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ABOUT THIS GUIDE

ABOUT THIS GUIDE

This Content Server User Guide provides information for end-users of the Oracle content
management system. It covers the following main topics:

+» What’s New (see chapter 2)

+  Getting Started (see chapter 3)

«» Becoming Familiar with the Interface (see chapter 4)
+ Finding Files (see chapter 5)

«»  Working with Files (see chapter 6)

+¢ Checking In Files (see chapter 7)

«» Checking Out Files (see chapter 8)

+»  Working with Workflows (see chapter 9)

Conventions
The following conventions are used throughout this guide:

¢ The notation <[Install Dir> is used to refer to the location on your system where
Content Server is installed.

«» Forward slashes (/) are used to separate the directory levels in a path name. This is
true when referring to files on a Windows file system or on a UNIX system. A forward
slash will always appear after the end of a directory name.
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Symbols

The following symbols are used throughout this guide:

Symbol

Description

@

This is a note. It is used to bring special attention to information.

=2

This is a technical tip. It is used to identify information that can be used to
make your tasks easier.

@

This is an important notice. It is used to identify a required step or required
information.

X

This is a caution. It is used to identify information that might cause loss of
data or serious system problems.

ORACLE CONTENT MANAGEMENT

1-2

This section contains the following topics:

« Content Server (page 1-3)
« Content Repository (page 1-3)

« Revision Control (page 1-3)

+ Metadata (page 1-4)

«» Security (page 1-4)

s Users (page 1-5)

«» Conversion Products (page 1-5)
+ Indexing (page 1-6)

« Finding Content (page 1-6)

% Workflows (page 1-6)
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CONTENT SERVER

@

Content Server is an automated system for sharing, managing, and distributing business
information using a website as a common access point. Current information can be
accessed quickly and securely from any standard web browser. You can manage virtually
any type of content—Iletters, reports, engineering drawings, spreadsheets, manuals, sales
literature, and more—in one powerful content management system.

Note: This user guide describes the standard web pages and procedures that come with the
“out-of-the-box” content server. However, Content Server can be highly customized, so
your content server web pages might look quite different from those in this guide.

CONTENT REPOSITORY

When you check in a file, Content Server stores the original, or native, file in a central
repository for native files. If your system includes any conversion products (page 1-5), a
web-viewable version of the file (such as PDF) will be created and stored in a special
repository for web-viewable files. (If you are not using a conversion product, or if a
particular file type cannot be converted, a copy of the native file is placed in the repository
for web-viewable files.)

A file that is checked into the content server is called a content item. Any user with the
correct security permissions can view the web-viewable version of a content item or get a
copy of the original file from the repository of native files. Security permissions determine
who can view, revise, and delete a particular content item. For more information refer to
Security (page 1-4).

The various types of files that can be associated with a single content item (the native file
and any web-viewable files) are called renditions. For example, the PDF version of a
content item is a rendition of that content item, as are the HTML and XML versions.

REVISION CONTROL

If you want to change a file that is checked into the content server, you need to check the
content item out of the file repository. Only one person can have a content item checked
out at any given time, but others can still view the released version of the file.

When you are finished making changes to the file, you check it back into the content
server, which automatically stores the new file as a new revision of the content item.
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Previous revisions remain available for you to view or copy, but the latest revision will
always be displayed by default from content server web pages.

Every content item in the repository for web-viewable files has a persistent URL. This
means that each content item has a unique web address that does not change from one
revision to the next. Therefore, the most current version is always displayed when you
point your browser to the URL of a content item. Refer to Working with File Revisions
(page 6-11) for more information.

METADATA

@

Metadata is information about a content item, such as the title, author, release date, etc.
Metadata can be used to find content items in the content server, much as you would
search for books in a library by author or subject. When you check in a content item,

you will need to assign some of the metadata, while some metadata is assigned by Content
Server automatically. The metadata is stored in a database that works in conjunction with
Content Server.

Content profiles created by your system administrator can refine the metadata options
available to you during check in and searching, as well as what metadata is displayed on a
content information page. This feature can improve how you work with Content Server.
Check in and search forms defined by content profiles are accessed from the Search drop-
down menu on the Toolbar.

Important: It is important that you understand your organization’s metadata fields and
always assign metadata carefully. Proper metadata makes content items easier to find, and
ensures that only users who have the proper permissions can access a content item.

Refer to chapter 5 (Finding Files) for more information.

SECURITY

1-4

Content Server’s security features are used to control which users can view, edit, and
delete particular content items. With standard Oracle security, contributors must log in to
the content server to be able to check in and check out files. Consumers who have access
to secured files must also log in to the content server to be able to view the secured
content.

When you check in a file, you may need to specify a value for the following security-
related metadata fields:
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+ Security group
Each content server user is given a particular level of permission to each security
group. When you specify the security group for a content item, only the users who
have permission to that security group can work with that content item. The security
group is a required metadata field for all content items.

< Account

Accounts are an optional feature that your system administrator can use to define a
more flexible security model. Accounts are similar to security groups, in that only
users who have permission to a particular account can work with content items that
belong to that account.

USERS

Content Server is designed for two types of users:

< Consumers
These are people who need to find, view, and print files from the content server
repository. They do not have permission to create, modify, or delete files.

< Contributors
These are people who need to create and revise files in the content server repository.
They also have permission to find, view, and print files.

In many Content Server systems, the majority of users are consumers. To safeguard the
integrity of files in the system, contributors need a user name and password to check
content items in to and out of the content server repository.

Users who have full administrative permission are referred to as system administrators.
Your organization may also assign limited administrative permission to certain users, such
as the ability to set up user log ins and create workflow templates. These users are referred
to as subadministrators.

CONVERSION PRODUCTS

Your content server system may include one or more conversion products, which convert
native files to web-viewable file formats. Most conversions take place automatically as
soon as you check in a file.

The web-viewable formats of a file depend on the original file format of the content item
and the conversion products that are installed. For example, your system could be set up to
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convert Microsoft Word documents to the PDF format using the PDF Converter product,
and to the HTML format using the Dynamic Converter product.

Some file formats cannot be converted, or your system administrator may configure the
system to “pass through” certain types of documents without conversion. For example,
a compressed zip file cannot be converted to a web-viewable format. In these cases, a
copy of the native file is stored in the repository for web-viewable files.

INDEXING

Once a file has been converted to a web-viewable format or passed through to the
repository for web-viewable files, the file is automatically “full-text indexed” by an
indexing engine. The indexing engine makes a list of all the words in every file in HTML,
PDF, TXT, XML, and other supported formats, and stores the list in a database. When you
do a full-text search for content, Content Server looks up your search terms in this index.
Once the indexing process is complete, the file is released to the content server.

FINDING CONTENT

Content Server provides two ways for users to find content:

% Searching for content
You can search for a content item by its metadata, by full-text, or by a combination of
the two. Only the content items you have permission to view will be displayed in the
search results.

< Browsing content

Browsing content using the Browse Content tray enables you to “drill down” to a
content item by navigating through a set of hierarchical folders that are based on
metadata. When you reach the last folder in a particular branch of the structure,
content items that match the branch’s metadata and that you have permission to view
will be displayed on a search results page.

Refer to chapter 5 (Finding Files) for more information.

WORKFLOWS

1-6

The workflow process routes a file for review and approval before it is released to the
content server repository. Users are notified by e-mail when they have a file to review.
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Two types of workflows can be created in Content Server:

¢ In a criteria workflow, files automatically go into a workflow if the values entered in
the metadata fields upon check-in meet certain criteria. Criteria workflows are useful
for individual content items that are approved by the same reviewers on a regular basis
(newsletter articles, for example).

+ In a basic workflow, files are specifically identified in the workflow, along with the
contributors, reviewers, and steps. This type of workflow requires an administrator to
initiate the process, and is best suited for groups of content items that need to go
through a workflow together or individual content items with unique workflow
requirements.

Refer to chapter 9 (Working with Workflows) for more information.
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WHAT’S NEW

OVERVIEW

This section highlights the new features in version 10gR3 of the Content Server software.
For new information specific to developers and integrators, refer to the What's New
sections in the appropriate reference material.

The following enhancements and features are implemented in Content Server 10gR3:
% Query Builder Form (page 2-1)

¢ Search Results Templates (page 2-2)

¢ Targeted Quick Search (page 2-2)

¢ Internet-Style Search Syntax (page 2-2)

QUERY BUILDER FORM

The Query Builder form is a new form available on the Advanced Search Page (page
5-34). It enables you to easily build and save complex queries by selecting options from a
series of drop-down lists. Once a query is built using the Query Builder form, you may
edit the query directly, perform the search, or save the query for easy access from My
Saved Queries or through a targeted Quick Search.

Content Server User Guide 2-1



What's New

SEARCH RESULTS TEMPLATES

Now you can personalize how search results are displayed by selecting an option from the
Search Template (page 4-18) drop-down list on the User Profile Page (page 4-15), or from
the Action Menus (page 5-43) from a search results page. There are three templates
available by default, and you have the option to create new views based on the three
provided templates. In this way, you can customize the metadata information you want to
see on a search result. You can even specify different search results templates to be used
for different saved queries. For more information, see Displaying Search Results (page
5-41) and Creating a Custom Search Result Template (page 4-13).

TARGETED QUICK SEARCH

The quick search field now allows you to specify which metadata fields to search when
text is entered into it, and any additional criteria to be run when a quick search is used.
Targeted quick searches can be created by you or your system administrator, and you can
choose whether or not to display them in the new targeted quick search action icon menu
next to the quick search field. The Targeted Quick Search page lists all targeted quick
searches, and is accessed by selecting Edit from the new menu.

INTERNET-STYLE SEARCH SYNTAX

Searching is now easier with support for internet-style search syntax. This means that
search techniques common to the most popular internet search engines and familiar to
most people are now supported in Content Server. For example, typing new product in the
Quick Search field will be interpreted as new <AND> product, while typing new, product
is interpreted as new <OR> product. For more examples, see Internet-Style Search Syntax

(page 5-17).

ORACLE FULL-TEXT HIGHLIGHTING

If Content Server is running on top of an Oracle database and your system administrator
has enabled the database full-text search capabilities, then search terms are highlighted in
the returned text, and the forward (>>) and back (<<) navigation links bracket the
highlighted text. Clicking the links will take you to the next and previous result in the text.
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NEW SKIN

Oracle is always trying to improve how Content Server looks and feels. In addition to the
new default skin, check your User Profile page for another skin, Oracle 2.
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GETTING STARTED

OVERVIEW

This section covers the following topics:
% Working with Your Web Browser (page 3-1)

+ Logging in to Content Server (page 3-6)

WORKING WITH YOUR WEB BROWSER

This section covers the following topics:
+» Supported Web Browsers (page 3-1)
% Configuring Your Web Browser (page3-3)

7

« Setting Up Helper Applications and Plug-ins (page 3-5)

Supported Web Browsers

Consumers and contributors access Content Server from a standard web browser.
The computer you use to access the content server is referred to as a client computer.
Content Server can be accessed from any of the following web browsers on a client
computer:
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Browser Versions Platform
Microsoft Internet Explorer 5.5SP2,6.0 SP1,7.0 Windows

. Windows, Macintosh,
Firefox 13 all UNIX platforms
Mozilla 1.7.12 Linux and Solaris
Safari 2.02 Macintosh
Netscape No longer supported None

@ Note: This documentation assumes you are using the default Trays layout.

3-2

Firefox Browser

There is a bug in the auto-complete functionality of Firefox that causes exception errors in
the JavaScript Console under certain conditions (see

https://bugzilla.mozilla.org/show bug.cgi?id=236791). For example, you may see an error
in the JavaScript console when pressing the Enter key to execute a search under the Trays
(default) layout instead of clicking the Search button. This issue does not affect Content
Server functionality or the effectiveness of the search, and may be ignored. The console
errors may be avoided by turning off the Firefox auto-complete functionality. Mozilla is
aware of the issue and working on a fix.

Mac Browsers

Since the Content Server interface is almost entirely web based, many standards-
compliant web browser can access it for consumption. However, when using an Apple
client there are a few issues when it comes to contribution and administration, due to
limitations within the Apple client. This section contains some suggestions and
workaround for these limitations.
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Web browsers on the Mac have limited Java Applet support

For consumers, this is a consideration if you are using the Download Applet, or any applet
that uses Java to JavaScript communication. For contributors, this is an issue if you want
to use the Upload Applet, or the Select User Applet (present in the Collaboration Server
and Records Management). The Administration page applets will work because they are
not signed applets, and do not use Java to JavaScript communication.

Web browsers on the Mac may not support DHTML

Selecting a browser on the Mac is contingent on the operating system used and what
functionality is preferred. The Content Server look and feel uses DHTML that works with
fifth generation browsers. Earlier versions of the Mac browser that do not support
DHTML may function in the "Classic Layout", but are not supported.

Older File formats on Mac have unique encoding

The file format used on older Mac files is not support by Windows or UNIX. This is an
issue if the user wants to upload older files that have custom fonts, or a considerable
amount of data in the "Resource Fork.”

Configuring Your Web Browser

To ensure that Content Server works properly, configure your web browser according to
one of the following procedures:

+ Configuring Internet Explorer 5.x (page 3-3)

+¢ Configuring Internet Explorer 6.0 (page 3-4)

% Setting Up Helper Applications and Plug-ins (page 3-5)

Configuring Internet Explorer 5.x

If you are using Microsoft Internet Explorer 5.x as your web browser, complete the
following steps:

1. Start the web browser.
2. Choose Tools—Internet Options.

3. Inthe Cookies section on the Security tab, click the web content zone that your
content server is in (usually “Internet” or “Local intranet”; contact your system
administrator for the correct zone).
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3-4

Click Custom Level.

Under Cookies—Allow Cookies that are stored on your computer, select the
“Enable” option.

Click OK.

Click OK to save the settings.

Configuring Internet Explorer 6.0

If you are using Microsoft Internet Explorer 6.0 as your web browser, complete the

following steps:

1.
2.
3.

Start the web browser.
Choose Tools—Internet Options.

On the Privacy tab, make sure that the privacy setting slider is not set to the highest
level (Block All Cookies). Any of the other options is acceptable.

Click OK to save the settings.

Configuring Firefox 1.5 on a Windows Client

If you are using Mozilla Firefox 1.5 as your web browser on a Windows client, complete

the following steps:

L.

S

Start the web browser.
Choose Tools—Options.
Click Privacy.

In the Cookies section, enable Allow sites to set Cookies and click OK.

Configuring Firefox 1.5 on a Mac Client

If you are using Mozilla Firefox 1.5 as your web browser on a Macintosh client, complete

the following steps:

L.

Eal

Start the web browser.
Choose Firefox—Preferences.
Click Privacy.

In the Cookies section, enable Allow sites to set Cookies and close the preferences.
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Configuring Firefox 1.5 on a UNIX Client

If you are using Mozilla Firefox 1.5 as your web browser, complete the following steps:
1. Start the web browser.

Choose Edit—Preferences.

Click Privacy.

el

In the Cookies section, enable Allow sites to set Cookies and close the preferences.

Configuring Safari 2.0.1 on a Macintosh

If you are using Apple Safari as your web browser, complete the following steps:
1. Start the web browser.

Choose Safari—Preferences.

Click Security and enable Always.

S

Close the preference window.

Setting Up Helper Applications and Plug-ins

To view content items on a client computer, you may need to install and configure helper
applications or web browser plug-ins for specific file formats. For example, if content
items are being converted to PDF files using PDF Converter, the Adobe Acrobat plug-in
needs to be installed and configured for your web browser according to one of the
following procedures:

% Configuring Adobe Acrobat 4.x (page 3-5)
+ Configuring Adobe Acrobat 5.x (page 3-6)
% Configuring Adobe Acrobat 6.x and 7.x (page 3-6)

Configuring Adobe Acrobat 4.x

If you are using Adobe Acrobat 4.x or Adobe Acrobat Reader 4.x, complete the following
steps:

1. Start Adobe Acrobat Reader or Adobe Acrobat.
2. Select File—Preferences—General.

3. Clear the “Use Greek Text Below x Pixels” check box.
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4. Click OK.

Configuring Adobe Acrobat 5.x

If you are using Adobe Acrobat 5.x or Adobe Acrobat Reader 5.x, complete the following
steps:

1. Start Adobe Acrobat Reader or Adobe Acrobat.
Select Edit—Preferences.
Select Display.

Clear the “Use Greek Text Below x Pixels” check box.

A

Click OK.

Configuring Adobe Acrobat 6.x and 7.x

If you are using Adobe Acrobat 6.x or Adobe Acrobat Reader 6.x, complete the following
steps:

1. Start Adobe Acrobat Reader or Adobe Acrobat.
Select Edit—Preferences.
Select Page Display.

Clear the “Use greek text below x Pixels” check box.

vk » N

Click OK.

