per page: Show Filter - Records: 1 -3 of 3-Pages: [4 4 1 b F

This page allows the user to delete documents, and\or send documents by mail.

To send a document by mail, the user must select a document then click on =1send b tton. Following page
will open.

Send Mail =]

| %

Use this form to send by mail the selected documentis).

To:
Cc:
Send | Subject:

Send mail as: | --Select--

—Select—
Attachment
Zip and Attach
Link

| <

| A
|

The user must enter the Email addresses and the subject of the email, and then choose to send the selected
files as:

o Attachments or Zip and Attach: the document will be sent as attachment along with the link in the
email body

o Link: the document will be sent as link in the mail body

Upon clicking on Send the following confirmation message will open asking the user if he wants to save the
mail he just sent.

Confirm *

:/- Your mail was sent successfully.Do you want to save the mail you just sent?
.

[ Yes ] [ Mo
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In case the user wants to save the mail, the following window will open showing the destinations to save the

mail.

Destination to save mail

|l Submit

E:l EverSuite

_.Jj Accounting and Finance
15| Human Resources
[+ 3] Personal Banking

The user must select a destination folder of cabinet then click on submit to save the mail.

2.12.5 RecycLE BIN

» Any Content Object deleted by users will not be entirely deleted from the system; it will be

marked for deletion inside the Solution’s Recycle Bin.

» The Recycle Bin holds all the users’ deleted Items. Only administrators or users with specific
privileges can access the Recycle Bin.
» Objects in the Recycle Bin can either be restored to their original location or deleted

permanently from the system.

Recycle Bin '#

4 Restore Selection 75 Delete Selection

emptied.

Drag a column header here to group by that column.

To manage deleted items for the entire Site Collection go to the Site Collection Recycle Bin

Use this page to restore items that you have deleted from this site or to empty deleted items.ltems that were deleted more than 30 day(s) ago will be automatically

Records per page:

Show Filter -

|:| ‘ Type ‘ Hame Original Location Created By Deleted Size
O &) JANE - CONTRAC Gbo Subsite/Sharac Grace BOUTROS 7/12/2010 66506
O &) MARK - CONTRAL Gbo Subsite/Sharac Grace BOUTROS 7/12/2010 s0644
O eh| Report.dlsx Gho Subsite/Sharec Grace BOUTROS 7/12/2010 33050
O (] Transactions Gbo Subsite/Accoun Grace BOUTROS 7/8/2010 1 2954
O ) MARK - CONTRAC Gbo Subsite/Sharac Grace BOUTROS 7/9/2010 1 30444
D i.ﬂ] Certificate of Exc Gbo Subsite/Sharac Grace BOUTROS 7/8/2010 1 54400
O ) Employment App Gbo Subsite/Person Grace BOUTROS 7/9/2010 1 26467
O &) MARK - CONTRAC Gbe Subsite/Persen Grace BOUTROS 7/9/2010 1 32234
O e Reporti.xlsx Gbo Subsite/Person Grace BOUTROS 7/9/2010 1 16371
O £ Cartificate of Exc Gbe Subsite/Person Grace BOUTROS 7/9/2010 1 49112

Records: 1 - 10 of 20 - Pages: 4 4 1 |2 3

The user will be able to restore items already deleted from the current site. He must select an item

then click on * Restare Selection 1101 to restore the selected item.
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To delete an item the user must click on 7 Delete Selection

days ago will be automatically emptied.
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. Iltems that were deleted more than 30

To manage deleted items for the entire Site Collection click on Site Collection Recvele Ein the following page

will open showing the deleted items of the whole site collection.

4 Restore Selection 7% Delete Selection iC Empty Recycle Bin &3 Back

emptied.

Drag a column header here to group by that column.

Records per page: |HOM ¥

Show Filter -

D Type Name Original Location Deletad By Craated By

D ‘ﬂ CabinetsAllignemr JI Cabinet UploadM EVER-ME\gbo Grace BOUTROS
O ﬁ ColumnsTitleZ.1F JI Cabinet Uploadm EVER-ME\gbo Jihane TOUMA
D ‘ﬂ check later das u JI Cabinet UploadM EVER-ME\ghbo Grace BOUTROS
I:l ‘ﬂ ColumnsTitle.JPE JI Cabinet UploadM EVER-ME\gbo Ranwa ELRAHBANI
O 3] DMSSS. bt JI Cabinet UploadM EVER-ME\gbo Grace BOUTROS
O ‘ﬂ DocumentConter JI Cabinet Uploadm EVER-ME\gbo Grace BOUTROS
D ‘ﬂ ErrorOnDeletever JI Cabinet UploadM EVER-ME\gbo Jihane TOUMA
I:‘ ﬁ ErrorMessageCind JI Cabinet UploadmM EVER-ME\gbo Grace BOUTROS
D ‘ﬂ ErrorMessageOnl JI Cabinet UploadM EVER-ME\ghbo Grace BOUTROS
I:l ‘ﬂ ErrorInMyFolders JI Cabinet UploadM EVER-ME\gbo Grace BOUTROS

