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What is DocuShare? Getting started

What is DocuShare?

DocuShare is a web-based content management application that lets you use your web
browser to store, view, edit, and share information with other users across the Internet.
Anyone with access to your DocuShare site can download and upload documents, create
and manage repositories called collections, and create calendars, discussions, and other
site objects.

With DocuShare, you can:

1-2

Create and maintain your own account and workspace without the assistance of a
web master or site administrator.

Create collections in which to store documents, in their original format, and other
types of objects.

Control user access to collections, documents, and other site objects.

Set up subscriptions for objects to be notified of any changes, additions, and
deletions.

Maintain multiple versions of a document, track its revision history, and lock a
document to prevent simultaneous editing.

View new content on your site.
Search for objects and content on your site.

Automate document routing tasks.
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Getting started Accessing DocuShare

Accessing DocuShare

You access DocuShare through a web browser, such as Microsoft Internet Explorer or
Netscape Navigator. When you connect to your DocuShare site, the DocuShare home
page is the first page you see. From the home page you can access the content on your
site and use the navigational links to get to DocuShare features.

When you first access DocuShare, you are a guest. To add content to the site, you must
have a user account and be logged in. See Users and groups for more information.

Although your administrator can customize your site home page and different browsers
may not display site elements the same, your home page should look similar to the
example shown below.

XEROX DocuShare®

. . . Home | Content Map | What's New | Users & Groups | Help
Guest Searcll:l Go| ¥ Advanced
Login:

Welcome to DocuShare!
Username

[ Providing essential tools to improve the efficiency of document-intensive

Passwaord processes throughout your enterprise,
Domain @ Initial Top Level Collection A
Illioc:uShare jv @ Initial Top Level Collection B
tain login for fut
re ) Bz Vel Ve @ Initial Top Level Collection C
o

rou must login to add content or @ Initial Top Level Collection D

see restricted content,

What's New:

Iin the last hour 'I

Gol

Lists all modified content, See
what's new today!

Getting Started:

Mot sure what to do?
Take a Tutorial

Related Links:

About DocuShare
DocuShare Downloads
workCentre Scans

The DocuShare home page includes these features:

* The site’s top-level collections, which contain all the content on your site
* Login area

+  What's New menu, which you can use to see the content that has been added or
changed

* Help on getting started using DocuShare
* Links to related information

» Nauvigation links to other DocuShare pages: Home, Content Map, What's New,
Users & Groups, Help

» Search area used to find objects in a collection or on the site

DocuShare User Guide 1-3



Navigating your site Getting started

Navigating your site

The navigation bar at the top of your home page provides links to other DocuShare pages.
These links also appear at the top of every page.

*  Home—returns to the home page.
+ Content Map—displays the objects on your site, based on your current location.
* What's New—lists the new and changed objects on your site.

* Users & Groups—provides links to listing, finding, and creating user and group
accounts.

* Help—provides access to user guides, tutorials, and software downloads.

+ Username—displays your user account properties. Your username displays after
you log into DocuShare.

* Logout—Ilogs you out of DocuShare. The link displays after you log in.

* My DocuShare—displays your personal home page, which includes your favorites
and a personal collection and calendar. The link displays after you log in.

* My Tasks—shows the routing tasks assigned to you and the tasks you assigned.
The link displays after you log in.

» Advanced—provides advanced search features.

In addition, most DocuShare pages include breadcrumbs, which you can use to navigate
your site. The breadcrumbs either provide a path from the home page to your current
location or list the last few pages you visited. You can click any link in the breadcrumbs to
go to the page. For objects that appear in more than one location, multiple breadcrumbs
are displayed when you click the triangle under Location.

Breadcrumbs for an open collection are shown below.

Location: Home > Initial Top Level Collection D > My Collection Listing
A

1-4 Release 4.0.1



Getting started Managing content

Managing content

Your DocuShare site consists of collections and objects. A collection is like a folder; you
use it to store other collections and objects. Objects can be documents, calendars,
discussions, and URLs, and can appear in more than one collection.

You can create any number of collections on your DocuShare site. As the user who
created the collection, you are the object’s owner and you can control the type of access
that users have to it. You can also assign a variety of properties to the collection, which
allow you to provide information about the collection to other users and to customize it.

The figure below shows the contents of a collection titled Training. The collection contains
a number of objects including: other collections, a document, a URL to another web site,
and a calendar.

XEROX DocuShare®

Home | Content Map | What's New | Users & Groups | Help

dsuser Logout My DocuShare My Tasks Search: In: | This Collection =| Go|a advanced
Training @ Edit Properties...
Location: Home » Initial Top Level Collection D » Training Listing

|Edit Selected... | Gol |add... = Gol Jview... | Go| [1-50fs5 -]
[T Type Title Owner Edited Size

Il @ Course Descriptions #NEw dsuser 09/27/04 i} [‘é’

Il @ Registration #nEw dsuser 09/27/04 i} [‘é’

™ (@ Training Guide #nEw dsuser  09/27/04 38 KB (@ (4 @ [
I @ DocuShare snew dsuser 09/27/04 0@

Il D Training Schedule #nEw dsuser 09/27/04 i} [‘é’

Each DocuShare object is identified by an icon. Table 1-1 shows the current DocuShare
icons.