LOGGING IN TO CONTENT SERVER

This section covers the following topics:

« About Login (page 3-7)

+ Login Screen (page 3-10)

« Register User Page (page 3-11)

« Logging in with a Content Server User Login (page 3-7)
« Logging in with a Windows User Login (page 3-8)

% Self-Registering (page 3-8)

« Logging Out with ExtranetL.ook Component (page 3-9)
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About Login

Each time that you open a web browser window to gain access to Content Server, you
need to log in from the portal page. Your system administrator should provide you with
the URL of the content server portal page (for example, http.//your_server/contentserver).

Your login method depends on the security model your organization has set up:
++ Content Server standard security uses the Login link on the portal page.

% Microsoft Network security uses the Microsoft Login link on the portal page. The
Microsoft Login link appears on portal page only if your organization is using
Microsoft Network security to log in to Content Server. If your organization is using
Microsoft Network security, then you are automatically authenticated into Content
Server when you log in to the Microsoft network; you will not need to enter a user
name and password.

« Self-registration enables you to create your own Content Server user name and
password. If your organization is using self-registration, a Self-Registration link
appears on the portal page. After you have self-registered, you will use the Login link
to log in for future content server sessions. Rights and permissions for all self-
registered users are defined by the system administrator at the time self-registration is
enabled.

Logging in with a Content Server User Login

Use the following procedure to log in to Content Server using a standard content server
user login:

1. Start your web browser.

2. Point your browser to the URL for your organization’s content server portal page.
An example of a URL is http.//server/contentserver. The content server portal page is
displayed.

3. Click the Login link on the portal page. The Login screen (page 3-10) is displayed.

4. Enter your content server user name and password. For security purposes, an asterisk
appears for each character you type in the Password field.

5. Click OK. If you entered a correct user name and password, the content server home
page (page 4-6) is displayed.
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@

See Also
— Logging in with a Windows User Login (page 3-8)
— Self-Registering (page 3-8)

Logging in with a Windows User Login

Use the following procedure to log in to Content Server using your Windows user login:
Note: You can log in using your Windows user login only if the system administrator has
enabled the Microsoft Network login function on your system.

1. Start your web browser.

2. Point your browser to the URL for your organization’s content server portal page.
An example of a URL is http://server/contentserver. The content server portal page is
displayed.

3. Click the Microsoft Login link on the portal page. If you entered a correct user name
and password, the content server home page (page 4-6) is displayed.

See Also
— Logging in with a Content Server User Login (page 3-7)
— Self-Registering (page 3-8)

Self-Registering

Use the following procedure to create your own Content Server user name and password:
Note: You can self-register only if the system administrator has enabled self-registration
on your system.

1. Start your web browser.

2. Access the URL for your organization’s content server portal page. An example of a
URL is http.//server/contentserver. The content server portal page is displayed.

3. Click the Self-Registration link on the portal page. The Register User page
(page 3-11) is displayed.

4. Enter a user name and password, and re-enter the password in the Confirm Password
field.
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5. Specify additional user information, such as your full name, e-mail address, and user
locale.

6. Click Register User. A success message and Login link are displayed.

7. To log in to the content server, click the Login link. The Login screen (page 3-10) is
displayed.

8. Enter your content server user name and password. For security purposes, an asterisk
appears for each character you type in the Password field.

9. Click OK. If you entered a correct user name and password, the content server home
page (page 4-6) is displayed.

@ Note: To log in to the content server in the future, use the Login link in the portal
navigation bar. See Logging in with a Content Server User Login (page 3-7).

See Also
— Logging in with a Content Server User Login (page 3-7)
— Logging in with a Windows User Login (page 3-8)

Logging Out with ExtranetLook Component

Mew Check In My Profile

* Browse Content  » Content Management = Administration

Horme Search

v My Stellent

Normally, basic user authentication does not allow customization or logout functionality.
Closing all open browser windows logs out of Content Server. The optional ExtranetLook
component adds the ability to customize the look and feel of Content Server for
anonymous users, and adds logout functionality to Content Server. It is available to your
system administrator as a bundled option, and is not installed by default. If the optional
ExtranetLook component is installed, then a Logout link is added to the toolbar at the top
of a Content Server instance.
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Login Screen

Enter Network Password

? Please type pour uzer name and pazswaord.

2]x]|

Site: alymplis
Frealm IDC Security
Ilzer Hame I

Pazgword I

[T Save thiz password in your password list

0k, I Cancel

The Login screen is used to enter your content server user name and password. This screen
is accessed by clicking the Login link on the Content Server portal page.

Note: Once you are logged in, you will not be asked to log in again as long as the browser
window stays open. Even if you go to other websites, you will be logged in automatically
if you come back to the content server. The exceptions to this are if your system
administrator has configured a Content Server workflow to track digital signatures on one
or more steps, or if they have enabled the optional ExtranetLook component bundled with
Content Server , and you have used the logout feature. See Workflow Process (page 9-3)
and Logging Out with ExtranetLook Component (page 3-9) for more information.

Feature Description
User Name field Enter your content server login user name.
Password field Enter your content server login password.

“Save this password in
your password list” check
box

Selected—The current user name and password will be
filled in automatically the next time you log in to the
content server from this client computer.

Clear—The user name and password fields will be blank
the next time you log in to the content server from this
client computer.

This check box appears only in Internet Explorer.
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Feature Description
OK button Logs in to the content server with the specified user name.
Cancel button Cancels the login.

Register User Page

Register User

User Name:

Full Mame:

Password:

Confirm Password:

i)

E-mail Address: I
User Type: I

User Locale: IEninSh-US vI

Fegister User | Hesetl

Your system administrator may have configured Content Server to allow self-registration.
If so, the Self-Registration link is displayed on the Content Server portal page, and on the
Home page toolbar if you initially access Content Server as Guest. Access to content for
self-registered users is determined by default rights and permissions established by your
system administer. Check with your system administrator if you are uncertain whether or
not you should self-register. Once you have self-registered, you do not need to do so again.

The Register User page is used to define your user information during self-registration.
This screen is accessed from the Self-Registration link on the Content Server portal page,
and from the toolbar on the Home page if a person initially accesses Content Server as
Guest.

@ Important: Remember the user name and password you create during self-registration.
The next time you log in to Content Server, click the Login link on the Oracle portal page
and enter the user name and password you created during self-registration.
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Feature Description

Enter a user name. This is the user name you will use to

User Name field .

log in to the content server.

Enter your full name. This name will appear in various
Full Name field . Y ) ) PP

locations in the content server user interface.

Enter your content server password. Asterisks are
Password field . Y . p

displayed for security reasons.

Re-enter your password in this field to confirm that you
Confirm Password field entered it correctly. Asterisks are displayed for security

reasons.

E-mail Address field Enter your e-mail ad(.lre_ss. Thi§ addfess will be used for
workflow and subscription notifications.

This is an identifier that can be used by the system
User Type field administrator to place users in groups. This field should
not be changed.

This sets the language and date/time format displayed on
content server pages. If the system administrator has
enabled more than one locale option, you can select the
locale that you prefer.

User Locale field

) ) If your system administrator has created custom user
Custom user information . . ) ) ..
information fields, you might be able to specify additional

fields . . . .
information that will be stored with your user login.

Register User button This creates your user login.

Reset button This resets all fields to their default values.
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BECOMING FAMILIAR WITH THE
INTERFACE

OVERVIEW

A profound benefit of managing content is the ability to quickly find the information you
need and complete the tasks your job requires. Content Server provides a simple interface
using standard web applications and common navigational tools to provide access to the
tasks necessary to contribute and find content.

This chapter provides an overview of the standard Content Server web pages, and
describes how to use and customize the navigation features of the interface.

This section covers the following topics:
«» Portal Navigation Bar (page 4-3)

+¢ Toolbar (page 4-5)

«» Home Page (page 4-6)

« Content Management Tray (page 4-6)
«» User Profile Page (page 4-15)

< My Content Server Tray (page 4-20)
«» Search Result Templates (page 4-21)
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Standard content server home page

Customized content server home page

The Content Server interface can be highly customized, so your content server web pages
might look different than those described throughout this guide. For example, you may see
special colors, icons, and logos, or your system administrator may choose to add, change,
or hide functions on certain pages. Contact your system administrator for user

documentation specific to your content server system.
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FULL ACCESS
Log in to use the content server
with your full access privileges

@1 Liogin
Self-Registration

GUEST ACCESS
se the navigation itermns below
to access public content anly,

Home

@ Librarny
S

Search
[ Login ] [ Self-Registration ]
[ Home ] [ Libwary 1 [ Search ]

Portal navigation page before login

The portal navigation bar is displayed on the left side of all Content Server web pages.
This is your primary navigation tool, and it can be personalized with functions you use

« My Stellent

EHJg] My URLs

EEH@ My Saved Queries

-[Z] My Profile

@ My Workflow Assignments
@ My Subscriptions

-[2] My Checked-0Out Content
@ My Search Result Templates

¥ Browse Content

¥ Search

* Content Management

Tray navigation after login

often, such as predefined searches and links to your favorite websites.

Note: The portal navigation bar is part of the frame-based 7rays layout option, and is the

default navigation tool for Content Server. If the non-frame layout option 7op Menus is
selected in the user profile, then the portal navigation functionality is moved above the

main content area as a series of drop-down menus.

Link Description

Links in the portal navigation bar before login

Login

Displays the Login screen (page 3-10), where you enter
your user name and password to log in to the content
server. If you are already logged in, the Login link will not
appear in the portal navigation bar.
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4-4

Link

Description

Self-Registration

Displays the Register User page (page 3-11) Self-
registration enables you to create your own Content Server
user name and password. This link is only available if your
organization is using self-registration.

Home

Displays the Home page (page 4-6).

Library

Displays the content server’s hierarchical link structure
(page 5-3). You can “drill down,” or browse through,
folders in this hierarchy to find specific files.

Search

Displays the Search tray (page 5-30). From this page, you
can perform metadata and full-text searches to find
specific files.

Microsoft Login

If you are already logged in to your Microsoft network,
clicking this link logs you in to the content server.

This link is displayed only if your organization is using
Microsoft Network security to log in to Content Server.

Links in the portal navigation bar after login

My Content Server

Expands to display links to personal check in pages,
personal search pages, personal URLs, saved queries, user
profile, workflow assignments, subscriptions, checked-out
content, and list templates.

Browse Content

Expands to display a hierarchical link structure for finding
content and any other special folders configured by the
system administrator.

Search

Expands to provide several options for finding content and
includes a tab for viewing persistent search results.

Content Management

Expands to display several links for managing content,
such as new check-in, checked-out content (by all users or
the current user), work in progress, active workflows, and
expired content.

This link is displayed only if you have contributor
permission.
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Toolbar

|H|:urne Search Mew Check In My Profile Help : &dd To Favorites Refresh|

The toolbar is displayed at the top of all Content Server web pages. It contains some of the
same navigation links as the portal navigation bar (page 4-3), and also provides access to
the online help system.

@ Note: If any Content Profiles (page 7-22) have been created and enabled for display on
your instance by your system administrator, the Search and New Check In links are
changed to drop-down lists, listing the profiles.

Link Description
Home Displays the Home page (page 4-6).
Displays the Advanced Search Page (page 5-34) or
optionally pulls down to display links to content profile
Search search pages set up by the system administrator. From the
earc
Advanced search or content profile search page, you can
perform metadata and full-text searches to find specific
files.
Displays the content check-in form (page 7-7), which is
New Check In i
used to check new files into the content server.
My Profile Displays your user profile (page 4-15).
Optional—Logs out of Content Server. Available only if
Logout . ..
the optional ExtranetLook component is installed.
Help Displays the online help system.
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Home Page

Hew Check In - My Profile Rafrezh

fidd T Favorites

Saarch

+ Conbent Management Tltl!l

Content 1D |

Release Date: From | To |

sort By: [Fielease Date x| [Descending = ﬂl

|;|:|;I

18] hhtp:flocalhost fstelent_75{idcplg?IdcServicemGET_DOC_PAGEBACtonmGet Templateragedpapsmti| | | [ Local intranet

The home page typically includes the tray navigation, the top toolbar, and other page
content and functions as determined by your system administrator. If you set up a default
saved query, the results are displayed on this page (you may have to scroll down to view
them).

The home page is displayed when you first log in, and you can return to the home page
anytime by clicking the Home link in the toolbar (page 4-5).

Content Management Tray

~ Content Management

- [5] Checked-Out Content

@ Work In Progress

@ Active Workflaws

@ Expired Content

@ Registered Publisher Projects
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The Content Management tray enables contributors to manage content in Content Server.
To open this tray, click Content Management in the portal navigation bar (page 4-3).

Link Description
Displays the Checked Out Content page (page 8-8), which
Checked Out Content is used to view a list of all files currently checked out of
the content server.
Work In Progress Displays the Work In Progress page (page 6-5), which lists

files that have been checked in, but not released.

Active Workflows

Displays the Active Workflows page (page 9-13), which is
used to view the workflows that are currently active.

Displays the Expired Content page, which lists files that

Expired Content

Xpired -onten have expired and will be expiring soon.
Registered Publisher Displays th'e Registered Publi_sher PrOJ:ects page, which is
Projects used to register Content Publisher projects. (The Content

Publisher product is required to use this feature.)

Action Menus

Search Results Found 4 itermns
- Zhange '-.-'iEwE ! w* Query Actions
Classic Wiew
Content ID || Descrip  Thumbnail Yiew ons
000G Title: Manufacturing Diagrar Headline View @
In progress - requires additl - ystamize
Title: Mew Ad Campaign mock-up =
. . . He= 1
LONES This mock-up is provided on spec, = S

Action menus are drop-down menus with options that change depending on the context.

There are three types of action menus:

R/

« Page Action Menus—These action menus pull down from below the page heading,

and list options that apply to the entire page. There may be multiple action menus for a
page. For example, on a search results page the Change View menu lists options for

Content Server User Guide
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changing the view of the search results, and the Query Actions menu lists options for

searching within or saving the existing search.

«+» Table Action Menus—These action menus are displayed above a table of content

items, and list options that can be applied to multiple items selected in the table. For

example, if the upload or download applets are enabled, you can select multiple items

from a search result list and use the table action menu to download them.

Figure 4-1 Table Action Menu when download applet enabled

Cownload
[F] Content ID Description
[ 0006 Title: Manufacturing Diagram
In progress - requires additional resources
Title: Mew ad Carmpaign mock-up
O tonng This moclk-up is provided on spec,
] to0ns Title: 3rd Quarter Quota
itle: Fluid Schematic
] toooz Title: Fluid Schemat

% Item Action Menus—These action menus pull down from the item action menu icon
(¥Z]) next to a content item, and list actions that pertain only to the associated content

item. For example, among the options in the item action menu for an item in a search
result are links to check out the item or view the item’s content information.

Figure 4-2  Item Action Menu from a search result

Content Information
Checlk Cut

Get Mative File
Check In Similar
Send link by e-mail

T

Pop-Up Calendars

The Pop-up calendar component adds functionality to Content Server, and is available to

your system administrator as a bundled option. It is not installed by default. If your system

administrator has installed the Pop-up calendar component, a calendar icon ﬂ is
displayed to the right of all editable date metadata fields:
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+ Release Date (Content Check In page and Search page)

+«+ Expiration Date (Content Check In page and Search page)

Clicking the calendar icon displays the Pop-Up Calendar Screen (page 4-9).

This enables you to quickly select dates and easily move between previous and future
months and years. It also eliminates date formatting errors and typos because date fields
are automatically populated with the user-selected date.

@ Note: By default, the icon is displayed only with the Expiration Date on the Info Update
page. However, this can be changed by your system administrator.

Pop-Up Calendar Screen
x|

44 4 [l -][2005-] » #

5 T W T F 8§

12 13 14 15 16 17 18

a0 21 22 I3 4 35

19
26 |27 22 M 3

Clicking the Pop-Up Calendar Icon (page 4-8) opens an interactive calendar screen that
displays the current date (month, day, year) by default.

Feature Description

Enables you to navigate to previous years without using the
year pull-down menu. Each click regresses one year. The
calendar adjusts to display the appropriate days for the
selected month in the earlier year.

Double left-facing arrows

Enables you to navigate to previous months without using
the month pull-down menu. Each click regresses one
month. The calendar adjusts to display the appropriate days
for the earlier month.

Single left-facing arrow
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Feature Description

Displays the short month names from January through
Month pull-down menu December. By default, the current month is removed from
the list.

Displays a 21-year sequential range of years. By default,
the current year is displayed. You can select from a list of
10 years earlier and 10 years later than the displayed year
by scrolling up and down. For example, if 2005 is
displayed, the years 1995 through 2004 precede it and it is
followed by the years 2006 through 2015.