Records: 1 - 10 of 440

- Pages: H

omnom o ;mm

nom o m o

Use this page to restore items that you have deleted from this site or to empty deleted items.ltems that were deleted more than 30 day(s) ago will be automatically

eleted Size

25/2010 14487
25/2010 10093
f25/2010 64804
25/2010 16371
f25/2010 760

25/2010 12217
f25/2010 14758
25/2010 11558
f25/2010 37093
25/2010 13375
44112131815k

The user selects an item(s) the click on:

s Restore Selection . - .. .
to restore the selected item in its original location.

7S Delete Selection \ ojote the selected item

] .
- ETpeT T (i empty the whole recycle bin

lj' Back

to go back to the previous page

The user will be able to restore deleted items, delete items and empty recycle bin.
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3. ENABLING

3.1 CLIENT INTEGRATION APPLICATION

The ES-DES Integrator application is a small application that will be installed on client machine to
enable the identification of application and text highlighting by users.

The user will be able to select a text from an application Ul and press a predefined shortcut key on
his keyboard in order for the client integration application to identify the required information and
open an Internet Explorer instance displaying the Document Enabling Services; ES-DES Document
Manager.

The ES-DES Integrator application can be run at windows startup and will be present and visible only in the

Windows taskbar. The icon. will have a context menu comprising the following menus:

1. Settings: ES-DES settings (Storage and Application Settings)
2. Auto start: to disable/enable the application to start on windows startup.
3. Help: a help document and user guide to use the integration services and their features
4. About: open the About form.
5. Exit: allows the user to exit and close the integration application
#  Settings...
Auto Stark
@ Help
&b About
A Exit

EN l"%r L D@L n47PmM

3.1.1 SETTINGS

The settings window is divided into two tabs:

— Storage Settings: define different storage destination (server on which the ES-DES server
application is installed)

— Application Settings: define the process that will activate Document enabling.
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Storage Settings

| test storage j
Mame: |test storage
Url: |http:.-".-"rni

e.q: http: /< serverd ames

| Application Setings | Storage Settings

Save | Delete |

The interface above displays the available Storage Settings. It allows the user to add a new storage,

edit or delete an existing one.
The name is a description to identify one storage setting from the other; the URL is the server

name/location where ES-DES server application is installed and running.

The Application Settings section is where applications can be added to the ES-DES Integrator to

activate Document Enabling on those applications.
There is no limitation on the applications that can be added here or the number of applications to

add.
Any application installed on the Machine can be added in this section. Each application will have one

shortcut key assigned to it and one destination storage.

ES-DES Settings X
% Application Settings
£ New.. | Edi. | Delete |
o
o Application Azzigned -
g Frocess ShortCut Destination
in

J‘ | Microzaft Dynamics. M. Frimany Storage

'w-___—_.'E Wwinword, exe Alkg Frimary Storage

@ notepad.exe Al 3 Alternate Storage

Application Settings

|

The interface above displays the different application settings
Application process: process where the data will be captured from
The Assigned Shortcut: shortcut used to trigger the capture and send data events

EVER TEAM - Information Owner Page 101 of 109



&
TEAM

Content for your Business

ES Content Management — User (?lm/

Destination: the storage setting associated with the selected process.

» To add a new application, the user must click on
following Add New Application page will open:

New..  button on top of the window. The

Add New Application

Process:

Browsze...

ShaortCut; |

Destination: |tESt storage

Save |

El

Cancel |

The user must follow the following steps:

1. Browse for a process from the available processes by clicking on

Browsze... | button

Available Processes

Chooze the program you want to uze:

Adobe Acrobat 7.0

EmE ditor
Emurazaft, [ne.