Table 1—-1: DocuShare icons

DocuShare object and its icon

User—A registered DocuShare Group—One or more
user. DocuShare users, groups, or
both.
Collection—A container for Document—A document
ﬁ storing DocuShare objects. g stored on the DocuShare site.
The icon can vary, depending

on the document’s file type.

Discussion—An online forum Topic—A posting to a
where topics can be posted. & discussion.
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Managing content Getting started

Table 1—-1: DocuShare icons

DocuShare object and its icon

Calendar—An online monthly Event—A calendar entry.

g or weekly calendar. g

Mail Message—An email Saved Query—Saved search

:ﬂ message. % query terms that can be used
4 for a search.

Subscription—Notification URL—An Internet address for a
4:)'- after a change occurs to a @ web page.
- specified DocuShare object.

Assigning properties to objects

Every DocuShare object has an assigned set of properties. For example, the properties
for all objects include a title, a description, and an owner. Each object has a number of
specific properties. For example, the sort order property is unique to collections and
documents have a maximum versions property. Your DocuShare administrator also can
create custom properties for use at your site. Properties allow you to search for objects.

Controlling access to objects

You can control the level of access users and groups have to DocuShare objects by
assigning permissions. A collection and the objects it contains can have the same
permissions, or each object in a collection can have its own permissions. DocuShare
allows you to assign these access permissions to users and groups:

* Reader allows the user or group to read the contents of the object and view its
associated properties and permissions.

*  Writer allows the user or group to edit the object’s properties and add new
objects, including new versions of documents.

+ Manager allows the user or group to delete the object, and change the object’s
access permissions and owner.

Your DocuShare administrator has full access permissions to all of the objects on your
site.

See Access permissions for an explanation of how to assign permissions to DocuShare
objects.
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Getting started

Using My DocuShare

Using My DocuShare

My DocuShare is a personalized home page that allows you to keep your favorite objects

in a single location, store objects in a personal collection, view your browsing history and
routing tasks, and manage the events from multiple favorite calendars. After logging into
DocuShare, My DocuShare is accessible from the site home page and on the navigation
bar. For information on how to set up and use My DocuShare, see My DocuShare.

XEROX DocuShare®

dsuser Logout My Tasks

My DocuShare

Location: Home My DocuShare

Favorites

Yiew: IAll Types 'I EI
@ Registration *nNEw

@ Training Guide =NEw

D Training Schedule =nEw

History (Page 1 of 1)

WView your browsing history,

[i-l My Docushare

[‘3 Training Listing

[‘;-1 Initial Top Level Collection D Listing

Tasks (Page 1 of 1}

WView your current tasks,

DocuShare User Guide

(Page 1 of 1)

Home | Content Map | What's New | Users & Groups | Help

Searcll:l Go|a advanced

Personal Collection
Yiew: IAll Types 'I EI

Title Owner Date Size

dsuser 09/27/04 3 &

(Page 1 of 1)

@ Presentations #NEw

@ Course Agenda *NEW dsuser 09/27/04 61 KB @’

Favorite Calendars {all your favorite calendars combined)

View:IWeek Wiew 'I Gol Refresh |

October 3, 2004 - October 9, 2004 MNext »
Sunday, October 3, 2004

4 Previous

Monday, October 4, 2004 9:00 arn - 4:00 arn User Training Class dsuser
Tuesday, October 5, 2004 9:00 arn - 4:00 arn User Training Class dsuser
Wednesday, October 6, 2004 o.00 a7 - 400 am User Training Class dsuser
Thursday, October 7, 2004 9:00 arn - 4:00 arn User Training Class dsuser

Friday, October 8, 2004 9:00 arn - 4:00 arm User Training Class dsuser

Saturday, October 9, 2004
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Viewing new content on your site Getting started

Viewing new content on your site

From any page, you can display a list of the content that has been added or changed on
your site. This lets you quickly find any new or recently changed object or content that
might be of interest to you.

To find out what’s new:

1.

Q

Do one of the following:

* From the home page, select the time period you want under What’s New.
Click Go.

*  On the navigation bar, click What’s New.
DocuShare displays the list of content that has been added or changed.

To change the search query used to display the list of new or changed content,
click the Refine Query button.

The Refine Search page appears.

Change any of the search properties and click the Search button. Click a field
name for a description of the property, or see Running an advanced search on
page 10—4.