You can increment or decrement the 20-year range by
Year pull-down menu selecting a different year. The Pop-up Calendar component
automatically refreshes the year pull-down menu. In
addition to the selected year, it lists the ten years prior and
the nine years following the selected year. The date ranges
are indefinite for both historical years and future years.

@ Note: When you close the pop-up calendar, it
automatically defaults back to the current day,
month, and year.

Enables you to navigate to future months without using the
month pull-down menu. Each click progresses one month.
The calendar adjusts to display the appropriate days for the
future month.

Single right-facing arrow

Enables you to navigate to future years without using the
Double right-facing year pull-down menu. Each click progresses one year. The
arrows calendar adjusts to display the appropriate days for the
selected month in the future year.

Monthly calendar days Displays the days appropriate for the selected month and
year.

Setting Release and Expiration Dates

You can use the Pop-up Calendar to populate the Release Date and Expiration Date
metadata fields on the Content Check In and Search pages. By default, only the Expiration
Date can be updated on the Info Update page.
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To select a date using the Pop-up Calendar:

1. Access the Content Check In page or the Search page. By default, the current date is
already displayed in the Release Date metadata field.

2. Click the Pop-up Calendar icon next to the Release Date or Expiration Date metadata
field. The Pop-Up Calendar Screen (page 4-9) is displayed.

3. Select the desired month, day, and year. The selected date is entered into the metadata
field.

4. Close the Pop-up Calendar screen.

Updating Expiration Dates
To update the Expiration Date metadata field on the Info Update page:
1. Select a content item and access the Info Update page.

2. Click the Pop-up Calendar icon next to the Expiration Date metadata field. The Pop-
Up Calendar Screen (page 4-9) is displayed.

3. Select the desired month, day, and year. The selected date is entered into the metadata
field.

4. Close the Pop-up Calendar screen.

PERSONALIZING THE INTERFACE

This section covers the following topics:
s About Personalization (page 4-12)

¢ Editing Your User Profile (page 4-12)
% Creating a Custom Search Result Template
+ Adding Links to Favorites (page 4-13)
s User Profile Page (page 4-15)

¢ Portal Design Page (page 4-45)

+» Saved Queries Page (page 4-47)

¢+ Personal URLs Page (page 4-49)

« Editing Saved Queries (page 4-14)

«» Saving Personal URLs (page 4-14)
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About Personalization

When you log in to Content Server, the system retrieves information about you that is
stored in your user profile. While much of the information in your user profile (such as
your user name and security permissions) can be changed only by the system
administrator, there are several items you can change yourself:

¢ You can change personal information, such as your full name, password, and e-mail
address on the User Profile page (page 4-15).

* You can add links to the My Content Server tray (page 4-20). This provides quick
access to functions you use often, such as predefined searches and links to your
favorite websites.

¢ You can personalize the way you search for and display content by specifying the
default search form used on the Advanced Search page, creating targeted quick
searches accessed from the Quick Search Field (page 5-19), and creating new search
results templates for displaying different types of content in different ways.

Editing Your User Profile

Use the following procedure to edit your user profile information:

1. Click My Profile in the toolbar (page 4-5), or under the My Content Server tray in
the portal navigation bar (page 4-3).

The user profile (page 4-15) is displayed.

2. Edit your full name, password, and e-mail address as necessary. Please note the
following considerations:

* Ifyou are changing your password, you must enter the new password in both the
Password and Confirm Password fields.

* Do not change your user type or user locale; these fields should be changed only
by a system administrator.

3. Select an option for e-mail notification format, either HTML or text.
4. Enable or disable the upload and download applets.

Note: The check boxes for the upload and download applets will be displayed only if the
system administrator enabled them.

5. Select a layout, skin, search template, and search form type.

6. Click Update.
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Creating a Custom Search Result Template

Use the following procedure to create a custom search result template:

1. Navigate to the Search Result Templates for ‘user’ page.
* From a search result page, select Customize from the Actions choice list.

*  Open the My Content Server tray and click My Search Result Templates. The
Search Result Templates for ‘user’ page is displayed.

2. Click the Add Template icon ((3)) in the Actions column next to the provided List
template on which you want to base your custom template. The Create Custom
Template page is displayed.

3. Ifyour custom template is not based on the provided Headline View template, skip to
the next step. If your custom template is based on the Headline View template, select a
metadata field that you want displayed as a column from the Available Fields scroll
list, and click the right arrow ((#)). The selected metadata field is added to the
Columns field. Each desired field must be selected and moved separately. You can
reorder the column display by using the up and down arrows next to the Columns
field.

4. Select a metadata field that you want displayed in the Description column from the
Available Fields scroll list, and click Move Here beneath the Description field.
The metadata field is added to the Descriptions field. Each desired field must be
selected and moved separately.

Important: You must select the Description metadata field for display as a column in

S

order for any metadata field selected for display in the Description field to be visible.

@ Note: You may change the order in which the columns or metadata fields are displayed by
selecting the metadata field name in either the Columns or Description field and clicking
Move Up or Move Down. The higher on list, the farther to the left the column is, or the
higher in the description column the field is displayed.

5. Click Save.

Adding Links to Favorites

You can add a link to the Favorites menu of your browser so that you can quickly access
any content or content server page. Use the following procedure to add a link to your
Favorites menu:
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Browse to the page you want to add to your Favorites. The page could be a search
result, a content information page, a content item, or any other page accessed by the
content server.

Click the Add to Favorites link in the upper right of the toolbar (page 4-5).
The Add Favorite dialog box is displayed.

Select the folder in which you want the Favorite and click OK.

Editing Saved Queries

Use the following procedure to edit links to saved queries in your My Saved Queries tray:

Note: See Saving a Query (page 5-58) for information on how to save a query link in your

portal navigation bar.

1.

Click the My Saved Queries link under the My Content Server tray.
The Saved Queries page (page 4-47) is displayed.
To delete a saved query, select the Delete check box.

To display the results of a query on the home page, select the Default option for that
query and select the Show Default Query check box.

To set the number of content items displayed on the home page for the selected default
query, enter a number in the Results on portal page field, and make sure that the
Show Default Query check box is selected.

Click Update.

Saving Personal URLs

Use the following procedure to save links to websites in your portal navigation bar:

L.

Click the My Urls link under the My Content Server tray in the portal navigation bar.
The Personal URLs page (page 4-49) is displayed.

Type a descriptive name in the Title field. This name will appear as the link in your
portal navigation bar.

Enter a complete web address in the URL field, for example: http.//www.oracle.com.

Click Update.
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User Profile

User HName:

Roles:

Full Name:
Password:
Confirm Password:
E-mail Address:

User Type:

User Locale:

Email Format:
Layout:

Skin:

Search Template:
Search Form Type:
Default Sort Field:

Default Sort Order:

Subscriptions

for
nuser

o

Default Result Count:

nuser
admin

Hgu User
LLL L)

nuseri@stellent.cam

English-US |+

User Personalization Settings

himl |»

Trays

atellentds
ClassicView
Cluery Builder [+
Felease Date |+
Descending |»

el

LIpdate ] [ Feseat ]

Workflow In

Queue for
nuser

-+ 3 b

[

Portal Design

for
nuser

Your user profile enables you to change information about yourself and provides access to
other user functions. To access the user profile page, click the My Profile link under the
My Content Server tray in the portal navigation bar (page 4-3), or on the toolbar.
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Feature Description
User Name field The Pser currently logged in. This field cannot be
modified.
The roles assigned to your user login. Roles determine
Roles field what access you have to content and system functions.

This field cannot be modified.

Accounts field

Optional—If your system administrator has enabled
accounts, this field lists the accounts you have access to.

The full name is used by the system administrator to

Full Name field ) . )

identify users easily.

Your login password. Five asterisks are displayed in this
Password field field regardless of how many characters are in your

password.

Confirm Password field

If you change your password, you must re-enter it in this
field. Five asterisks are displayed in this field regardless of
how many characters are in your password.

E-mail Address field

The e-mail address that is used for subscription
notifications and workflow notifications.

User Type field

An identifier that can be used by the system administrator
to place users in groups. This field should not be
changed.

User Locale field

Sets the language and date/time format displayed on
content server pages. If the system administrator has
enabled more than one locale option, you can select the
locale that you prefer.

User Personalization Settings

Email Format field

html—You will receive subscription and workflow
notification e-mails in HTML format.

text—You will receive subscription and workflow

notification e-mails in plain-text format.
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Feature

Description

@ Note: The following check boxes will be displayed and editable only if the system
administrator has enabled them in the system settings.

Important: See Working with Your Web Browser (page 3-1) for a list of
supported browsers and information on browser limitations related to running

applets.

Selected—The download applet is enabled, so you can
“Enable download applet” check out multiple files. For more information, see
check box Checking Out Multiple Files (page 8-3).

Clear—The download applet is disabled.

Selected—The upload applet is enabled, so you can check
“Enable upload applet” in multiple files. For more information, see Checking In
check box Multiple Files (page 7-11).

Clear—The upload applet is disabled.

@ Note: If the download applet is enabled, it is used even when downloading a
single file. For example, clicking the “Native File” file link on a content
information page initiates the applet. If you are using a Windows operating
system and right-click on the “Native File” link then select “Save Target as” from
the contextual menu, and error message is displayed.

Layout

Sets the user interface of Content Server.

Trays—This is the default layout when Content Server is
installed. Features include expanding trays in the portal
navigation bar (page 4-3), including a Search tray and
Result tab. This is a frame-based layout.

Top Menus—Trays are removed from the portal
navigation bar (page 4-3) and replaced by drop-down
menus located above the content area. This layout does not
use frames.

Classic—Trays are removed from the portal navigation
bar (page 4-3). Functions are accessed using a
combination of links in the portal navigation bar

(page 4-3) and the toolbar (page 4-5). No skin options are
available for this layout. This layout does not use frames.
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Feature

Description

Note: The Trays layout is a frame-based layout. If your browser does not support
frames, then the layout will default to Classic. If you want the full URL of a
Content Server page displayed in your browser’s address bar, then you should
select one of the non-frame layouts.

Skin

Skins provide predefined color and icon choices for each
layout.

Oracle—(Default) Predominantly blue and white

Oracle 2—Predominantly blue and grey

Search Template

Sets the information included in a search result, and the
format in which it is display.

Headline—A single line list of search results with no
thumbnail image.

Thumbnail—A thumbnail image or content type icon is
displayed.

Classic—A thumbnail image or content type icon and
descriptive text is displayed.

Custom Search Templates—Allows you to select a
customized search result view. Customized search
templates may be created and saved by you or your system
administrator, and define what metadata is listed in a
search result and how it is displayed. Custom search
templates can be set as a default view, selected from a
search results page, or associated with a particular targeted
search query.

Note: The search result view can be changed dynamically using the Actions drop-
down list on a search results page. Once selected on a search results page, the
view is saved as the default view for subsequent search results.
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Feature Description
Sets the default search form on the Advanced Search page.
Expanded Form (page 5-35)—Displays all search field

Search Form Type options on a single page.
Query Builder Form (page 5-38)—Offers available
search fields for selection from drop-down lists, and
enables field for direct edit of the query text.

Default Sort Field Sets the default field by which to sort search results.

Default Sort Order Sfets the default order in which search results are
displayed.

Default Result Count Sets the maximum number of content items listed on a
search results field.

Buttons

Update button Saves any changes that were made on this page.

Reset button Res.ets the fields on this page to the previously saved
settings.

Links

Subscriptions for [U. . o

hEkSCHP ions for [User] Displays the Subscriptions page (page 6-31).

Workflow i fi

[(;rer] ?i\:]ﬂin Queue for Displays the Workflow in Queue page (page 9-14).

Portal Design for [U.

1'0ka esign for [User] Displays the Portal Design page (page 4-45).

in
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My Content Server Tray

« My Stellent

E{g) My URLs
HHIH My Saved Queries
~[E] My Profile

@ My Subscriptions

@ My Warkflow Assignments

~[g] My Checked-0ut Content

The My Content Server tray places links to various system functions specific to you in

your portal navigation bar.

To access the links in this tray, expand the tray by clicking My Content Server on the

portal navigation bar (page 4-3).

Feature Description
Expands the folder to display links to any URLs you have
My Utlsion | el et UL s ), S
external sites.
My URLs link Displays the Personal URLs page (page 4-49).

My Saved Queries icon

Expands the folder to display links to any searches you
have saved using the Save Search action on a search
results page.

Displays the Saved Queries page (page 4-47), where you

My Saved ies link .

y Saved Queries li can remove searches from your My Saved Queries folder.
My Profile Displays the user profile (page 4-15).
My Workflow Displays a list of all content items currently in a workflow
Assignments for which you have responsibility.
My Subscriptions Displays a list of all content items to which you are

subscribed.

My Checked-Out Content

Displays a list of all content currently checked out by you.
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Feature Description

Displays the Search Result Templates for ‘user’ page

My Search Result (page 4-21), from which you can build custom search
Templates results views based on the provided Classic, Headline, and
Thumbnail templates.

Search Result Templates

Search Result templates determine what content item information is listed on a search
results page and how that information is displayed. You can create custom search result
templates using the Search Result Templates for ‘User’ Page (page 4-21) to identify the
information and specify display options. Custom templates are based on one of three
provided default templates:

®

+» Classic View Template (page 4-23)

+» Headline View Template (page 4-25)
+ Thumbnail View Template (page 4-26)

Search Result Templates for ‘User’ Page

List Templates for "user’

ID || Label || Actions |
SearchResultsClassic Classic Yiew @
SearchResultsHeadline Headline ¥Yiew ®

myHeadline Headline with Cc Edit =
SearchResultsThumbnail Thumbnail Yiew Delete |4

The Search Result Templates for ‘user’ page displays a list of all templates currently
available and provides the option to add, edit, or delete custom templates based on the
provided ones. The provided templates cannot be modified. The Search Result Templates
for ‘user’ page is accessed by clicking My Search Result Templates in the My Content
Server Tray (page 4-20), or by clicking Search Result Templates on the Portal Design Page
(page 4-45).
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Column

Description

ID

The template ID uniquely identifies the template. Custom
template IDs are specified on the Create/Edit Classic View
Search Result Template Page (page 4-28) when the
template is added. The provided template IDs are
displayed in bold. Custom templates are indented below
the provided template on which they are based.

Label

The template label is listed in the Actions drop-down list
on a search results page and in the Search Template drop-
down list on the User Profile Page (page 4-15). It should
be something that helps you remember what the template
does. The label is specified on the Create/Edit Classic
View Search Result Template Page (page 4-28) when the
template is added.

Actions

Action icons allow you to add, edit, or delete custom

templates.

Add ((3))—Displays the Create/Edit Classic View Search

Result Template Page (page 4-28), allowing you to add a

custom template.

Item Action menu (¥])—Displays drop-down list with

the following links:

»  Edit—Displays the Create/Edit Classic View Search
Result Template Page (page 4-28) for the selected
custom template.

*  Delete—Deletes the custom template.
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Description

System Log [ 0007 ]

Author: sysadmin Revision: 1
Release Date: &/7/06 1:36 PM
Systermn Log detailing crash info,

Resume - Oliver [ 0008 ]
Author: sysadmin Revision: 1
Release Date: 6/7/06 1:36 PM

Rev. Actions
1 ED

text/plain SK
1 Ed

text/plain 1K

The Classic template lists content items sequentially in single rows, based on the default

sort field and order set on the User Profile Page (page 4-15). It displays the following
information:

Column

Description

image

Content Icon or Thumbnail

An icon based on the content type is displayed. Optionally,
if your system administrator has set up Content Server to
create a thumbnail image of the content, then the
thumbnail image is displayed.
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Column

Description

Description

Displays the following information:

Title and Content ID—The title and unique identifier of

the content item, linked to display a web-viewable version

of the content, if it is available. If no web-viewable version

is available, it is linked to the native file.
Note: The title and content ID are displayed in all
custom search result templates based on the Classic
View, even if those fields are not specifically
selected from the Available Fields section of the
Create/Edit Classic View Search Result Template
Page (page 4-28).

Author—The person who checked in the content item.

Revision—Identifies the revision number of the content
item.

Release Date—The date the content item was released.

Comments—Comments entered when the item was
checked in, if any.

Content Format—The format of the native file.

Revision

Displays the revision number of the content item.

Actions

Displays the Item Actions Menu icon(¥;Z]) and the Content
Information icon((j) ).

Item Action Menu—Clicking this opens a pull-down
menu of actions that can be applied to the selected content
item.

Content Information Icon—Clicking this displays the
Content Information Page (page 6-7).
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Headline View Template

| ID || Title || Date || Author || Actions |
Systemn Log B/ 706 sysadmin K] '.j,,"

0005  Resume - Qliver B/ 706 sysadmin L= 'é,,"

000s | Meeting minutes from July meeting &,/ 706 sysadmin L= '.j,,"

The Headline template by default lists items in a single line, with a minimum of

information to maximize the result list. The list is arranged based on the sort field and

order set on the User Profile Page (page 4-15). The quantity listed per page is based on

returned results and the number specified as the default result count on the User Profile

page. It displays the following information:

Column

Description

ID

A unique identifier of the content item, linked to a web-
viewable version of the content item, if it is available. If no
web-viewable version is available, it is linked to the native
file.