FURY

Internet Explorer
ticrozoft Corporation

| ®

Microzoft Office Excel

—;\
L

ticrosoft Corparation

Microzoft Corporation

) B

Adobe Systems Incorporated

Microsoft Office Picture Manager

Mirrnon F Mffina PowarPaink

(118

w

Brovse. .

| Cancel |

2. Select a process then click on OK

3. Enter the shortcut identifiers of the application (ex: Shift F1, CTRL 3...)

4. Select the Destination

5. Click on to save the application or on

Cancel

to cancel the operation.
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Editing an application is as easy as adding a new one. The user must select an application then click

on button. The same page will open but this time in edit mode. Add the necessary

modifications then click on button to save the changes.
» To delete an application the user must select the application he wants to delete then click on

button.
3.2 ES-DES DOCUMENT MANAGER

The ES-DES Document Manager is a web form instantiated by the ES-DES Integrator.

Its main purpose is to validate the information sent against the existing entities, create the
appropriate filing plan and display the existing documents to the user. It is also the main application
to add documents and metadata.

When the user activates ES-DES for an application (for example NAV), the client integration application will
open a new |E instance with the below interface.

The interface below, will display all integration entities configured in ES-DES Administrator and matching the
selected criteria (Business application, Business form and Business URL).

In case only one entity meets the criteria, the window below will be skipped.

The user will select the desired entity and will be directed to the correct Mapping of documents.

Select Entities

!/ Human Ressources l/ Insurance
S /4
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Once the user selects a value and initiates DES (through pressing the HotKey), the selected value is
compared to the Primary Key as defined in Entities — Data tab.

If the selected value exists only once under either the “Primary Key” then the value is loaded into ES-DES as

follows:

ES-DES adds folders as per the filing plan configuration

Patterns are created beneath the user’s selected value

;,,( EverSUIfe

A LS8 e % “! | EverSuite
Navigation Pane

Standard My Folders Advanced View ™

I3 Entities
[/ 3] Human Ressaurces
1|5 Personal Banking
EI_; Insurance Services
B 3 2003
..j Mirna Ibrahim

@ Mysiter | (i3] Cabinetv | [ Folder~ | [ Document~ | [5f View~ | 3% Searchw | 4 Tools~

j Services =

Welcome EVER-ME\gho ~

/g™ Administration ~

If the selected value exists multiple times under the “Primary Key” then the value is loaded into ES-DES as

follows:

User is prompted to select one record to proceed

Select Records

Ttems

id name parent
7 Other 1
8 Other 2
Other
10 Other
" Other
12 Other &
Pagell_of 1 =2

Displaying 1-6of &

ES-DES adds folders as per the filing plan configuration

Patterns are created beneath the user’s selected value
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= .
:’.-;,f Eversuite

L . S

Navigation Pane

El Entities
_._1| Human Ressources
_._1| Information Technology
E|_._1| Personal Banking
EIE} Insurance Services
=3 2000
EIE} Mirma Ibrahim

lﬁ ar Insurance,

lEl House Insurance
{3 Life Insurance

----- |C5) Medical Insurance

@ My sitew | (53] Cabinetw | [ Folder» | [ Documé

Standard My Folders Advanced View

b

ES Content Management — User (il.ﬂ(ﬂe/

If the selected value does not exist under the “Primary Key” then the value is loaded into ES-DES as follows:

User is prompted whether to continue with the folder creation operation

Attention

9 , No values found in database.
-

[ Yes ] [ Mo

fould you like to continue the capture process?

ES-DES adds a new Folder using the user selected text

= . .
ﬁf EverSuite

@ Mysitev | 53] Cabinetv | [y Folder+

I S S

Navigation Pane

Standard My Folders Advanced

[h Entities
_._1| Human Ressources
El ) Information Technology
. 22 [[ondefined)
Ella (undefined)
: Ia (undefined)
_._1| Personal Banking

|] Docums

View T

£
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3.3 DMS INTEGRATION FORM (SINGLE ENTITY)

The user selects a text from an application (NAV for example) and press the combinations already
defined in Hot Keys, the system will redirect him to DMS integration form.

A Ever - Microsoft Dynamics NAV EEE]

Fle Edit Wew Tooks window Help

S0 XDB 1 X L BEEE N 0000 0 @&Ed M @

[Purchase ———
=03 P ing

3
ion Workshasts
ing Req Workshest

larned Production Orders
m Flanned Prod. Orders
3 Transier Orders

2 re

3 De
S
o & 10000 London Postmaster - Yendor Card [=ES]
aw
L0 A rkine ‘General | Communication | Inveicing | Payments | Receiving | Foreion Trade
L History
= s Mo.. . . fLoood] = 2 SearchlName . . . . . . LONDON POSTH...
Hame. . ondon Postmaster Balance (LCY). . 116,459.95
Address .. 10 North Lake Avenue TS E e 0 0 0 0 AL 3]
Address 2. Responsibiity Center . . [LONDON
Post Code/City . . 112 S )] [London | Blocked . -
Country/Region Code: . . |GB £l Last Dake Modified . . . | 02/14/08
Attach Management Phone No. X
a Financial Management Primary ContactNo.. . . 3
Contact. . Mrs. Carol Philps
<] sales & Marketing
I:A =] Purchase |
- [Cvendor v [Puichases | [Functions | [ Hel
Warehouse
ﬁ"i Manufacturing
< 0bs
| Resource Planning
§ Service
'gg Human Resources
.:;j Administration
[2] Sshortcuts
No.: 10000 SUPER 01/07/10 NS