NOTE: If you are a guest user and you click What’s New on the navigation bar,

1-8

DocuShare lists the content that has been added or changed during the past 24
hours. If you are a logged-in user and you click What’s New on the navigation
bar, DocuShare lists the content that has been added or changed since you last
clicked What’s New.
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Getting started Logging in and out

Logging in and out

When you are not logged into DocuShare, you have guest access to the objects on your
site. As a guest, you can browse and view content, unless access to it is restricted.
Logging in enables you to add objects to your site and edit content.

To log into DocuShare:

1. Go to the DocuShare home page.
2. Inthe Login area, enter your registered username and password in the fields.
Your password is case-sensitive.

3. If the Domain field appears, select your domain name.

Q

NOTE: The Domain field appears if your site uses the LDAP (Lightweight Directory
Access Protocol) add-on.

4. If the retain login for future checkbox appears, click it if you want to remain
logged into DocuShare after you close and reopen your browser.

Q

NOTE: The retain login for future checkbox appears if your administrator configured
your site to use a feature called Persistent Login. For DocuShare to save your
password, Internet Explorer’'s Do not save encrypted pages to disk option
cannot be enabled. You can check the option’s setting by selecting Internet
Options from the Tools menu and then clicking the Advanced tab.

5. Click Go.
Your username appears on the navigation bar, indicating that you are logged in.

To log out of DocuShare:

1. Do one of the following:

» If Persistent Login is not enabled or you did not select the retain login for
future checkbox, close the browser window.

* If you selected the retain login for future checkbox, click the Logout link on
the navigation bar.

DocuShare User Guide 1-9



DocuShare applications Getting started

DocuShare applications

DocuShare provides several applications to extend its functionality.

DocuShare Windows Client—A Windows-based application that seamlessly integrates
DocuShare's document management features within your Windows desktop environment.
From your Windows desktop you can easily access DocuShare content, drag and drop
documents between DocuShare collections and your local and network drives, and open,
edit, and save DocuShare documents from a variety of applications.

This application is included with DocuShare. To download it, go the Help page and click
the Downloads tab.

DocuShare Outlook Client—A Windows-based application that enables you to
conveniently manage and share information within Microsoft Outlook. Mapped DocuShare
servers and collections appear as mail folders in your Inbox’s Folder List. Open a folder to
browse the contents of a collection, open documents for editing, and save new versions of
documents. You can easily archive and share mail messages and attachments by
dragging and dropping them to a collection. When you need to find information quickly,
you can perform keyword searches.

This application must be purchased separately.

DocuShare Interact—An easy-to-use editor that enables any number of users to
collaborate on a project using the web. An Interact page author creates an Interact page
for a specific task or project. Using a web browser, you and other users can add, revise,
and share page content. Interact pages can be used for any task that requires or would
benefit from a collaborative effort, such as managing project tasks, co-authoring a
document, and assigning and tracking action items.

This application must be purchased separately.
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About DocuShare accounts Users and groups

About DocuShare accounts

By default, DocuShare is a community-maintained site, allowing anyone to create user
and group accounts. Depending on the needs of your site, the DocuShare administrator
can restrict account creation to logged-in users or to an administrator.

Additionally, if your site uses the LDAP (Lightweight Directory Access Protocol) add-on to
manage user accounts, an administrator creates an account for you. To find out how your
site is configured, see your DocuShare administrator.
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Users and groups DocuShare user accounts

DocuShare user accounts

When you first access DocuShare or until you log in, you are considered a guest user. As
a guest, you can browse any unrestricted, or public, content. To add objects and edit
content, you must have a DocuShare user account.

Creating a user account

If your site allows guest users to create accounts, you can create a user account. If
account creation is restricted, an administrator will need to create a user account for you.

To create a user account:

1.
2.
3.

Q

On the navigation bar, click Users & Groups.
Click the Add User tab.
On the Add User page, enter the following information:

Username—The name you want to use to log into DocuShare. When creating
objects, the username is specified as the object’'s owner.

Password—The password you want to use to log into DocuShare. Your password
is case-sensitive and must be typed as specified when logging in.

Password Confirm—The same password that you typed in the Password field.

Domain—An organization or other entity on your DocuShare site. This field
appears if your site uses the LDAP add-on. The menu lists internal domains only.

Last Name—Your last name. Users are listed on the DocuShare site by their first
and last names.

Enter any optional information. Click a field name for a description of each
property.

NOTE: If your administrator created custom properties, they also display on the page.

5.

See your administrator for information about custom properties.

Click Apply.
The Properties page for the user account appears.

If DocuShare was unable to create a new account, a message page appears
describing the problem.
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Viewing user account properties

You can view the properties of any DocuShare user account. To view the properties, you
do not need to be logged into DocuShare.

To view a user’s account properties:

1. On the navigation bar, click Users & Groups.
2. On the List page, select Users in the Show field.
3. Do one of the following:

» To find a specific user account, enter part of the user’s first name, last name,
or username in the Search field. Click the Go button.