Title

Displays the title of the content item without any
associated link.

Date

Displays the date the content item was released.

Author

Displays the user name of the person who last checked in
the content item.

Actions

Displays the Item Actions Menu icon(¥:Z]) and the Content
Information icon((j) )

Item Action Menu—Clicking this opens a pull-down
menu of actions that can be applied to the selected content
item.

Content Information Icon—Clicking this displays the

Content Information Page (page 6-7) of the selected
content item.
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Thumbnail View Template

V2 (D)

)

Svystem Log

Y= (D

Ad Image - Teamwo...

Ve (@) ¥ (D)
Resurme - Oliver Meeting rminutes f...
V= @ Y= (@D

ad Image - Initia... Directions from &...

The Thumbnail template by default lists items in a grid from left-to-right and top-to-
bottom and displays an icon based on the content type, or a thumbnail image of the content
if your system administrator has set up Content Server to create one. This template is
particularly suited for displaying images and other graphic content. The grid is arranged
based on the sort field and order set on the User Profile Page (page 4-15). It displays the

following information:

Item

Description

Actions icons

Displays the Item Actions Menu icon (¥=]) and the
Content Information icon ((f))-
Item Action Menu—Clicking this opens a pull-down

menu of actions that can be applied to the selected content
item.

Content Information Icon—Clicking this displays the
Content Information Page (page 6-7).

Thumbnail Icon or Image

Displays an icon based on the content type or a thumbnail
image of the content if your system administrator has set
up Content Server to create one, linked to a web-viewable
version of the content item, if it is available. If no web-

viewable version is available, it is linked to the native file.
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Item Description

Displays the title of the content item without any
associated link. To maintain the grid structure, long titles
are truncated to a single line. Rolling the mouse over the
title expands the text to display the full title.

Title

CREATING AND EDITING CUSTOM SEARCH RESULT
TEMPLATES

You can personalize how search results are displayed by selecting an option from the
Search Template (page 4-18) drop-down list on the User Profile Page (page 4-15), or from
the Action Menus (page 5-43) from a search results page. There are three templates
available by default, and you have the option to create new views based on the three
provided templates. In this way, you can customize the metadata information you want to
see on a search result. You can even specify different search results templates to be used
for different saved queries.

See Also:
— Displaying Search Results (page 5-41)
— Creating a Custom Search Result Template (page 4-13)
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Create/Edit Classic View Search Result
Template Page

Edit Search Result Template 'myClassic’ quick help

Search Result Templates for svsadmin --= Edit Search Result Template 'myClassic’

Basic Information quick help

Content List Template 1D: | myClassic
Content List Template Label: |My ClassicView

Customize Description Column quick help

Available Fields Main Information

Spacial Author
Mative File Caontent Type
Mative File Extension =
Mative Format
Weh Extension [ +

Standard o v

Content D

= Additional Information
Expiration Date

Decurity Group
i |Pelease Date %
Title ® <
Custom !;, i’;'
Comments
[] Use advanced Description Form
Advanced Options show additional options | guick help

@ weh-viewable File
(O Mative File
The Main Information O HTML Rendition (Web-Viewable if no rendition)
will fink to: (CVHTML Rendition (Mative if no rendition)
O None

[ Save ] [ Cancel ] [ Feget ]

The Create/Edit Classic View Search Result Template page allows you to add templates
based on the Classic View, that specify what content item information is listed on a search
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results page and how that information is displayed. The Create/Edit Classic View Search
Result Template page is accessed by clicking the Add Item icon ((3)) in the Actions
column of the Classic View option on the Search Result Templates for ‘User’ Page (page
4-21).

When creating a template you must specify a unique ID, a descriptive name, what content
information is displayed and how, and the behavior of certain links in the display. Once
you have created a custom template, you may set that template as your default by setting it
on the User Profile Page (page 4-15), or selecting it from the Actions drop-down list on
any search results page.

There are three main areas of the Create/Edit Classic View Search Result Template page:

7

% Basic Information

R/

+ Customize Description Column

7

«» Advanced Options

Classic View Basic Information

The basic information fields of each template define the unique identifier and descriptive
label for the created template.

Item Description

A unique identifier for the template. It is used by Content
Server to manage your custom templates. Alphanumeric
List Template ID characters, underscores and dashes are recommended. The
following characters, as well as spaces, are not allowed: ;
N:@&=+\"#%<>*~|[].,

A descriptive identifier for the template, displayed on the
. . User Profile page and in the Actions drop-down menu on
List Template Description .
any search results page. Alphanumeric characters are

recommended. Spaces may be used.
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Classic View Customize Description Column

Select Description —! Default Informationl
Ad image, boy [ 30_000002 ]
Author: sysadmin Rewision: 1j—| Main Informati0n|
] Release Date: 6/26/06 3:20 PM e
Srall boy for flyer —| Additional Informati0n|
Applicationfipg 24k

This area determines what content is displayed in the description column of a Classic

View search result template.
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Item

Description

Available Fields

Selecting an item in this box and clicking the right arrow

(%)) moves the field to the Columns box. Each available

field can only be included once in either the Main

Information section or Additional Information section,

unless the Use Advanced Description Form check box is

enabled.

Special—Any special field in the content server. Different

components or configurations may add additional special

fields. The following fields are available by default.

* MNative File

*  Native File Extension

* Native Format

*  Web Extension

*  Web File Size

*  Vault File Size

Standard—The standard Content Server information

fields.

*  Author

*  Content ID

*  Content Type

*  Expiration Date

*  Release Date

*  Security Group

o Title

Custom—Comments and any custom fields created by

your system administrator.
Note: The title and content ID are displayed in all
custom search result templates based on the Classic
View, even if those fields are not specifically

selected from the Available Fields section. If the
title or content ID is selected, it will be duplicated.
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Item

Description

Main Information

Controls the display order of the fields in the Description
area of a search results page by displaying fields listed in
the Text1 box first. Additional display options, such as
anchor or formatting tags, may be entered here as either
HTML or Idoc Script.

Additional Information

Controls the display order of the fields in the Description
area of a search results page by displaying fields listed in
the Text2 box after those listed in Textl. Additional
display options, such as anchor or formatting tags, may be
entered here as either HTML or Idoc Script.

Use Advanced Description
Form

Enabling this option displays an advanced version of the
Main and Additional Information fields. When enabled,
the code for the display of each available field moved to
the Main or Additional Information sections is shown and
can be edited directly. Additionally, any item from the
Available Fields section can be included in both the Main
or Additional Information sections multiple times.
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Classic View Advanced Options

Item

Description

The content ID column
will link to

Determines what happens when you click on the Content
ID if it is displayed in a custom search results view.

Web-Viewable File—Displays a web-viewable version of
the content item.

Native File—Displays or downloads the native file.

HTML Rendition (Web-Viewable if no rendition)—
Displays the web-viewable version of a content item if it is
available, otherwise it attempts to convert the original
content item to HTML for display.

HTML Rendition (Native if no rendition)—Displays the
web-viewable version of a content item if it is available,
otherwise it downloads the native file.

None—Removes any link to the content ID. For example,
select this if you do not want the Content ID link active, or
if you are linking the content ID to another item, such as
the Content Information page, using Idoc Script.

show/hide additional
options

Displays a text field for entering additional Idoc Script
options to control the display of a search results page. Idoc
Script entered into this field is evaluated and included
before the search results page is displayed.

Create/Edit Headline View Search Result

Template Page

The Create/Edit Headline View Search Result Template page allows you to add templates
based on the Headline View, that specify what content item information is listed on a
search results page and how that information is displayed. The Create/Edit Headline View
Search Result Template page is accessed by clicking the Add Item icon ((3)) in the
Actions column of the Headline View option on the Search Result Templates for ‘User’

Page (page 4-21).
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When creating a template you must specify a unique ID, a descriptive name, what content
information is displayed and how, and the behavior of any links in the display. Once you
have created a custom template, you may set that template as your default by setting it on
the User Profile Page (page 4-15), or selecting it from the Actions drop-down list on any
search results page.

There are four main areas of the Create/Edit Headline View Search Result Template page:
++ Basic Information
++ Customize Columns

+ Customize Description Column

+ Advanced Options

Headline View Basic Information

The basic information fields of each template define the unique identifier and descriptive
label for the created template.

Item Description

A unique identifier for the template. It is used by Content
Server to manage your custom templates. Alphanumeric
List Template ID characters, underscores and dashes are recommended. The
following characters, as well as spaces, are not allowed: ;
NT:@&=+\"#%<>*~|[].,

A descriptive identifier for the template, displayed on the
User Profile page and in the Actions drop-down menu on
any search results page. Alphanumeric characters are
recommended. Spaces may be used.

List Template Description
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Headline View Customize Columns

The Customize Columns are is only available for custom templates based on the provided
Headline View template. Use it to determine the columns displayed and their order on a
search result page.

Item Description

Selecting an item in this box and clicking the right arrow
(%) moves the field to the Columns box.

Special—Any special field in the content server. Different
components or configurations may add additional special
fields. The following fields are available by default.

*  Native File

*  Native File Extension
*  Native Format

*  Web Extension

»  Web File Size

Available Fields *  Vault File Size
Standard—The default Content Server information fields:
e Author

*  Content ID

*  Content Type

*  Expiration Date

*  Release Date

*  Security Group

o Title

Custom—Comments and any custom fields created by
your system administrator.

Lists the fields you selected to display as a separate

column on a search results list. Selecting a field in this box
and clicking the up or down arrow allows you to adjust the
Columns . o o
columns order. Selecting a field in this box and clicking
the left arrow ((4) )Jremoves the field, preventing it from

being displayed as a separate column.
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Headline View Customize Description Column

Search Results Found 1 itern matching the auery,

Actions: | Select an action V
| Content ID || Description || Actions |
50000002 Title: ad irnage, boy ———— Main Information

Srmall boy for flver, sysadmin |
= Additional Information |

This area determines what content is displayed in the description column of a Headline
View search result template. The Description field must be selected in the Customize
Columns section for display on a search results page for this section to have any effect.
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Item

Description

Auvailable Fields

Selecting an item in this box and clicking the right arrow
(%)) moves the field to the Columns box. Each available
field can only be included once in either the Main
Information section or Additional Information section,
unless the Use Advanced Description Form check box is
enabled.

Special—Any special field in the content server. Different
components or configurations may add additional special
fields. The following fields are available by default.

*  Native File

*  Native File Extension
* Native Format

*  Web Extension

*  Web File Size

e Vault File Size

Standard—The standard Content Server information
fields:

*  Author

*  Content ID

*  Content Type

»  Expiration Date
* Release Date

»  Security Group
«  Title

Custom—Comments and any custom fields created by
your system administrator.

Main Information

Controls the display order of the fields in the Description
area of a search results page by displaying fields listed in
the Textl box first. Additional display options, such as
anchor or formatting tags, may be entered here as either
HTML or Idoc Script.
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Additional Information

Controls the display order of the fields in the Description
area of a search results page by displaying fields listed in
the Text2 box after those listed in Textl. Additional
display options, such as anchor or formatting tags, may be
entered here as either HTML or Idoc Script.

Use Advanced Description
Form

Enabling this option displays an advanced version of the
Main and Additional Information fields. When enabled,
the code for the display of each available field moved to
the Main or Additional Information sections is shown and
can be edited directly. Additionally, any item from the
Available Fields section can be included in both the Main
or Additional Information sections multiple times.

Headline View Advanced Options

Item

Description

The content ID column
will link to

Determines what happens when you click on the Content
ID if it is displayed in a custom search results view.

Web-Viewable File—Displays a web-viewable version of
the content item.

Native File—Displays or downloads the native file.

HTML Rendition (Web-Viewable if no rendition)—
Displays the web-viewable version of a content item if it is
available, otherwise it attempts to convert the original
content item to HTML for display.

HTML Rendition (Native if no rendition)—Displays the
web-viewable version of a content item if it is available,
otherwise it downloads the native file.

None—Removes any link to the content ID. For example,
select this if you do not want the Content ID link active, or
if you are linking the content ID to another item, such as
the Content Information page, using Idoc Script.
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Item Description

Displays a text field for entering additional Idoc Script
show/hide additional options to control the display of a search results page. Idoc
options Script entered into this field is evaluated and included
before the search results page is displayed.

Number of Columns
(Thumbnail-based Specifies the number of columns across the result grid.
templates only)
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Create/Edit Thumbnail View Search Result
Template Page

Create Thumbnail View Search Result Template quick help

Search Result Templates for sysadmin --= Create Thumbnail Yiew Search Result

Basic Information quick help

Content List Template 1D:

Content List Template Label:

Customize Description Column quick help

Available Fields Main Information

Spacial
Mative File
Mative File Extension
Mative Format
YWeh Extension

Standard
Author ) *®
Content 1D
Content Type .
Expiration Date @ ®
Felease Date
Secutity Group
Title

Cusiom
Comments

[] Use Advanced Description Form

Advanced Options show additional options | quick help

Murnber of Columns: |4

[ Save ] [ Cancel ] [ Feset ]

The Create/Edit Thumbnail View Search Result Template page allows you to add
templates based on the Thumbnail View, that specify what content item information is
listed on a search results page and how that information is displayed. The Create/Edit
Thumbnail View Search Result Template page is accessed by clicking the Add Item icon
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(#) in the Actions column of the Thumbnail View option on the Search Result Templates
for ‘User’ Page (page 4-21).

When creating a template you must specify a unique ID, a descriptive name, what content
information is displayed and how, and the behavior of any links in the display. Once you
have created a custom template, you may set that template as your default by setting it on
the User Profile Page (page 4-15), or selecting it from the Actions drop-down list on any
search results page.

There are three main areas of the Create/Edit Thumbnail View Search Result Template
page:

« Basic Information

7

«» Customize Description Column

+ Advanced Options

Thumbnail View Basic Information

The basic information fields of each template define the unique identifier and descriptive
label for the created template.

Item Description

A unique identifier for the template. It is used by Content
Server to manage your custom templates. Alphanumeric
List Template ID characters, underscores and dashes are recommended. The
following characters, as well as spaces, are not allowed: ;
NT:@&=+\"#%<>*~|[].,

A descriptive identifier for the template, displayed on the

. . User Profile page and in the Actions drop-down menu on
List Template Description .
any search results page. Alphanumeric characters are

recommended. Spaces may be used.
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Thumbnail View Customize Description Column

} f w
E® — Main Information
I Selected metadata
- i= displayed here
on separate lines
: ) in the order listed
Meeting Minutes in the Customize
From the June suppl}r meeting Description Column,
download native ]

This area determines what content is displayed in the description column of a Headline
View search result template. The Description field must be selected in the Customize
Columns section for display on a search results page for this section to have any effect.
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Item

Description

Auvailable Fields

Selecting an item in this box and clicking the right arrow
(%)) moves the field to the Columns box. Each available
field can only be included once in either the Main
Information section or Additional Information section,
unless the Use Advanced Description Form check box is
enabled.

Special—Any special field in the content server. Different
components or configurations may add additional special
fields. The following fields are available by default.

*  Native File

*  Native File Extension
*  Native Format

*  Web Extension

»  Web File Size

*  Jault File Size

Standard—The standard Content Server information
fields:

*  Author

*  Content ID

*  Content Type

*  Expiration Date

*  Release Date

*  Security Group

o Title

Custom—Comments and any custom fields created by
your system administrator.

Main Information

Controls the display order of the fields in the Description
area of a search results page by displaying fields listed in
the Textl box first. Additional display options, such as
anchor or formatting tags, may be entered here as either
HTML or Idoc Script.
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Item

Description

Use Advanced Description
Form

Enabling this option displays an advanced version of the
Main Information field. When enabled, the code for the
display of each available field moved to the Main
Information section is shown and can be edited directly.
Additionally, any item from the Available Fields section
can be included in both the Main Information section
multiple times.

Thumbnail View Advanced Options

Item

Description

show/hide additional
options

Displays a text field for entering additional Idoc Script
options to control the display of a search results page. Idoc
Script entered into this field is evaluated and included
before the search results page is displayed.

Number of Columns

Specifies the number of columns across the result grid.
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Portal Design for nuser

User Profile --= Paortal Design

Selinzijziz M

The system links are not applicable
to your current layout.

Edit Content Profile Links |

Personal Check in Links
Reguired Only
Set Expiration Date
Personal Search Links

Feguired Only
Set Expiration Date

Edit Sawved Queries

All My Contributions

Edit LIELs

Company Web Site
Internet Search Site
Internal Phone List

Edit Search Result Templates

The Portal Design page is used to personalize your portal navigation bar. To access this
page, click the Portal Design link on the user profile (page 4-15).