Whenever the user selects the data entity desired, the system will redirect him to the DMS
integration interface shown in the figure below.

The system will check if a folder already exists for the selected value. If yes, the system will display
the folder and subfolders.

If the folder is not available, then the system will create it and check if a pattern is assigned to the
integration entity. If yes, it will create the pattern under the created folder.

:;"'__.’( Eve__rSu:Te

@ Mysitev | [G3] Cabinet | Jj Folders | ] Docums
aa e § «
Navigation Pane

Standard My Folders Advanced View ¥

[ Entities
J Human Ressources
J Information Technology
EI__1| Personal Banking
E|_} Insurance Services
=03 2008
=3 Mirna Ibrahim
B

{3 House Insurance
(3 Life Insurance
1.:'] Medical Insurance
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3.4 ES-DES DOCUMENT MANAGER

To access ES-DES Document Manager, go to the SharePoint website, Site Settings and hit ES-DES
Viewer

Welcome Rachelle SAYAH - @
| This Site [+ | 0
aite Actions
1 = Create
]I[Ij Add a new library, list, or web page to
this website,
—— Edit Page
l f Add, remove, or update Web Parts on
L this page.
4%  Site Settings
= Manage site settings on this site,
ES-DES Document Manager
E | COpen ES-DES Document Manager - All
& Entities View R

ES-DES Document Manager enables the user to access, modify and upload documents to the system
via ES-DES.

(= EverSuite DMS - Windows Internet Explorer

@.\-/: - |g, http:/fem002:9315/abo%20subsite]_layouts/ESFolder/SPSTree. aspxPwindowC aption=Untited*20-%20Notepadiapp=notepad exefwalue=sdruiidf Bentity=1i%20Entity S 2018 Vl (X | | 2=
File Edit  View Favorites Tools  Help

. n |
* I@Eversmta Ms ] I itome = () i Prin v |+b Page = ) Taoks -
= = i Weloome EVER-ME\gho Gbo Subsite
ﬁf EverSuite | 5l

@ Mysite~ | [ Cabinets | [ Folderv | [] Documentw | [ view~ | 33 Search~ | (& Tools~ | 53 Servicesv | < Administration =
AL SO Ry «| | EverSuite
Navigation Pane

Standard My Faolders Advanced View ¥

=]
{£3] Human Ressources
#-{&3] Information Technology
=)-3] Personal Banking
B3 Insurance Services
B3 2009
{22 Mirna Thrahim

|~
v

3.4.1 MAPPING

In case of content type mapping, and when adding file, adding multiple, scanning and adding new,
the content type properties will be automatically filled depending on the value of the primary key in

the entity. Mapped columns will appear in read only, since these values are retrieved from the
database, as shown in the figure below
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File [=]|E3
; -
|l submit % cancel E Reset —
The document was uploaded successfully. Use this form to update the properties of the
document,
Content Type |.Ji Content Type v|
Name = IALEX - CONTRACT OF EMPLOYMENT | docx
Title | | B
Single line 1 |: Tl |
Multiple Line - - L
1 — r I FL—p N SGollldo
Choice 1 | Enter Chaice #1 v|
Mumber 1 | |
Currency 1 | |
Date Only 1 2 212008 ﬁ
- - w
< I | =
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3.5 IMPORT SERVICE

The ES-DES Import Service requires the user to paste files into a shared directory on the SharePoint
Server.

The file must follow a specific naming structure:
Entity_PrimaryKey_ContentType_FileName

Entity: Entity Name from ES-DES settings

Primary Key: Primary key from Navision

Content Type Name: Content Type of the document
File Name: Filename to be used in SharePoint.

Once pasted, the ES-DES Import Service automatically uploads the file into ES-DES

If the Filing Plan is not created, ES-DES Import Service creates the filing plan as per the Entity and
the provided primary key.

The file is uploaded to the Filing Plan and file properties are automatically mapped with their target
data.
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