» To display all user accounts, click Show All.

4. From the displayed list, click the name of the user whose properties you want to
view.

The Properties page appears, displaying the user’s properties. Click a field name
for a description of each property.

Changing your user account properties

You must be logged in as the user whose properties you want to change. You can view,
but not change, another user’s properties.

To change your user account properties:

1. On the navigation bar, click your username.
The Properties page appears.
2. Click the Edit tab.

3. Change the properties you want. Click a field name for a description of each
property.

4. Click Apply.

The Properties page appears displaying your new properties.
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Users and groups DocuShare user accounts

Changing your password

You must be logged in as the user whose password you want to change. You cannot
change another user’s password.

Q

NOTE: If your site uses the LDAP add-on, you cannot change your password. Your
administrator must change your password on the LDAP server.

To change your current password:

1. On the navigation bar, click your username.

The Properties page appears.

Click the Change Password tab.

Enter your current password in the Old Password field.

Enter your new password in the New Password field.

Enter your new password in the New Password Confirm field.
Click Apply.

o a0~ oD

Changing your username

You must be logged in as the user whose username you want to change. You cannot
change another user’s username.

Q

NOTE: If your site uses the LDAP add-on, you cannot change your username. Your
administrator must change your username on the LDAP server.

To change your username:

1. On the navigation bar, click your username.

The Properties page appears.

Click the Change Username tab.

Enter your current password in the Password field.

Enter a new username in the Username field.

o M DN

Click Apply.

The Properties page appears displaying your new username. The new name also
appears on the navigation bar.
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Changing your domain

If your site uses the LDAP add-on, you can change your domain to an internal domain on
the DocuShare server. You must be logged in as the user whose domain you want to
change; you cannot change another user’s domain.

To change your current domain:

1. On the navigation bar, click your username.
The Properties page appears.
2. Click the Change Domain tab.
Select a new domain from the Domain menu.
4. Click Apply.

Deleting a user account

Only an administrator can delete an existing user account. Contact your administrator if
you want to delete your user account. If you have several user accounts, your
administrator can combine any number of the accounts into one account.
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DocuShare group accounts

A group consists of any number of DocuShare users, groups, or both. When your site
includes groups, you can more easily manage access to collections and objects by
assigning permissions to the group instead of to each user.

Creating a group

The DocuShare administrator can choose to allow logged-in users to create group
accounts or to have group account creation under administrative control. If after logging
into DocuShare, you do not see the Add Group tab on the Users and Groups Registry
page, then an administrator will need to create a group for you.

To create a group:

1. On the navigation bar, click Users & Groups.
2. Click the Add Group tab.

3. In the Title field, enter a name for the group. The name can contain spaces and
punctuation marks, and can be identical to another group name.

4. Inthe Domain field, select a domain name. This field appears if your site uses the
LDAP add-on. However, the menu lists internal domains only.

5. Enter any optional information. Click a field name for a description of each
property.

Q

NOTE: If your administrator created custom properties, they also display on the page.
See your administrator for information about custom properties.

6. Click Apply.
The Change Membership page appears.

7. In the Show field, select the type of account you want to display in the Possible
Users/Groups field.

8. Do one of the following:

» To find a specific account, enter part of the user’s first name, last name, or
username or the group’s title in the Search field. Click the Go button.

» To display all accounts, click Show All.
» To display your favorite accounts, click Show Favorites.

9. In the Possible Users/Groups field, select the accounts to add to the group and
click the Add button. To select multiple accounts, use the CTRL key (Windows) or
the Command key (Macintosh).

10. Inthe Selected Users/Groups field, select any accounts that you want to remove
from the group and click the Remove button. To select multiple accounts, use the
CTRL key (Windows) or the Command key (Macintosh).
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11. Click Update.

The group members display on the Members page.

Viewing group properties

You can view the properties of any DocuShare group. To view the properties, you do not
need to be logged into DocuShare.

To view a group’s properties:

1. On the navigation bar, click Users & Groups.
2. On the List page, select Groups in the Show field.
3. Do one of the following:

» To find a specific group account, enter part of the group’s title in the Search
field. Click the Go button.

+ To display all group accounts, click Show All.

4. From the displayed list, click the name of the group whose properties you want to
view.

The Properties page for the group appears. Click a field name for a description of
each property.

Changing group properties

Depending on the Change Membership setting, either the logged-in owner of the group
or a logged-in group member can change the properties of a group.

To change a group’s properties:

1. On the navigation bar, click Users & Groups.
2. On the List page, select Groups in the Show field.
3. Do one of the following:

+ To find a specific group account, enter part of the group’s title in the Search
field. Click the Go button.

+ To display all group accounts, click Show All.

4. From the displayed list, click the group whose properties you want to change.
The Properties page for that group appears.
Click the Edit tab.