Feature Description

Edit System Links button

navigation.

This link is unavailable if you are using a layout style
other than Classic. If you are using the Classic layout, this
link displays the System Links page, which enables you to
place links to various system functions in your portal
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Feature Description

Displays the Portal Content Profiles page (page 4-46),
which enables you to select which check in and search
Edit Content Profile Links | profiles are displayed under the Search and New Check In
button menus on the Toolbar (page 4-5). Check in and search
page profiles are defined by your system administer, and
are enabled to display by default.

Displays the Saved Queries page (page 4-47), which
Edit Saved Queries button | enables you to modify and delete the saved queries that are
displayed in the My Content Server tray (page 4-20).

Displays the Personal URLs page (page 4-49), which
Edit Personal URLS button enables you to display UBL .links under the My Content
Server tray (page 4-20), similar to bookmarks in a

browser.

Displays the Search Result Templates for ‘User’ Page

Edit Search Result
1t >earch Resu (page 4-21), from which you can create new or edit

Templates

existing list templates.

Edit Content Profile Links Page

Edit Content Profile Links
ser Profile --= Portal Design --= Edit Content Profile Links

Profile ||Enah|e Check-In Link|| Enable Search Link || Order
Required Fields Profile
Display Required Fields 1
Resume Profile 5

all Resumes

[ LIpdate ] [ Feseat ]

The Edit Content Profiles page displays a list of all profiles defined by your system
administrator. It is accessed by clicking Edit Content Profile Links on the Portal Design
Page (page 4-45). Content profiles determine what metadata fields are displayed and how
they are grouped and titled on the associated check in, search, and information pages,
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based on rules defined by the system administrator. By default, all profiles are enabled for

display.

Tech Tip: Using a content profile link to check in or search for content can help you
define and display the most critical metadata fields necessary for those tasks. This can help
you use Content Server more effectively.

Item/Column Description
Active links below the page heading that provide a

Breaderummbs gra;.)hic.al regresentation'of Where the page is i.n the.
navigation hierarchy. Clicking a breadcrumb link displays
the page named by the link.

Profile The name and description of the profile.

Enable Check-In Link

Displays the content profile as a link in the New Check In
menu on the toolbar.

Displays the content profile as a link in the Search menu

Enable Search Link
on the toolbar.
Ord Defines the order in which profiles are displayed in the
rder
Search and New Check In menus, from top to bottom.
Update Submits any changes made to previous selections.
Reset Clears any changes made to existing selections.

Saved Queries Page

Saved Queries for nuser

User Profile --= Portal Design --= Saved Queries for nuser

All My Contributions

‘nuser” =in= dDocAuthor

‘I‘ Delete % Diefault ‘

Results on portal page |4

¥ Show Default Query

Update | Hesetl
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The Saved Queries page is used to modify and delete the saved queries that are displayed
in your portal navigation bar. To access this page, click My Saved Queries under the
My Content Server tray in the portal navigation bar (page 4-3), or Edit Saved Queries
on the Portal Design page (page 4-45).

@ Note: See Saving a Query (page 5-58) for information on how to save a query link in your
portal navigation bar.

Feature Description

Active links below the page heading that provide a
graphical representation of where the page is in the

Bread b
readermos navigation hierarchy. Clicking a breadcrumb link displays

the page named by the link.

Queries Lists the queries you have saved.

Delete check box The selected query links will be deleted when you click
the Update button.
Selects the query link that will be displayed in a different

Default option color in the portal navigation bar if the Show Default

Query check box is selected.

Indicates the number of content items for the default query
that will be displayed on the portal page (home page) if the
Show Default Query check box is selected.

Results on Portal Page
field

Select this check box to display the results of the selected
Show Default Query check | default query on the portal page (home page). The default
box query link will be displayed in a different color in your
portal navigation bar.

Update button Saves any changes that were made on this page.

Resets the fields on this page to the previously saved
Reset button ) bag P Y
settings.
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Personal URLs Page

Personal URLs for nuser

Title

User Profile --= Portal Design --= Personal URLs for nuser

URL

|CumpanyWeb oite

|http:ffuxﬁnw.stellent.cum

|Internal Phione List

|http:,-“,."IDl:alhl:ustf'stellent_?E,f'idl:plg’:

Update | Resetl

The Personal URLSs page is used to save links to websites in your portal navigation bar.
To access this page, click My Urls under the My Content Server tray in the portal
navigation bar (page 4-3), or Edit Personal URLSs on the Portal Design page (page 4-45).

Feature Description
Active links below the page heading that provide a

Breaderumbs gra}?hic.al rep'resentation'of .Where the page is i'n the.
navigation hierarchy. Clicking a breadcrumb link displays
the page named by the link.

Title field The link that will appear in your portal navigation bar.
Th let iform R Locat, RL) of th:

URL field e c.ornp ete Uniform Resource Locator (URL) of the
website. For example: Attp.//www.oracle.com.

Update button Saves any changes that were made on this page.

Reset button Res'ets the fields on this page to the previously saved
settings.
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FINDING FILES

OVERVIEW

Content Server uses a database set up by your system administrator to keep track of the
metadata entered when a content item is checked in. If your system administrator has also
enabled full-text capability, then the text of content items is indexed and made available
for searching as well. The following databases are compatible with Content Server:

«» MS SQL Server 2000 SP4

+ MS SQL Server 2005

% Oracle (versions 9.2 and 10g)

+« IBM DB2 (versions 8.1 and 8.2)

«» Sybase Adaptive (version 15)

Check with your system administrator to see which database is being used.

@ Note: Content Server does not support full-text search with Sybase Adaptive database. For
all other databases, full-text search must be enabled by the system administrator.

Options for Finding Content

There are several ways to find files in Content Server:

% Browsing to content (page 5-2)—This enables you to find a file by navigating through
a hierarchical link structure that has been set up by your system administrator.

% Searching by metadata (page 5-3)—This enables you to find a file based on
information about the file.
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+ Searching for specific text (page 5-10)—This enables you to find a file based on the
actual text in the file.

You can also search for a file using a combination of metadata and specific text search
criteria.

Note: If your system administrator has configured the content server to search database
metadata only, then you will not be able to search for specific text. Additionally, Content
Server can integrate with other search engines. Check with your system administrator to
see what options are available to you.

See Also

— Searching Metadata (page 5-3)

— Working with Search Results (page 5-39)

— Searching Referenced Links (optional) (page 5-46)
— Saving Queries (page 5-57)

BROWSING TO CONTENT

5-2

This section covers the following topics:
+ Browsing Content to Find a File (page 5-2)
+« Browse Content Tray (page 5-3)

Browsing Content to Find a File

Use the following procedure to find information by browsing content:
1. Click the Browse Content tray in the portal navigation bar to expand the tray.
2. Scan the list of folders until you find the one you are looking for.

3. Click the plus sign (+) next to the folder to expand the folder contents and continue
drilling down through the folders until you reach a link to one of the following:

» asearch results page (page 5-42),
» adifferent website

® a content server report
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Browse Content Tray

-~ Browse Content

EHIH Library Folders

~[=] What's New

~[@] stellent

EH[H Accounting

|§| Reimbursable Expense

i.[3] Purchase Requests

Browsing content in Content Server is similar to looking for a paper document in your
organization’s file cabinets. In a file cabinet, you find the file drawer, then the folder, then
the document. In Content Server, you find documents and links to websites in folders in
the Browse Content tray.

Library Folders

The Browse Content tray is set up in a hierarchical link structure (the “Library’’), where

each folder level is based on metadata. The Library Folder is set up by default. Your

system administrator determines the hierarchy of any folders within the Library Folder.

Clicking the plus sign (+) next to a collapsed folder will expand the contents of the folder.

Clicking the minus sign (—) next to an expanded folder will collapse it. Clicking a link in

the last folder of a hierarchy will take you to one of the following:

A list of content items that match the folder’s metadata and that you have permission
to view

% A website

A report that provides information about content items, users, metadata fields,
or other content server elements.

See Also
— Browsing Content to Find a File (page 5-2)

SEARCHING METADATA

This section covers the following topics:

¢ About Metadata Searching (page 5-4)

¢ Performing a Metadata Search (page 5-4)
¢ Metadata Search Operators (page 5-5)

Content Server User Guide 5-3



Finding Files

5-4

7

«» Metadata Search Case Sensitivity (page 5-6)
+ Metadata Wildcards (page 5-6)
+» Searching for Expired Content (page 5-7)

About Metadata Searching

Metadata searching is similar to finding a book in a library by searching for its author,
title, or subject. When you search by metadata, you specify as much information as you
know about a file or a group of files. For example, if you want to find all files written by
your supervisor for your department that were released on or after 1/1/2002, you would
specify the following on the search page:

« Author: supervisor s user name
+ Department: department name

«» Release Date From: 1/1/2002

Note: When searching for metadata, case sensitivity and wild card options will vary
depending on how your system administrator has configured the content server. See your
system administrator for your specific configuration.

Performing a Metadata Search

Use the following procedure to search for files using metadata as the search criteria:
1. Display the home page search fields (page 5-29) or the Search tray (page 5-30).
2. Enter your search criteria in the metadata search fields (page 5-36).

»  Select the appropriate metadata search operators (page 5-5).

* Use metadata wildcards (page 5-6) as necessary.

* Keep metadata search case sensitivity (page 5-6) in mind.
3. Select the results options (page 5-40) for displaying the results.
4. Click Search.

The files that match your search criteria are displayed on the search results page
(page 5-42).
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Metadata Search Operators

On the advanced search page (page 5-34), search operators can be used to refine the search

criteria for a number of metadata fields. These operators are listed as options in drop-down
lists to the left of each field.

at the end of the metadata field. This
has the same effect as placing a
wildcard before the search term when
using the Matches operator.

Operator Description Example
Substring Finds content items with the specified | When form is typed in the Title field,
string anywhere in the metadata field. | the search returns items with words
This has the same effect as placing a | such as forms, performance, and reform
wildcard before and after the search | in their title.
term. This is the default operator.
Matches Finds items with the exact specified | When address change form is typed in
value in the metadata field. the Title field, the search returns items
with the exact title of Address Change
Form.
Starts Finds items with the specified value | When form is typed in the Title field,
at the beginning of the metadata field. | the search returns all items with titles
This has the same effect as placing a | that begin with the word form, including
wildcard after the search term when | forms, forming, etc.
using the Matches operator.
Ends Finds items with the specified value | When form is typed in the Title field,

the search returns all items with titles
that end with the word form, such as
form, perform, chloroform, etc.

Not Substring

Finds content items that do not have
the specified string anywhere in the
metadata field.

When form is typed in the Title field,
the search returns items without words
such as forms, performance, and reform
in their title.

Not Matches

Finds items that do not have the exact
specified value in the metadata field.

When address change form is typed in
the Title field, the search returns items
without the exact title of Address
Change Form.
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Metadata Search Case Sensitivity

Case sensitivity for metadata searches varies depending on how your system administrator
has configured the content server.

@ Note: See your system administrator for your specific configuration.

5-6

SQL Server

If the content server is using database searching with SQL Server, metadata searches are
not case-sensitive.

Oracle

If the content server is using database searching with Oracle, metadata searches are always
case-sensitive. This is in contrast to full-text searches, which are not case-sensitive when
Oracle database searching is used.

DB2

If the content server is using database searching with DB2, metadata searches are case-
sensitive.

Metadata Wildcards

A wildcard substitutes for unknown or unpredictable characters in the search term. You
can use wildcards in metadata searches, even when using the Quick Search field.
However, wildcards entered into the Quick Search field are evaluated differently
depending on the search engine used. See Wildcards and Quick Search (page 5-27) for

more information.

Database Metadata Wildcards

If the content server is configured to use database search, the following wildcards can be
used in metadata search fields:

R/

% An percent sign (%) stands for zero or more alphanumeric characters. For example:
* form% matches form and formula
*  %orm matches form and reform

o %form% matches form, formula, reform, and performance
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+ An underscore () stands for one alphanumeric character. For example:
* form_matches forms and forml, but not form or formal

* _ form matches reform but not perform

Searching for Expired Content

By default, you can not search for expired content unless you have administrative rights to
Repository Manager; however, your system administrator may have permitted specific
users to view and work with expired content.

Expired Content Page

Content Expiration

Find Expire Content

After: I I i Search |

Before: I I -

- Expired Content

To display the Expired Content page, click the Content Management tray, and click
Expired Content.

Feature Description

Displays all expired content in the content server

Expired Content area . .
P repository when the Search button is clicked.

Displays all expiring content in the content server

Expiring Content area ) D
PIrng repository when the Search button is clicked.
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Feature Description

Used to search the content server repository for content
that has already expired.

Before/After choice list: Limits search results to content
that expired before or after the specified date.

Date field: Specifies the date.

Date choice list: Fills in the Date field with a date relative
to current date and time.

Find Expired Content area

Search button: Displays search results of expired content
that meets the date criteria in the Expired Content area
above the form.

Used to search the content server repository for content
that will expire at a specified time in the future.

From field: Limits search results to content that will

expire after the specified date. If this field is blank, the
current date and time are used by default.

. . To field: Limits search results to content that will expire
Find Expiring Content area .
before the specified date.

Choice lists: Fills in the Date field with a date relative to
the current date and time.

Search button: Displays search results of expiring
content that meets the date criteria in the Expiring Content
area above the form.

Searching for Expired Content
Use the following procedure to search for content that has already expired:
1. Log in to the content server.
2. Click Content Manager in the left navigation bar.
3. Click Expired Content on the Content Management page.
The Expired Content Page (page 5-7) is displayed.

4. In the Find Expired Content area, select Before or After from the choice list.
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5. Enter a date in the empty field. You can type in the date or select a relative date from
the choice list.

6. Click Get Expired.

The search results page displays all content that expired before or after the specified
date.

Searching for Content About to Expire

Use the following procedure to search for content that will expire at a specified time in the
future:

1. Log in to the content server.

2. Click Content Manager in the left navigation bar.

3. Click Expired Content on the Content Management page.
The Expired Content Page (page 5-7) is displayed.

4. In the Expiring Content area, enter a date in the From field and/or the To field. You
can type in the date or select a relative date from the choice list.

5. Click Get Expiring.

The search results page displays all content that will expire within the specified time
period.
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SEARCHING FULL-TEXT
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This section covers the following topics:

7
0‘0

About Full-Text Searching (page 5-10)

R/
0’0

Full-Text Search Rules (page 5-10)

7
0‘0

Full-Text Search Case Sensitivity (page 5-11)
+¢ Performing a Full-Text Search (page 5-16)

About Full-Text Searching

Full-text searching enables you to find a content item based on the text contained in the
file itself. When a content item is checked into the content server, the indexer stores all of
the words in the web-viewable version of the content item (PDF, HTML, text, or other
supported file formats) in an index. When you perform a full-text search, the search
expression is compared with the index, and any content items and discussions that contain
your search text are returned in the search results.

A full-text search expression can include the following elements:

®

¢ Strings—partial words (such as addr)

+ Words—individual whole words (such as addresses)
+« Phrases—multiple-word phrases (such as new addresses)

< Operators—Ilogic applied to words and phrases (such as news AND addresses)

See Full-Text Search Rules (page 5-10) for more information.

See Also
— Performing a Full-Text Search (page 5-16)
— Additional Search Capabilities (page 5-16)

Full-Text Search Rules

The following search rules will help you refine your full-text search criteria:

+* You can use wildcards in full-text search queries, but the various full-text search
engines use different wildcards:

e SQL Server Database Full-Text Wildcards (page 5-12)
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*  Oracle Database Full-Text Wildcards (page 5-13).
* DB2 Database Full-Text Wildcards (page 5-15)
¢ You can use search operators in full-text search queries, but the various full-text
search engines use different operators:
*  SQL Server Database Full-Text Search Operators (page 5-12)
*  Oracle Database Full-Text Search Operators (page 5-14).
* DB2 Database Full-Text Search Operators (page 5-15)

«» Internet-Style Search Syntax (page 5-17) is supported for full text searching.

* When you perform a full-text search, the search finds the word you specify and words
that have the same “stem”. For example, searching for the word address finds files
with the word address, addressing, addresses, and addressed in them. If you want to
limit the search to the word you specify, place the word in double quotes (for example,
“address”).

* You can sort full-text search results by the number of occurrences of the search terms
and the proximity of the search terms when an operator such as <NEAR> is used.
Select the Score option from the Sort By list on the search results page (page 5-42).

Full-Text Search Case Sensitivity

Case sensitivity for full-text searches varies depending on how your system administrator
has configured the content server. By default, Content Server is configured to use database
searching. If the content server is using database searching with SQL Server, Oracle, or
DB2, full-text searches are not case-sensitive.

If an optional search engine has been installed and configured for use with Content Server,
then case sensitivity rules will depend on the engine being used.

@ Note: See your system administrator for your specific configuration.

@ Tech Tip: Generally, you should use all lowercase search strings to ensure that you find all
of the files that match your search expression. Use mixed-case search strings only if you
are looking for a specific combination of lower case and upper case.

SQL Server Database Full-Text Search Options

This section covers the following topics:
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@

+ SQL Server Database Full-Text Wildcards (page 5-12)
% SQL Server Database Full-Text Search Operators (page 5-12)

SQL Server Database Full-Text Wildcards

A wildcard substitutes for unknown or unpredictable characters in the search term.
The following wildcard can be used in SQL Server database full-text search fields
(only when used following a prefix):

+ An asterisk (*) stands for zero or more alphanumeric characters. For example:

*  form™ matches form, formal, and formula

SQL Server Database Full-Text Search Operators

The following operators can be used to refine your SQL Server database full-text search
expression.

Note: For clarity, the operators are shown in upper case, but they can be in lower case
as well.

Operator Description Example
AND Finds content items that contain all | address AND name returns content
of the specified terms. items that contain both specified
words.
AND NOT Finds content items that contain the | address AND NOT name returns
first term, but not the second term. | content items that contain the first
word, but not both words.
OR Finds content items that contain at | safety OR security OR protection
least one of the specified terms. returns content items that contain at
least one of the three words.
“phrase” Finds content items that contain the | “address change” returns content
phrase specified between the items that contain the exact
quotes. specified phrase.

5-12
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Operator

Description

Example

NEAR

Finds content items that contain the
specified terms in close proximity
to each other.

internet NEAR server returns
content items that contain the
specified words close to one
another.

ISABOUT(term1, term?2)

Finds content items that contain the
specified terms and ranks them
based on the specified method.

ISABOUT (address, name) returns

items containing both address and
name, and ranks the results based

on how well they meet the criteria
specified in the ranking method.

“PREFIX*”

Finds content items that contain the
term specified between the quotes
as a prefix to the wildcard.

“form™*” returns content items that
contain words with form as a
prefix, for example, forms, formal,
formula, but not words with form
as a substring, such as inform,
uniform, or reformation.

@ Note: The * wildcard can be used in full-text searches only when following a prefix.

Oracle Database Full-Text Search Options

This section includes these topics:

¢ Oracle Database Full-Text Wildcards (page 5-13)

¢ Oracle Database Full-Text Search Operators (page 5-14)

% Oracle Full-Text Highlighting (page 5-14)

Oracle Database Full-Text Wildcards

A wildcard substitutes for unknown or unpredictable characters in the search term.
The following wildcard can be used in Oracle database full-text search fields:

7

A percent (%) equals zero or more alphanumeric characters.

% An underscore (_) equals exactly one alphanumeric character.

Content Server User Guide
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Oracle Database Full-Text Search Operators

The following operators can be used to refine your Oracle database full-text search

expression.

Note: For clarity, the operators are shown in upper case, but they can be in lower case

as well.

term that precedes the operator
(if any), and ignores content items

that contain the term that follows it.

Operator Description Example
AND Finds content items that contain all | address AND name returns content
of the specified terms. items that contain both specified
words.
OR Finds content items that contain at | safety OR security OR protection
least one of the specified terms. returns content items that contain at
least one of the three words.
NOT Finds content items that contain the | NOT server returns content items

that do not contain the word server.

internet NOT server returns content
items that contain the word internet
and do not contain the word server.

NEAR(term1, term2)

Finds content items that contain the
specified terms in close proximity
to each other. Terms that are closer
together receive a higher score.

NEAR (internet,server) returns
content items that contain the
specified words close to one
another.

ISABOUT (phrase)

Finds content items that contain the
phrase specified in the parenthesis.

1S ABOUT(changed address)
returns content items that contain
specified phrase.

Oracle Full-Text Highlighting

Search terms can be highlighted in the returned text, provided the content server is using
Oracle database full-text search and your administrator has enabled the functionality.
Forward (>>) and back (<<) navigation links bracket the highlighted text. Clicking the
links will take you to the next and previous result in the text.

5-14
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This section includes these topics:
+« DB2 Database Full-Text Wildcards (page 5-15)
+ DB2 Database Full-Text Search Operators (page 5-15)

DB2 Database Full-Text Wildcards

A wildcard substitutes for unknown or unpredictable characters in the search term.

The following wildcard can be used in Oracle database full-text search fields:

K/

A percent (%) equals zero or more alphanumeric characters.

+ An underscore () equals exactly one alphanumeric character.

DB2 Database Full-Text Search Operators

The following operators can be used to refine your DB2 database full-text search

expression.

Note: For clarity, the operators are shown in upper case, but they can be in lower case

as well.

Operator Description Example
AND Finds content items that contain all | address AND name returns content
of the specified terms. items that contain both specified
words.
OR Finds content items that contain at | safety OR security OR protection
least one of the specified terms. returns content items that contain at
least one of the three words.
NOT Finds content items that contain the | NOT server returns content items
term that precedes the operator that do not contain the word server.
(if any), and ignores content items | jusernet NOT server returns content
that contain the term that follows it. | jtems that contain the word internet
and do not contain the word server.
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Operator

Description

Example

“phrase”

Finds content items that contain the
phrase specified between the
quotes.

“address change” returns content
items that contain the exact
specified phrase.

NEAR(terml, term2)

Finds content items that contain the
specified terms in close proximity
to each other. Terms that are closer
together receive a higher score.

NEAR (internet,server) returns
content items that contain the
specified words close to one
another.

ISABOUT(phrase)

Finds content items that contain the
phrase specified in the parenthesis.

IS ABOUT (changed address)
returns content items that contain
specified phrase.

Performing a Full-Text Search

Use the following procedure to perform a full-text search:

1. Display the Quick Search field (page 5-19), home page search fields (page 5-29),

Search tray (page 5-30), or advanced search page (page 5-34).

2. Enter your search terms in the full-text search field.

Take the full-text search rules (page 5-10) into account.

Keep full-text search case sensitivity (page 5-11) in mind.

3. Select the results options (page 5-40) for displaying the results.

4. Click Search.

The files that match your search criteria are displayed on the search results page
(page 5-42) or in the Results tab (page 5-32) under the Search tray in the Portal Navigation

Bar.

ADDITIONAL SEARCH CAPABILITIES

This section covers the following topics:

¢ Internet-Style Search Syntax (page 5-17)

0

5-16

«» Complex Queries and Alternate Query Formats (page 5-18)

Content Server User Guide




Finding Files

Internet-Style Search Syntax

Search techniques common to the popular internet search engines are supported in Content
Server. For example, typing new product in the Quick Search field will be interpreted as
new <AND> product, while typing new, product is interpreted as new <OR> product. The
following tables lists how common characters are interpreted by Content Server.

Character Interpreted As

Space () AND

Comma (,) OR

Minus (-) NOT

Phrases enclosed in double-quotes (“any phrase”) exact match of entered phrase

The following table lists examples of how searching full-text is interpreted with internet-
style syntax.

Query Interpreted As

new product new <AND> product

new, product images new <OR> product <AND> images

new product -images new <AND> product <AND> <NOT> images
“new product”, “new images” | “new product” <OR> “new images”

The following table lists examples of how searching the title metadata using the substring
operator is interpreted with internet-style syntax.

Query Interpreted As

dDocTitle <substring> ‘new’ <AND> dDocTitle

new product ,
<substring> ‘product’

dDocTitle <substring> ‘new’ <OR> dDocTitle

new, product :
<substring> ‘product’
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Query Interpreted As

dDocTitle <substring> ‘new’ <AND> <NOT>

new -product
‘product’

“new product” dDocTitle <substring> ‘new product’

Note: Internet-style search syntax is enabled by default, but may be disabled by your
system administrator. Check with your system administrator if you have questions.

Complex Queries and Alternate Query Formats

Content Server allows for the use of parenthesis for complex query construction, as well
as field:value and site:value formats when creating a query. By using these alternatives,
you can more easily search the metadata field you want across multiple servers, if
necessary, and refine your results. For example, if you want to search only the title
metadata for “new product” without having to go to the Advanced Search page, you can
do so by entering dDocTitle: “new product” into the Quick Search field. The search will
be limited to the field you specified prior to the colon. You must know the Content Server
identifier for the metadata field you want to search.

Similarly, the site:value format allows users to specify enterprise search targets as well.
For example, if you have a master instance and a proxy instance, where the master is
configured to use Enterprise Search against the proxy, you can use the following query can
be entered into the Quick Search field of the master instance to search the proxies:

site:master,proxy dDocTitle:“new product”

In the above example, “master” and “proxy” must be the names of the search providers or
of aliases defined for them.

The following table lists some examples of complex and alternate query formats.

Query Interpreted As

dDocTitle:New dDocTitle <contains> ‘New'

(dDocTitle <contains> “New ) <AND>

dDocTitle:New product . .
<ftx>'product " </ftx>
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Query Interpreted As

dDocTitle <contains> "New <AND>

dDocTitle:New dDocTitle:product , , . .
dDocTitle <contains> "product

dDocTitle <contains> "New <AND>

dDocTitle:New,dDocTitle:product , , . .
dDocTitle <contains> "product

dDocTitle <contains> "New <AND>

dDocTitle:New dDocType:Presentations , . o
dDocType <contains> "Presentations

dDocTitle <contains> "New <OR>

dDocTitle:New,dDocType:“Test Plan” , . .
dDocType <contains> Test Plan

SEARCH PAGES

You can perform a content item search from the following places in the Content Server
interface:

¢ Quick Search Field (page 5-19)

+ Home Page Search Ficelds (page 5-29)
*» Search Tray (page 5-30)

+» Advanced Search Page (page 5-34)

¢+ Search Links Page (page 5-47)

Quick Search Field

D

The quick search field enables you to perform a search regardless of what page is
displayed in the content area. The Quick Search field searches the title and content ID
metadata, as well as indexed full-text if it is supported on your system.

You or your system administrator can also build custom searches targeted to search one or
more metadata fields you specify, and make them available through the Quick Search
field. Targeted searches can be created using either the Query Builder Form (page 5-38) or
Expanded Form (page 5-35) on the Advanced Search Page (page 5-34).
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Internet-style search syntax is supported in the Quick Search field, as is complex
construction and alternate query formats. For more information, see Additional Search
Capabilities (page 5-16).

Note: If you have changed your layout to the Classic layout, you may need to enable the
Quick Search field by selecting the Quick Search check box on your System Links page.

Item Description

Enter search terms in this field for searching the title and

Text entry field content ID metadata, as well as the full-text index.

Displays the Targeted Quick Search Actions menu, which
lists the available targeted searches and links to edit them
or clear the current selection. Once selected, the targeted
search remains persistent until it is cleared or replaced.
The name of the selected targeted search is displayed to
the left of the icon. If the targeted search is cleared, a quick
search reverts to the default behavior of searching content
ID, title, and full-text (if enabled.)

Targeted Quick Search List—Displays a list of available
searches. Selecting a search enables it in the quick search
field.

Targeted Quick Search Clear Selection—Clears the current targeted quick search
Action icon (E) and returns the quick search field to the default behavior.

Edit—Displays the Targeted Quick Searches Page (page
5-22), from which you can add additional edit existing
targeted quick searches.

Figure 5-3  Targeted Quick Search Action Icon Menu

Targeted Quick Searches IE
Authaor
Title

Clear Selection

Edit
)
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Item Description

@ Tech Tip: You can run a targeted search from the quick search field without
selecting it by entering the targeted search key into the quick search field,
followed by a space and the search criteria. Previously selected targeted searches
must be cleared first. For example, to run a targeted search with the key title for
all content with the word Moose in the title, ensure previous targeted searches are
cleared and enter title Moose into the quick search field. For this reason, it is a
good idea to use easily remembered keys when creating targeted quick searches.

Displays a search results page that lists the content items

ick Search button
Qu Y that contain the search terms.
Provides a list of selectable XML document types. By
default, the searchxml option is selected. If an XML
document type is not selected from the list, the component
, erforms a metadata search in the stored documents and
XML Document Type list P Y

returns all results. In this case, there are no limits on the
query.

If you select one or more document types and enter a
search term in the text entry field, the component performs
a full-text search in the selected document types.

@ Note: To support full-text searches, at least one XML document type must be
selected. Any document type included in the list indicates that it has been full-text
indexed.
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Targeted Quick Searches Page

Targeted Quick Searches

Targeted Quick Searches Defined by Admins

Key || Lahel || Query || Status || Actions |
a Author <qgsch=dDochuthor: #s</gsch= Enabled L=
t Title <qgsch>dDocTitle: #s</gsch= En Disahle H
Create Mew... Edit {b

Celete

Personal Targeted Quick Searches

Key || Label || Query || Actions |
mySecure My Secured Title and © dDocAuthor =matches> “nuser™ <AMNE Ko

Targeted quick searches specify which metadata fields to search when text is entered into
the quick search field, and any additional criteria to be run when a quick search is used.
Targeted quick searches can be created by you or your system administrator. The Targeted
Quick Search page lists all targeted quick searches, and is accessed by selecting Edit from
the targeted quick search action icon menu.
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Item

Description

Key

A unique identifier for each targeted quick search.
Alphanumeric characters, underscores and dashes are
recommended. The following characters, as well as
spaces, are not allowed: ; A7 : @ & =+\"#%<>*~|[
1.,

9 Caution: If the key to a personal targeted quick
search is identical to a key used in a quick search
defined by an administrator, the personal targeted
quick search will be executed even if the
administrator-defined quick search is selected.

@ Tech Tip: The key can be entered into the quick
search field, followed by a space and the search
criteria to run a targeted quick search without first
selecting it from the targeted quick search action
icon menu. Previously selected targeted searches
must first be cleared.

Label

A descriptive identifier for the targeted search, displayed
in the targeted quick search action icon menu.
Alphanumeric characters are recommended. Spaces may
be used. Multiple targeted searches can have the same
label.

Query

The text of the targeted quick search.

Status

Indicates whether a targeted search created by an
administrator is available for use.

Enabled—The targeted quick search is listed in the
targeted quick search action icon menu and can be run
from the quick search field.

Disabled—The targeted quick search is not listed in the
targeted quick search action icon menu and cannot be run
from the quick search field.

Content Server User Guide

5-23



Finding Files

5-24

Item

Description

Item Actions Icon (¥Z])

Allows the following actions to be taken

Disable (Targeted Quick Searches Defined by Admins
section only)—Prevents the selected quick search from
displaying in the targeted quick search action icon menu.
Disabled targeted quick searches can still be run by
entering the key in the quick search field, followed by a
space and the search criteria.

Edit—Displays the Create/Edit Targeted Quick Search
Page (page 5-25) to allow editing of previously defined
criteria for the selected targeted search.

Delete—Removes the selected targeted quick search from
the Content Server. Deleted targeted searches are no
longer displayed in the targeted quick search action icon
menu and cannot be run.

Only users assigned the admin role may edit or delete
targeted quick searches created by a system administrator.

Create New

Displays the Create/Edit Targeted Quick Search Page
(page 5-25) to create a new targeted quick search.
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Create/Edit Targeted Quick Search Page

Create/Edit Targeted Quick Search quick help

[ | = Search Forms ||

Targeted Quick Searches --= Create Targeted Quick Search Expanded Form

Query Builder Fo

[ Save ] [ Feset ]

Targeted Quick Search Key:
Targeted Quick Search Label:

Mote: Each targeted quick search must include at least one
field specified as the target. To specify a field as the target,
enter #z in the input box associated with that field, Multiple
fields can be targeted.

Query Builder

Author || Substring | nuser )
AMD [+ | Title #| | Substring | |#s )
AND [¥] [ ¢ v| | Substri v|# 3
omrments Lpsting 5 ®

[ Modify Query Text

Results Options

Results Per Page: |2(] Sort By: | Release Date || | Descending |+

[ Save ] [ Reset ]

The Create Targeted Quick Search page is used to create new targeted quick searches. It is
accessed by clicking Create New on the Targeted Quick Searches Page (page 5-22). The
Edit Targeted Quick Search page is used to edit existing targeted quick searches. It is
accessed by selecting Edit from the targeted quick search action icon menu. Targeted
quick searches are displayed in the Quick Search Action menu next to the quick search
field.
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Item

Description

Actions drop-down list

Determines the search form used to create the targeted
search. The default is to the search form type setting on the
User Profile Page (page 4-15).

Expanded Form (page 5-35)—Displays all search field
options on a single page, but does not allow the use of
<OR> as an operator between fields. Queries constructed
with the expanded form assume fields are connected with
the <AND> operator.

Query Builder Form (page 5-38)—Offers available
search fields for selection from drop-down lists, and
enables field for direct edit of the query text. Also allows
the use of <OR> as search operator.