6. Change the properties that you want. Click a field name for a description of each
property.

7. Click Apply.
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Changing the members of a group

Depending on the Change Membership setting, either the logged-in owner of the group
or a logged-in group member can add and remove members from the group.

To change a group’s members:

1.
2.
3.

10.

1.

On the navigation bar, click Users & Groups.
On the List page, select Groups in the Show field.
Do one of the following:

» To find a specific group account, enter part of the group’s title in the Search
field. Click the Go button.

» To display all group accounts, click Show All.

From the displayed list, click the group whose members you want to change.
The Properties page for that group appears.

Click the Members tab.

The Members page shows the current group members.

To change group members, click the Change Membership button.

In the Show field, select the type of account you want to display in the Possible
Users/Groups field.

Do one of the following:

» To find a specific account, enter part of the user’s first name, last name, or
username or the group’s title in the Search field. Click the Go button.

» To display all accounts, click Show All.
» To display your favorite accounts, click Show Favorites.

In the Possible Users/Groups field, select the accounts to add to the group and
click the Add button. To select multiple accounts, use the CTRL key (Windows) or
the Command key (Macintosh).

In the Selected Users/Groups field, select any accounts that you want to remove
from the group and click the Remove button. To select multiple accounts, use the
CTRL key (Windows) or the Command key (Macintosh).

Click Update.

The group members display on the Members page.

DocuShare User Guide 2-9



DocuShare group accounts Users and groups

Changing the owner of a group

Only the logged-in owner of the group can change its owner. After changing the group’s
owner to another user, you will no longer be able to change the group’s members and
properties, unless Change Membership is set to Members.

To change the owner of an existing group:

1.
2.
3.

On the navigation bar, click Users & Groups.
On the List page, select Groups in the Show field.
Do one of the following:

» To find a specific group account, enter part of the group’s title in the Search
field. Click the Go button.

» To display all group accounts, click Show All.

From the displayed list, click the group whose owner you want to change.
The Properties page for that group appears.

Click the Edit tab.

Click Change Owner.

The Change Owner page appears.

Do one of the following:

» To find a specific user account, enter part of the user’s first name, last name,
or username in the Search field. Click the Go button.

» To display all user accounts, click Show All.

» To display your favorite accounts, click Show Favorites.

Select a name from the New Owner field.

In the Add Owner to Group field, click Yes to add the new owner to the group.
Click Update Owner.

The Properties page appears.
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Changing the domain of a group

If your site uses the LDAP add-on, you can change a group’s domain to an internal
domain on the DocuShare server. You must be the logged-in owner of the group to
change its domain.

Q

NOTE: Changing the group’s domain does not change a group member’s domain, if
one is used.

To change a group’s domain:

1. On the navigation bar, click Users & Groups.
2. On the List page, select Groups in the Show field.
3. Do one of the following:

+ To find a specific group account, enter any part of the group’s title in the
Search field. Click the Go button.

+ To display all group accounts, click Show All.

4. From the displayed list, click the group whose domain you want to change.
The Properties page for that group appears.
Click the Change Domain tab.

6. Select a new domain from the Domain menu.

7. Click Apply.

Sending mail to group members

To easily communicate with a DocuShare group, you can send an email message to the
group’s members. The message is sent to each member whose user properties include an
email address. To send email, your web browser must be correctly configured with a mail
client, such as Microsoft Outlook or Netscape Communicator.

To send email to the members of a group:

1. On the navigation bar, click Users & Groups.
2. On the List page, select Groups in the Show field.
3. Do one of the following:

» To find a specific group account, enter part of the group’s title in the Search
field. Click the Go button.

+ To display all group accounts, click Show All.

4. From the displayed list, click the group that you want to send an email message
to.

The Properties page for that group appears.
Click the Mail To tab.

6. To write your message, click the here link.
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Your browser launches an untitled message window with each group member’s
email address entered in the To field.

7. Compose your message and click Send to email the message to the members of
the group.

Deleting a group

You can delete a group if you are the logged-in owner of the group.
To delete a group:

1. On the navigation bar, click Users & Groups.
2. On the List page, select Groups in the Show field.
3. Do one of the following:

+ To find a specific group account, enter any part of the group’s title in the
Search field. Click the Go button.

« To display all group accounts, click Show All.

4. From the displayed list, click the group that you want to delete.
The Properties page for that group appears.

5. At the bottom of the page, click the Delete button.
The Confirm Delete page appears.

6. Click Delete to remove the group from your site.

If you do not want to delete the group, click Cancel.
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Finding and listing DocuShare accounts

From the List page, you can quickly search the users and groups registry to determine
whether or not a user or group has an account on the DocuShare site. You also can list all
of the user and group accounts registered on the site.

To search for a user or group:

1

2
3.
4

On the navigation bar, click Users & Groups.