Targeted Quick Search Key

A unique identifier for each targeted quick search.
Alphanumeric characters, underscores and dashes are
recommended. The following characters, as well as
spaces, are not allowed: ; \?: @ & =+\"#% <>*~|[
I,

9 If the key to a personal targeted quick search is
identical to a key used in a quick search defined by
an administrator, the personal targeted quick search
will be executed even if the administrator-defined
quick search is selected.

@ Tech Tip: The key can be entered into the quick
search field, followed by a space and the search
criteria to run a targeted quick search without first
selecting it from the targeted quick search action
icon menu. Previously selected targeted searches
must first be cleared.

Targeted Quick Search
Label

A descriptive identifier for the targeted search, displayed
in the targeted quick search action icon menu.
Alphanumeric characters are recommended. Spaces may
be used. Multiple targeted searches can have the same
label.
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Item

Description

Search Form

Used to define the criteria of the targeted search. Each
targeted quick search must include at least one field
specified as the target. To specify a field as the target,
enter #s in the input box associated with that field.
Multiple fields can be targeted.

show/hide advanced
options (Query Builder
form only)

Toggles between displaying and hiding the Modify Query
Text check box and Query Text field. Advanced options
are hidden by default.

Modify Query Text

Controls whether the Query Text field is available for
entering text directly into the query.

Enabled—Text can be entered directly into the query text
field.

Disabled—Query text can be seen as gray text, but cannot
be edited directly.

Query Text field

Displays the query text as it is being built, or allows user
to enter text directly into a query, provided the Modify
Query Text check box is enabled.

Results Per Page

Determines the number of results that are displayed on the
search results page of a targeted quick search.

Sort By

Determines which of the following options are used to sort
the targeted search results, and whether or not those results
are listed in ascending or descending (default) order:

+ Release Date (default)
% Title

Saves

Saves and enables the targeted quick search.

Reset

Resets the form.

Wildcards and Quick Search

Different search configurations used with Content Server use different wildcards and
evaluate them differently for full-text and metadata. Because the Quick Search Field
searches both full-text and metadata, search results from wildcards used in the Quick
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Search field will depend on your system configuration. For information about wildcards
used with each configuration, see Metadata Wildcards (page 5-6), Oracle Database Full-
Text Wildcards (page 5-13), and DB2 Database Full-Text Wildcards (page 5-15).

The following table explains how wildcards in the Quick Search field are evaluated for
full-text and metadata in each configuration.

Oracle SQL Server DB2

) * 2 As wild, )
Full-text As wild ] As wild
% _ As literal

) * 9 As literal, )
Metadata As wild _ As wild
% Aswild

Expanded Form Limitations

The Expanded search form combines fields using the <AND> operator, which may have
limited value for targeted quick search. For example, if you used the expanded form to
create a quick search that targeted both the title and the comments field, the term you
searched for would have to be in both fields. It is more likely that you would want to
search for a term that is in either the title or the comment fields. To do so, you would need
to use the Query Builder form and select the <OR> operator between the fields when
creating the search.

See Also

— Searching Full-Text (page 5-10)

— Metadata Wildcards (page 5-6)

— Oracle Database Full-Text Wildcards (page 5-13)
— DB2 Database Full-Text Wildcards. (page 5-15)
— Additional Search Capabilities (page 5-16)
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Home Page Search Fields

Search

Title |

Content IDI

Release Date: Fruml

Tul

Full-Text Searchl

Sort By: |Release Date | [Descending x| =~ Search |

The home page search fields enable you to perform a metadata search, full-text search, or

a combination of both from the content server home page (page 4-6). Only the most

commonly used search fields are available from the home page.

Note: Your home page may have a different appearance than the default “out-of-the-box”

content server home page, which includes search fields. If search functionality is not

available from your home page or if you want to search on additional metadata fields,

use the search tray (page 5-30) or Advanced Search page (page 5-34).

Feature

Description

Title field

A descriptive name for the content item.

Content ID field

The unique identifier for the content item.

Release Date fields

The date that the item was released to the content
server.

From—The search finds items released on or after this
date.

To—The search finds items released before (but not
on) this date.

Full-Text Search field

Enter full-text search terms. For details refer to
Searching Full-Text (page 5-10).

@ Note: If your system administrator has configured the content server to search
database metadata only, the Full-Text Search field will not be displayed.
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Feature Description

Sort By list Specifies the field that the search results will be sorted
on:
Release Date (default)}—Sorts by the Release Date
metadata field.

Title—Sorts alphabetically by the Title metadata field.

Order list Specifies the sort order of the search results:

Descending (default)}—Sorts alphabetical results in
Z-A order; numerical results in 9-0 order; and date
results in newest to oldest order.

Ascending—Sorts alphabetical results in A-Z order;
numerical results in 0-9 order; and date results in oldest
to newest order.

Displays a list of the content items that match the

Search button .
" search criteria on a search results page (page 5-42).

Search Tray

The Search tray enables you to perform a metadata, full-text, or combination search from
the content server’s portal navigation bar (page 4-3). Clicking the Search tray will expand
or collapse the tray. Only the most commonly used search fields are available from the
Search tray.
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Criteria Tab

J Criteria || Results | Advanced..

Search I Clearl

Title: |

ID: |

Author: I

Text: |

Release Date:

Frorm I To I

The Criteria tab displays the form in which you enter your search criteria.

Feature Description

Advanced Displays the Advanced Search page (page 5-34).

Search button Submits the search criteria entered to the content server.

Clear button Clears any criteria entered into the search fields.

Title field A descriptive name for the content item.

ID field The unique identifier for the content item.

Text field Enter text search terms. For details refer to Searching Full-
Text (page 5-10).

@ Note: If your system administrator has configured the content server to search
database metadata only, the Text field will not be displayed.

The date that the item was released to the content server.

From—The search finds items released on or after this
Release Date fields date.

To—The search finds items released before (but not on)
this date.
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Results Tab

Criteria || Results | Advanced..

| Items 1-20 of 45

+ PagEIE of 3 &

(i) My Editarial

(i) My Editorial

(i) Our Place in the Wworld
(i) Maotivational Study

(i) My Editorial

(i) our Place in the world
(i) Maotivational Study

The Results tab is the area where a listing of search results based on the criteria entered in
the criteria tab is displayed. The search results remain in the results tab until a new search
is performed or the page is refreshed.

Feature Description
Advanced Displays the Advanced Search page (page 5-34).
) Returns the search results tab back to the previous results
Previous
page.
Next Advances the search results tab to the next page of results.

Arrow buttons

Forward—Advances to the next search results page in a
series.

Back—Returns to the previous search results page in a
series.

Displays the content information of the corresponding

Info icon _

content item.
ID field The unique identifier for the content item.

Enter full-text search terms. For details refer to Searching
Text field

Full-Text (page 5-10).
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Feature Description

The date the item was released to the content server.

From—The search finds items released on or after this
Release Date fields date.

To—The search finds items released before (but not on)
this date.
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Advanced Search Page

Search quick help

|1|r Zearch Forms |

Expanded Fnrrrg,}[:.gn
[ Search ] [ Fesat ] [ Save ] Query Builder F

Full-Text Search

Enter wards or phrases separated by commas

S

Metadata Search

Content ID subistring v

Title Subistring V

Type Substring V v
Security Group | Subsiring v v
Author subistring V

Release Date From To

Expiration Date From To

Comments Substring v

Results Options

Results Per Page: |20 | Sort By: | Belease Date k4 Descending d

[ Search ] [ Feset ] [ Save ] [ Cluick Help

The advanced search page enables you to perform a metadata search, full-text search, or a
combination of both on all available fields. You can build your search using either the
Expanded Form (page 5-35) to view all criteria options, or the Query Builder Form (page
5-38) to select search criteria from pull-down menus as required. The Query Builder Form
also allows you to manually edit the query text. To access this page, click the Advanced
link under the Search tray (page 5-30) or the Search link on the toolbar (page 4-5).
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Tech Tip: Using a content profile link under the My Content Server Tray (page 4-20) to
check in or search for content can help you define and display the most critical metadata
fields necessary for those tasks. Creating a targeted quick search to pre-define fields
searched from the quick search form can also streamline searching for content.

Expanded Form

Metadata Search

Content ID | Substring b

Title =ubstring ™

Type Substring ~ w
gﬁ;ﬂ;it" substring e v
Author Substring il

ggltiase From To

I[E):;Eiaratiun From To

Comments Substring il

country Substring L% W
state Substing e »

city Substring i »

The expanded form on the Advanced Search Page (page 5-34) displays all search fields
available to you on a single page. You can alternate between the expanded form and the
query builder form using the Actions menu at the top of the search page.

@ Note: Queries built using the Expanded form separate the metadata fields with the
<AND> operator. This means that each search criteria entered into each field must be met
for a result to be returned. For example, if “January” is entered into the Title field and
“presentation” is entered into the Type field, then a result is returned only if content is both
a “presentation” type and has “January” in the title.

Tech Tip: Your User Profile enables you to specify which form is displayed by default on
the Advanced Search page. See User Profile Page (page 4-15) for more information.
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Feature

Description

Search button

Displays a list of the content items that match the search
criteria on a search results page (page 5-42). If no search
criteria are specified, a list of all content items is
displayed.

Clear button

Clears the search fields, but does not reset the results
options settings.

Save button

Saves the search as a saved query link in the portal
navigation bar (page 4-3). You are prompted to enter a title
for the link.

Full-Text Search field
(optional)

Enables you to search for words within content items. For
details refer to Searching Full-Text (page 5-10). Also
evaluates IdocScript.

@ Note: If your system administrator has configured the content server to search
database metadata only, the Full-Text Search field will not be displayed.

5-5).

@ Note: The Search tray (page 5-30) and advanced search page (page 5-34) enable
you to search on the standard metadata fields listed in the table below. If custom
metadata fields have been created for your content server system, they typically
will be displayed below the standard metadata fields. For information about the
operators used with metadata searching, see Metadata Search Operators (page

Content ID

The unique identifier for the content item.

Title

A descriptive name for the content item.

Type

The category of the document. You can enter text or select
from the list of predefined values.

Security Group

An identifier that specifies access permission to the
content item. You can enter text or select from the list of
predefined values.

5-36

Content Server User Guide



Finding Files

Feature Description
An identifier that specifies access permission to the
Account content item. This field is displayed only if accounts are
enabled on your system.
Author The user who checked in the current content item revision.

Release Date

The date that the current revision was released to the
content server.

From—The search finds content items released on or after
this date.

To—The search finds content items released before (but
not on) this date.

Expiration Date

The date that the content item will no longer be available
for searching or viewing in the content server.

From—The search finds content items that will expire on
or after this date.

To—The search finds content items that will expire before
(but not on) this date.

Comments

Additional notes about the content item.

Results Options

Enables you to specify how search results are displayed.
For details refer to Working with Search Results (page
5-39).

Quick Help button

Displays the help topic specific to the advanced search
page.
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Query Builder Form

Query Builder

Author *| | Substring ¥ nuset 3

AND ||| Title || Substring v #s ®®

[ IModify Query Text

The Query Builder form enables you to easily build and save complex queries by selecting
options from a series of drop-down lists. Once a query is built using the Query Builder
form, you may edit the query directly, perform the search, or save the query for easy
access from My Saved Queries or through a targeted Quick Search.

Note: Queries built using the Query Builder form allow you the choice of separating the
metadata fields with either the <AND> operator or the <OR> operator. If the <AND>
operator is selected, then each search criteria entered into each field must be met for a
result to be returned. If the <OR> operator is selected, then only one of each field’s criteria
must be met. For example, if “January” is entered into the Title field and “presentation” is
entered into the Type field, separated by <OR>, then a result is returned if content has
either “presentation” as the type or has “January” in the title.

Feature Description
show/hide advanced Toggles between displaying and hiding the Modify Query
options Text check box and Query Text field.

Metadata drop-down lists Allows yo.u to choose metadata fields for searching one
field at a time.
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Feature

Description

Add/Delete icons

Control the display and use of metadata drop-down lists.

Add ((3))—Displays an additional metadata field below
the current field.

Delete () )—Hides the selected metadata field and
removes any query text entered into the field.

Operators

Provide easy selection of search options. Available search
operators are dependent on the type of search engine being
used. See Metadata Search Operators (page 5-5) and Full-
Text Search Rules (page 5-10) for more information.

Modify Query Text

Controls whether the Query Text field is available for
entering text directly into the query.

Enabled—Text can be entered directly into the query text
field.

Disabled—Query text can be seen as gray text, but cannot
be edited directly.

Query Text field

Displays the query text as it is being built, or allows user
to enter text directly into a query, provided the Modify
Query Text check box is enabled.

WORKING WITH SEARCH RESULTS

This section covers the following topics:

+ About Search Results (page 5-40)

*» Search Results Page (page 5-42)

+ Results Options (page 5-40)

+» Displaying Search Results (page 5-41)

+ About Saved Queries (page 5-57)

Content Server User Guide
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About Search Results

You can specify how to display the results of your search based on the number of content
items that you want returned per page and the order in which you want the content items
listed. For example, if you are searching for specific text such as changed address, then
you might want to sort your search results by score. If you want to find the most recent
files that match your criteria, you can sort the results by release date.

Results Options

Results Options
Results Per Page: IEI:I Sort By: IREIEESE Date j IDESCEHdngj

Searchl Clearl Savel Cluick Help |

The Results Options area of the Advanced Search Page (page 5-34) is used to control the
display of the Search Results page.

Feature Description

Results Per Page field Specifies the maximum number of content items displayed
on each search results page. The default is 25, and the
range is from 0 to 100.

Sort By list Specifies the field that the search results will be sorted on:
Release Date (default)}—Sorts by the Release Date
metadata field.

Title—Sorts alphabetically by the Title metadata field.

Score—Sorts by the number of occurrences of search
terms, or the proximity of search terms when a proximity
operator such as <NEAR> is used. Applies only to full-
text search.
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Feature

Description

Order list

Specifies the sort order of the search results:

Descending (default)}—Sorts alphabetical results in Z-A
order; numerical results in 9-0 order; and date results in
newest to oldest order.

Ascending—Sorts alphabetical results in A-Z order;

numerical results in 0-9 order; and date results in oldest to
newest order.

Search button

Displays a list of the content items that match the search
criteria on a search results page (page 5-42). If no search
criteria are specified, a list of all content items is
displayed.

Clear button

Clears the search fields, but does not reset the results
options settings.

Save button

Saves the search as a saved query link in the portal
navigation bar (page 4-3). You are prompted to enter a title
for the link.

Displaying Search Results

Use the following procedure to specify how to display the search results:

1. Display the home page search fields (page 5-29) or advanced search page (page 5-34).

2. Scroll down to the results options area (page 5-40) .

3. Set the Results Per Page to the maximum number of content items that you want to

display on each search results page.

4. Specify the Sort By method and order.

5. Click Search.

Note: The Clear button clears the search fields, but does not clear the Results Options

settings.
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Use the following procedure to specify the search results view:

1. Click on the Actions choice list on a search results page (page 5-42) and select the

desired view option.

Use the following procedure to change the default search results view:

1. Display the user profile (page 4-15).

Eal

Click Update.

Search Results Page

Scroll down to Search Template option.

Click the Search Template choice list and select the desired search result view.

Search Results Found 39 itermns matching the query.

* Change View

* Pagell vlufﬁ

* Query Actions

ID I Title || Date || Author || Actions |
SCET_0009_EM  Tuition Reimbursement Plan @ 57424704 psrmith k= y
SCET_0011_EM  why Me? - Motivation 5/21/04 psrmith LB y
SCST_0006_EM | Extended Leawve Policy 5/21/04 psrmith ks y

The search results page displays a list of content items that match the criteria specified
during a search. You can control how your search results page looks by choosing a default
search template on your user profile (page 4-15). You can also change the template by
selecting a different view option from the Action choice list on the search results page.

This section describes the search results page.

Feature

Description

Found x items matching
the query

Shows the number of content items that match the search

criteria.
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Feature

Description

Arrow buttons

Forward: Advances to the next search results page in a
series.

Back: Returns to the previous search results page in a
series.

Action Menus

Query Actions:

Allows you to select an action to perform on the search
results list. Actions include saving the search to the My
Content Server tray (page 4-20), or searching within the
listed results.

Change View:
Allows you to select a different viewing option for the list:

o
*

*

Classic— A thumbnail image and descriptive text is
displayed.

7
0.0

Thumbnail— A thumbnail image is displayed.

¢

K/
*

Headline— A single line list of search results with no
thumbnail image is displayed.

¢ Custom View— Displays custom search results based
on a custom list template created on the Create/Edit
Classic View Search Result Template Page (page
4-28).

Figure 5-1 The Change View Action Menu with custom view
highlighted

* Zhange View

Classic View

Thurmbrail Wiew
Headline View

My Headline Templat%
Custarmize
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Feature

Description

ID column

Displays the content ID of a content item. Clicking
the content ID of a selected item either displays a
web-viewable version of the content, or prompts you
to select to save the file to your local drive or open the
document with an associated program.