On the List page, select the type of account you want to find in the Show field.
In the Search field, enter a complete name or part of a name.

Click Go.

The search results display, listing the users, groups, or both who match the search
text.

To list the accounts on your site:

1.
2.

On the List page, select the type of account you want to list in the Show field.
Click Show All.

The list of all registered accounts displays.
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About collections

Your DocuShare site consists of any number of repositories, called collections, in which
you store documents and other objects. The administrator determines which initial set of
collections appears on the DocuShare home page. As a registered user, you can add
collections to your DocuShare site.

Home | Content Map | What's New | Users & Groups | Help

Search:l Gao | ¥ Advanced

Welcome to Docushare!

Providing essential tools to improve the efficiency of docurment-intensive
processes throughout vour enterprise,

@ My DocuShare
vour personalized DocuShare home page...

@ Initial Top Level Collection A
@ Initial Top Level Collection B
@ Initial Top Level Collection C
@ Initial Top Level Collection D
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Adding a collection

You can add a collection to another collection if you are logged in and have Writer access
to the existing collection.

To add a collection:

1. Navigate to and open the collection to which you want to add a collection.
The collection page opens showing all of the objects in the collection.

2. From the Add menu, select Collection.
The Add Collection page appears.

3. In the Title field, enter a name for the collection. The name should be short, but
descriptive, and can contain spaces and punctuation marks.

4. Enter any optional information. Click a field name for a description of each
property.

Q

NOTE: If your administrator created custom properties, they also display on the page.
See your administrator for information about custom properties.

5. Click Apply.

The Properties page for the collection appears, displaying information about the
new collection.

6. You can click the collection name displayed in the Location breadcrumbs to open
the collection.

To change the collection’s access permissions, see Access permissions.
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Viewing and changing collection properties

You do not need to be logged into DocuShare to view a collection’s properties. However,
only the logged-in owner of a collection or a logged-in user with Writer access to the
collection can change the properties.

To view and change a collection’s properties:

1.
2.

Q

Locate the collection whose properties you want to view and change.
Do one of the following:

» If the collection is open, click the Edit Properties link in the upper-right corner
of the window.

» If the collection is not open (you can view its title in a collection), click the
Properties icon that appears to the right of the collection’s title.

The Properties page for the collection displays the read-only properties.
Click the Edit tab.

Change the properties you want. Click a field name for a description of each
property.

NOTE: If your administrator created custom properties, they also display on the page.

5.

See your administrator for information about custom properties.

Click Apply.
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Changing the location of a collection

You can move a collection to another location or have the collection appear in several
locations on your site. Although a collection can appear in several collections, there is only
one copy of it, which saves space on your DocuShare site.

To change a collection’s location, you must be logged in and have Writer access to both
the current and new collection.

Q

NOTE: You can also use the Copy and Paste commands to copy a collection to
another collection. See Editing multiple objects in a collection on page 3-7.

To change a collection’s location:

1. Open the collection that contains the collection whose location you want to
change.

2. Do one of the following:

» Click the checkbox that appears next to the collection’s title. From the Edit
Selected menu, select Change Location. On the Confirm Change Location
page, click Confirm.

» Click the Properties icon that appears to the right of the collection’s title. On
the Properties page for the collection, click the Locations tab.

The Change Location page appears.

3. In the Sort By field, select Title to display the possible locations in alphabetical
order or select Handle to display the possible locations in numerical order.

4. Do one of the following:

» To find specific collections, enter one or more words in the Search field. Click
the Go button.

» To display all collections, click Show All.
» To display your favorite collections, click Show Favorites.

5. In the Possible Locations field, select the collection(s) in which you want the
collection to appear and click the Add button. To select multiple collections, use
the CTRL key (Windows) or the Command key (Macintosh).

6. Inthe Selected Locations field, select any collections in which you do not want
the collection to appear and click the Remove button. To select multiple
collections, use the CTRL key (Windows) or the Command key (Macintosh).

Q

NOTE: Make sure at least one collection appears in the Selected Locations field.
Otherwise, the collection will become orphaned, which means it will not appear
in any collection.
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7. Click Update Locations.

The Properties page for the collection appears displaying the collection title(s) in
which the collection now appears.
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Editing multiple objects in a collection

When viewing an open collection, you can use the Edit Selected menu to perform a
variety of tasks on one or more objects. For instance, you can add several collection
objects to your favorites and copy and paste objects between collections.

To edit multiple collection objects:

1.
2.

Q

Navigate to and open the collection.
Do one of the following:
+ To edit some of the objects, click the checkbox next to the objects you want.

+ To edit all of the objects, click the checkbox to the left of the Type column
heading.

From the Edit Selected menu, select one of the following commands:
¢ Add to Favorites—Add the object to Favorites on My DocuShare.
+ Copy—Copy the object to the clipboard.

+ Paste—Paste the object from the clipboard. Select the command after
copying one or more objects to the clipboard.

+ Delete—Remove the object from your site.

*+ Rename—Change the object’s title.

+ Change Location—Add the object to another location.
+ Change Owner—Change the object’s owner.

A confirm window appears.

Click Confirm to continue. Depending on which command you selected,
additional pages may appear.

NOTE: When using the Change Location command, if an object appears in more than

one collection, only the current collection is listed in the Selected Locations
field.
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Deleting a collection

You can delete a collection on your DocuShare site if you are the logged-in owner of the
collection or have Manager access to it. If the collection contains other objects, you can
choose to delete the collection only or the collection and its contents. To delete the
collection and its contents, you must be the owner of the objects in the collection or have
Manager access permission to them.

Q

NOTE: If you delete a collection, but not its contents, and the objects are not located in

another collection, they become orphaned. You are unable to access orphaned
objects from a collection. Your administrator can relocate orphaned objects in a
collection so you can access them again.

To delete a collection:

Q

Navigate to the collection that you want to delete.
Do one of the following:

» Click the checkbox that appears next to the collection’s title. From the Edit
Selected menu, select Delete.

« Click the Properties icon that appears to the right of the collection’s title. On
the Properties page for the collection, click the Delete button.

The Confirm Delete page appears.

NOTE: If a minus sign appears in the checkbox that precedes the collection, then you

3-8

do not have Manager access to the object and cannot delete it.

From the For collections, delete menu, do one of the following:

+ Select Collection and Contents to delete the collection and all of the objects
in it.

+ Select Collection Only to delete the collection, but not its contents.

Click Delete to remove the collection from your site.

If you do not want to delete the collection, click Cancel.
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Restoring a deleted collection

If you accidentally delete a collection, your administrator can restore it if the trashcan is
enabled on your site. The trashcan holds deleted objects until your administrator
expunges or restores the trashcan contents. See your administrator to restore a deleted

collection.
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About documents

Using DocuShare, you can store, access, and manage documents created in a variety of
popular formats. You add documents to DocuShare by uploading them from your
computer or a network drive to a collection on your site. With the documents stored in a
DocuShare collection, users connected to the network can use their browser to search for,
view, edit, and download a document.

For document management, DocuShare supports version control through its check-out
and check-in features. By default, DocuShare saves four versions of a document; you can
change the number of versions DocuShare saves on a per-document basis. In addition,
you can change a document’s preferred version, which is the version that opens when
users view, check out, and route the document from a collection. By default, a document’s
preferred version is its latest version.
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Adding a document to a collection

You add a document to a collection by uploading it from a folder on your local drive or a
network drive. The upload copies the document to the collection. Once a documentis in a
collection, it is available to others for viewing or collaborative work.

To add a document, you must be logged in and have Writer access to the collection.

To add a document to a collection:

1.
2.

Q

Navigate to and open the collection to which you want to add the document.
From the Add menu, select Document.

The Add Document page appears.

Enter the following information:

Filename—The complete path and filename of the document you want to upload.
You can click the Browse button to navigate to and select the document.

If you enter the path and filename of a document that does not appear on the
drive, DocuShare uploads an empty document.

Title—The title of the document. The title should be short, but descriptive, and
can contain spaces and punctuation marks.

Max Versions—The maximum number of versions to save. When a new version
of a document is saved to DocuShare, the oldest version is deleted, unless it is
the preferred version.

Enter any optional information. Click a field name for a description of each
property.

Click Apply to upload the document to the collection.

The Properties page for the document appears, displaying information about the

new document. If you chose to route the document, a Routing Slip appears. For
information on how to use the Routing Slip, see Routing documents.

NOTE: DocuShare identifies each object on the site with a unique handle (for example,

Document-37). Therefore, you can upload a document that has a name
identical to a document stored in a collection.
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Viewing and changing document properties

Any user can view the properties of a document. You can change a document’s properties
if you are the logged-in owner of the document or a logged-in user with Writer access to
the document.

To view and change a document’s properties:

1. Open the collection that contains the document whose properties you want to
view and change.

2. Click the Properties icon that appears to the right of the document’s title.
The Properties page for the document displays the read-only properties.
Click the Edit tab.

4. Change the properties you want. Click a field name for a description of each
property.

Q

NOTE: If your administrator created custom properties, they also display on the page.
See your administrator for information about custom properties.

5. Click Apply.
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Changing the location of a document

You can move a document to another collection or have the document appear in several
collections on your site. Moving a document eliminates the need to delete the document
and then upload it again. Although a document can appear in several collections, there is
only one copy of it, which saves space on your DocuShare site.

To change a document’s location, you must be logged in and have Writer access to both
the document and the new collection.

Q

NOTE: You can also use the Copy and Paste commands to copy a document to
another collection. See Editing multiple objects in a collection on page 3-7.

To change a document’s location:

1. Navigate to and open the collection that contains the document that you want to
move.

2. Do one of the following:

*  Click the checkbox that appears next to the document’s title. From the Edit
Selected menu, select Change Location. On the Confirm Change Location
page, click Confirm.

» Click the Properties icon that appears to the right of the document’s title. On
the Properties page for the document, click the Locations tab.

The Change Location page appears.

3. In the Sort By field, select Title to display the possible locations in alphabetical
order or select Handle to display the possible locations in numerical order.

4. Do one of the following:

» To find specific collections, enter one or more words in the Search field and
click Go.

» To display all collections, click Show All.
» To display your favorite collections, click Show Favorites.

5. In the Possible Locations field, select the collection(s) in which you want the
document to appear and click the Add button. To select multiple collections, use
the CTRL key (Windows) or the Command key (Macintosh).

6. Inthe Selected Locations field, select any collections in which you do not want
the document to appear and click the Remove button. To select multiple
collections, use the CTRL key (Windows) or the Command key (Macintosh).

Q

NOTE: Make sure at least one collection appears in the Selected Locations field.
Otherwise, the document will become orphaned, which means it will not appear
in any collection.
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7. Click Update Locations.

The Locations page appears displaying the collection title(s) in which the
document now appears.
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Viewing a document

DocuShare provides a repository for your documents; your browser controls how a
document is displayed. By design, browsers are able to handle several types of
documents and files, such as HTML, GIF, and JPEG. However, for some documents, such
as Microsoft Word and Excel, your browser launches a helper application (viewer) to run
or display the document either outside or within the browser window. To play multimedia
files, the browser uses a plug-in, which opens the file within the browser window.

Your browser is preconfigured to use specific helper applications and plug-ins. Generally,
if you try to open a document or file that your browser does not recognize, it displays a
window that guides you in finding the application to use for that type of file.

Unless access to a document is restricted, you can view the content of any document on
your site.

To view the content of a document:

1. Navigate to and open the collection that contains the document you want to view.
2. Click the document title.
3. To return to the collection page, do one of the following:

+ If the document opened in a separate window, select Exit from the File menu.

+ If the document opened within the browser window, click the browser’s Back

button.

NOTE: If you click the X in the top-right corner of the browser or select Close from the
File menu, your browser closes and you lose your connection to the DocuShare
site.
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Viewing an HTML rendition of a document

DocuShare provides an HTML conversion feature that lets you view supported document
types in HTML format. This feature eliminates the need to configure your browser to
display certain document types. If a View icon appears to the right of a document’s title,
then you can view an HTML rendition of the document.

Q

NOTE: The HTML conversion feature cannot convert documents that contain encrypted
information.

To view an HTML rendition of a document:

1. Open the collection that contains the document you want to view.
2. Click the View icon that appears to the right of the document’s title.
DocuShare converts the document to HTML and displays the document.

3. Click the browser’s Back button to return to the collection page.
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Editing a document

DocuShare supports the complete development cycle of a document, allowing users to
collaborate on a project. Document check-out and check-in ensures that only one user at
a time edits a document. Version control maintains a user-specified number of document
versions.

To edit a document and create a new version, you must be either the logged-in owner of
the document or a logged-in user with Writer access to it. In addition, the document’s Add
Versions property must be set to Allowed (default setting).

Q

NOTE: If DocuShare Windows Client is installed on your computer and you enabled the

Handle checkout from web browser property in the DocuShare Client
Properties window, the DocuShare Client Checkin Wizard displays after you edit
and save the document. When using this feature, make sure DocuShare’s URL
in the browser is the same as the server’s address in Windows Client. To check
the server’s address, right-click the server name and select Properties.

To edit a document:

1.

Navigate to and open the collection that contains the document that you want to
edit.

Click the Check Out icon that appears to the right of the document’s title.

The document opens in the browser window, or a window appears allowing you to
open or download the document. When the document is checked out, it is locked,
which prevents other users from editing it.

Edit the document.
Do one of the following:

» If the document opened in the browser, click the Back button. Click Yes to
save your edits.

» If the document opened in its native editor, select Save As from the File
menu.

In the Save As window, save the document to a location on your local drive.
Do not change the name of the document.

On the collection page, click the Properties icon that appears to the right of the
document’s title.

The Properties page for the document appears.
At the bottom of the page, click the New Version button.
On the Add Version page, click the Browse button.

Navigate to the location on your local drive in which you saved the edited
document, select it, and click Open.

The path to the document appears in the Filename field.
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10. In the Title field, you can change the document title. By default, the new version is
assigned the original document title.

11. Optionally, enter any comments in the Version Comments field.

12. For Unlock Document, click No if you do not want to unlock the document after
adding the new version.

13. When a document version other than the latest is the preferred version, you can
click Yes in the Make This The Preferred Version field to set this version as the
preferred one. Otherwise, click No to 