Title column

Displays the title of a content item.

Date column

Displays the date that content item was checked in.

Author column

Displays the author of the content item.
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Feature

Description

Actions column

Includes the Info icon and the Actions Menu icon.

Info— Displays the content information page (page 6-7)
for the selected content item.

Item Actions Menu—Contains the following options:

*  The Content Information link displays the content
information page (page 6-7) for the selected
content item.

*  The Check Out link checks out the selected
content item and displays the check-out
confirmation page (page 8-11).

e The Check In Similar link displays the content
check-in form (page 7-7) with some metadata
fields already filled in.

*  The Send Link by E-mail link opens a new e-mail

message that contains a URL to the selected
content item.

Figure 5-2  The Item Actions Menu

Date || Author || Actions

Content Information
a/8 Check Out
Check In Similar

Send link by e-rnail =
9/8/ T TTOSET =] i)

Thumbnail
(Thumbnail and Classic
Views)

Displays a small image of the content item or an icon
indicating the content type of the content item.

Clicking the thumbnail of a selected item either displays a
web-viewable version of the content, or prompts you to
select if you want to save the file to your local drive or
open the document with an associated program.
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Feature Description
Description column Shows the content ID and title of the content item.
(Classic view) Clicking the content ID link displays the web-viewable
file.
. Shows the latest released revision of the content item.
Rev. link

Clicking the link displays the revision history page for the

(Classic view) content item (page 6-12).

Info icon 9 Displays the content information page (page 6-7) for the
(Classic view) content item.

SEARCHING REFERENCED LINKS (OPTIONAL)

5-46

The Link Manager component adds functionality to Content Server, and is available to
your system administrator as a bundled option. It is not installed by default. If the optional
Link Manager component is installed, it evaluates, filters, and parses the URL links of
indexed documents and then extracts the links for storage in a database table, making them
available for searching. After the table is populated with the extracted URL links, the Link
Manager component references this table to generate link search results, lists of link
references for the Content Information page, and the resource information for the Link
Info page. The Link Manager component enables you to:

«» View lists of links using specific search criteria
¢ View detailed information about a specific link

« View the links to other documents for a specific content item, and any documents that
reference this item.

The search results, link references lists, and Link Info pages are useful to determine what
documents are affected by content additions, changes, or revision deletions. For example,
before deleting a content item, you can verify that any URL references contained in it are
insignificant. Another use might be to monitor how content items are being used.

Note: Because the Link Manager component extracts the URL links during the Content
Server indexing cycle, only the URL links of released documents are extracted. For
content items with multiple revisions, only the most current released revision will be
available for searching.
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This section covers the following topics:

¢+ Search Links Page (page 5-47)

+ Link Search Results Page (page 5-49)

¢ Item Actions Pop-up Menu (page 5-49)

« Link References on Content Information Page (page 5-50)
¢ Link Info Page (page 5-53)

«» Notification of Expiration (page 5-53)

¢ Performing a Link Search (page 5-55)

«» Checking Content Item Link References (page 5-55)

% Checking the Link Info of Specific Links (page 5-56)

Search Links Page

Search Links

Search

Content ID

Site

Target Content TD
Target Content ID Label
Target Mode

Target Node Label

Link Type W
State b

Create Date From To

Update Date From Ta

Search | FReset

The Search Links page is used to search for links, using criteria stored in the content
server repository database. The Search Links page is useful for finding valid or invalid
links, to determine where a resource is being used, or to determine how deleting a content
item would affect other documents linking to it, etc. If the optional Links Manager
component is installed, you can access the Search Links page by clicking the Managed
Links Search link in the Content Management tray.
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Feature Description

Content ID field The unique identifier for each content item.

Site field An identifier for a specific web location that is associated
with a link.

Target Content ID field Associated with links that use the GET FILE IdcService
and refers to the dDocName (Content ID) parameter in the
link.

Target Content ID Label | The label associated with the target content ID. This field is

field applicable only if you are using Site Studio. Please refer to
the Site Studio product documentation for detailed
information.

Target Node field The node used to display search results. This field is
applicable only if you are using Site Studio. Please refer to
the Site Studio product documentation for detailed
information.

Target Node Label field The label associated with the target node. This field is
applicable only if you are using Site Studio. Please refer to
the Site Studio product documentation for detailed
information.

Link Type field and drop- | Specifies links that are of the type selected from the drop-

down option list

down option list. Types include service, external, internal,
relative, and Site Studio-specific types of Page, Node,
Relative, Absolute, and Service links.

State field and drop-down
option list

Specifies valid or invalid links.

Create Date From/To
fields

Link Manager generates and uses create dates to manage
the links and monitor activity performed on the links.
Create Date indicates when the link first entered the system
(when it was extracted and added to the ManagedLinks
table). The From and To fields enable you to specify a date
range based on the creation dates of links.
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on the update dates of links.

Feature Description
Update Date From/To Link Manager generates and uses update dates to manage
fields the links and monitor activity performed on the links.

Update Date indicates when the link was last updated. The
From and To fields enable you to specify a date range based

Search button Initiates the search query using the specified field values.

Reset button Clears any populated fields on the page.

Link Search Results Page

Search Results  Found 10 links
Links | Content 10

http: fidburketest/stellentfideply ?1deService=GET_FILE2dDocMName="5 SCSTEMP_J0100%
http: fidburketest/stellent/ideplg?ldcService=00C _INFO_BY_MNAMERIL SCETEMP_J0100%
http: fidburketest/stellent/ideplg?ldcService=GET_FILERdDocMame=5% SCSTEMP_J01005
http: fidburkete stfstellent/ideplg?ldeService=00C_INFO_BY_MAMESI] SCSTEMP_J0L005
htrpe Hdburketest/fstellontidepla? I deSarvice=GET_FILE&dDocMarme=0 SCSTEMP_10L005
http: fidburk etest/stellentfideplg ?1deService=00C_INFO_BY_MAMERML SCSTEMP_J0L00%
http: fidburketast/stellent/ideplg?ldcService=GET_FILE&dDocMame=5 SCETEMP_J01004
hito: fidburketest/stellent/idepla?ldoService=00C INFO BY MAMESI] SCSTEMP_J0L006
http:f fdburketest/stellent fideplg?ldeService=GET_FILE&RdDocMan SCSTEMP_J0L005

http:f fdburketest/stellentfidcplg? IdcService=D0C_INFO_BY_MNAMI SCSTEMP_J0L005

|| Target Conte{ |Actions
sCsT_ooz7_ge YEl (D)
SCST_0027_EN YE] (D
SCSTEMP_oo1C *E] (@D
scsTEMP_ooil K2l (@D
DCTEMP_PPOIT K] (1)
DCTEMP_PPOIE RE] (0}
SCSTEMP_DOLC *E] (D)
scsTeMP_ oot KE @D
SCSTEMP_oD1 KE] (i)

SCSTEMP_ooic ¥El (@)

Links that are invalid or broken in a Link Search Results Page are listed using bold font.

The Link Manager-specific Item Actions Pop-up Menu (page 5-49) and Info icons are

available in the Actions column. Clicking the Info icon displays the Content Information

page of the document containing the link.

Item Actions Pop-up Menu

Content ID :Tarqct Cuntci :ﬁctiuns:
iz LeH]

SCSTEMP_O0 Target Content Info 2] (@)

SCETEMPLO0 - onkert Infarenation

SCSTEMP_0f) Link Infa =@

Content Server User Guide

5-49




Finding Files

5-50

Clicking the Actions icon ¥=] displays the applicable link management pop-up menu. The
menu options include:

7

«» Content Information—displays the Content Information page of the document
containing the link. This Content Information page contains a References toggle
switch that displays (Show option) or hides (Hide option) any related links contained
in or links to this content item. For more information, refer to Link References on
Content Information Page (page 5-50).

+» Target Content Info—displays the Content Information page of the document
referenced by the link. Again, this Content Information page contains a References
toggle switch that displays or hides any related links contained in or links to this
content item.

% Link Info—displays the Link Info Page (page 5-53) for this link.

Link References on Content Information Page

If a content item does not contain any references and no other content items reference it,
then the References toggle switch is not displayed on its Content Information page.
However, if a content item does contain one or more references and/or has links that
reference it, the References toggle switch is displayed.

The References toggle switch enables you to see whether the content item references other
content items or if it is referenced by other content items. To facilitate this, the References
toggle switch has two options:

7

«» Show—by default, the links are hidden when the Content Information page opens.
Clicking the Show option displays all applicable links. If this content item contains
one or more references to other documents, then these links are listed in the Links
contained in this content item section. If this content item is referenced by other
documents, then these links are listed in the Links to this content item section.

To see an example of the lists of links included in these sections on the Content
Information page, refer to Show Link References (page 5-52).

+» Hide—clicking the Hide option closes the Links contained in this content item section
and the Links to this content item section and hides the links.

You can access the available link information for content items by clicking any Content
Info icon which displays the Content Information page and the References toggle switch.
Or, you can select either Content Information or Target Content Info from the Item
Actions Pop-up Menu (page 5-49) which also displays the Content Information page and
the References toggle switch.
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@ Note: You will not be allowed to delete a content item revision if it is referenced by other
content items unless the system administrator has set the Al/lowForceDelete configuration
variable to true. When you delete a content item revision, the message indicates whether
the content item is referenced by another content item and asks if you are sure you want to
delete it. In this case, deleting a content item that is referenced by another content item
breaks those links and makes them invalid.

Clicking the References toggle switch enables you to:
+ Hide Link References (page 5-51)
¢+ Show Link References (page 5-52)

Hide Link References

Content Information

Content ID: SCETEMP_001005 Actions: [Select an action 7]

Rewvision: 2

Links

Web Location:

References

Revision History

Type:

Title:

Author:
Comments:
Temp File For:
Temp File Id:
Test Metadata Field:
Security Group:
Checked Out By:
Status:
Formats:

ACCT - Accounting
Test Do for Link Sarmples
Sysadmin

sysadmin

Acct

Released
applicatiorimsword

rk 11 (ETd Friery

Mative File: Tasi Links Sample dog

[ Rewision || Release Date Expiration Date Status || actions |
[2] BA4/05 1:04 PM Mone Released Delete
1 8/3/05 2:44 PM None Ralwased Dalete

This is the default display option for the Content Information page when the content item

has applicable links associated with it. The References toggle switch is included on the
page but the individual sections are not displayed. The Show toggle switch option is
activated. Clicking Show opens the References sections that list all applicable links
associated with the content item—refer to Show Link References (page 5-52). For
information about accessing the Content Information page and displaying the references,
refer to Checking Content Item Link References (page 5-55).
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Show Link References

References
Link % contained in this content item

Links

Links to this content item
[ Links

Revision History

: Revision Release Date
[2] 804705 1:04 PM
i 8/3/05 2:44 PM

http:ffdburketest/stellent/aroups/comm/documents/newsfsc SCSTEMP_001005
hetp: ffdburketestistellentfideplg?ldeSeryice=GET_FILESdDoc SCSTEMP_001005
http:f fdburketestfstellent fideplg?1deService=GET_FILE&: SCSTEMP_001005
http:f fdburketestfstellentfidcplg? IdcService=DOC_INFO_ SCSTEMP_001005

Fitkp: ffdburk etesefetellantfideplg?ldeSeryice=GET_FILERdDae SCSTEMP_001006
http:ffdburketest/stellent/fideplg?ldcService=00C_INFO_BY_ SCSTEMP_001006

Content ID | Target Conte| |Actions
SCET_0027_EM  Info
SCSTEMP_0010  Infs
SCSTEMP_0010  Info

Content ID | [Target Contel |Actiond

SCETEMP_D0A0  Info
SCESTEMP_00A0  Info

Expiration Date Status || Actions
Hone Released Dralate
Nene Relesiad Dalete

Clicking the Show toggle switch opens the References sections that list all applicable links
associated with the content item. The Links contained in this content item section lists all
the links contained in this content item that reference other documents. The Links to this
content item section lists all the links in documents that reference this content item. Links
that are invalid or broken are listed using bold font. Clicking the Info link in the Actions

column displays the Link Info Page (page 5-53) for that particular link.

When the References sections are open, the Hide toggle switch option is activated.
Clicking Hide closes the References sections and hides the lists of links. Refer to Hide
Link References (page 5-51).
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Link Info Page

Link Info
Original hilpUdburkelestistellentidenlg?
URL: [frSenvice=GET FILESGDocMame=SCST 0037 EM&RevisipnSalecionMatind=LatestRaleased
Content

ID:
Title: TestDoc for Link Samples
Author:  Sysadmin
Site:
Link

Type: SEMire
Resource Resoul |State ||  Create Date Update Date
SCET_0027_EN item | valid | 8/3/05 2145 PM B/5/05 1:24 PM

The Link Info page provides additional information about a link. The Content ID field
contains an active link to the content item that contains this link. You can access this page
from the Search Links Page (page 5-47) or from the Content Information page. For
detailed procedures on accessing the Link Info page, refer to Checking the Link Info of
Specific Links (page 5-56).

Notification of Expiration

With Link Manager installed, the Notification of Expiration page includes additional
information for each content item that is expiring soon. The e-mail notification lists one of
the following statements to indicate whether the expiring content item is referenced by
another content item:

7

« Is Referenced: Yes

®

« Is Referenced: No

The email does not provide a list of the content items that reference the soon-to-expire
document. This information is available in the References section on the Content
Information page. For more information, refer to Checking Content Item Link References
(page 5-55).

E-mail notifications for expiring content items are sent if the applicable Content Server
configuration variable (EnableExpirationNotifier) has been enabled. For more information
about setting this configuration variable, refer to the Content Server Idoc Script Reference
Guide. When enabled, separate e-mail notifications are sent to the author(s) and the
system administrator.
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Note: When a content item expires, it still exists in the Content Server. Expiration only
removes the item from the index. Therefore, all links associated with an expired content
item are functional as long as they involve a valid document.

Notification of Expiration E-mail for Author

From: wictor, husniistelent.com Senk: Tha 97172005 4:04 PM
To: Victor Huen

Ce:
Subject: Lt of Conbent Returmed for Notfication Queary,

= Query Notification

Displaying 1 out of 1 content itern in the system that will
BXPiFE S00N

[ wWimw B | m_Wab ]

* MNOLINKES (MOLINES)
Expiration Date: 9/3/05 10:46 AM
Is Referenced: Yes
[ Wime Conkent ] [ Wiew Iofs ]

Notification of Expiration E-mail for System Administrator

From; wichor, huenéfstelent..com Sent: Thu 97172005 4:04 PM
To: Wichor Husn
e

Subjact:  Conbent Mobification for sysadmin

== Query Notification

wou have 1 content itern that will expire soon:

[ Wiew R | n ek ]

® MOLIMES (MHOLINES)
Expiration Date: 9/3/05 10:46 AM

15 Referenced: Yes
[ view Content ] [ Wiew Info ]
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Performing a Link Search

To search for links in content items:

1. Click the Managed Links Search link in the Content Management tray. The Search
Links page is displayed.

2. Enter the applicable values in the desired field(s). For more detailed descriptions of
the fields, refer to Search Links Page (page 5-47).

3. Click Search. The Link Manager component generates and displays the search results
as shown in the Link Search Results Page (page 5-49).

Checking Content Item Link References

You can access the Content Information page from the Content Server’s Search Results
page or from the Link Manager’s Search Links Page (page 5-47).

To display, check, and verify all the link references associated with a specific content item:

From the Content Server’s Search Results page
1. Search for the specific content item using the Content Server’s Search page.

2. Select a content item from the Search Results page and click the corresponding
Content Info icon in the Actions column.

The Content Information page for the selected content item is displayed. If this
content item contains links or has links that reference it, the References Show toggle
switch is displayed.

3. Click the References Show toggle switch.

All applicable links are displayed. The Links contained in this content item section
lists all the links included in this content item that reference other documents. The
Links to this content item section lists all the links in other documents that reference
this content item.
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From the Link Manager’s Search Links page

1.

Open the Search Links page and search for links. Refer to Performing a Link Search
(page 5-55).
Select a link from the Search Results section.

Click the Content Info icon in the Actions column.

The Content Information page for the selected content item is displayed. If this
content item contains links or has links that reference it, the References Show toggle
switch is displayed.

Click the References Show toggle switch.

All applicable links are displayed. The Links contained in this content item section
lists all the links included in this content item that reference other documents. The
Links to this content item section lists all the links in other documents that reference
this content item.

Note: To display the Link Info Page (page 5-53) for any link listed in the References

sections (either Links contained in this content item or Links to this content item), click

the corresponding Info link in the Actions column.

Checking the Link Info of Specific Links

You can access the Link Info Page (page 5-53) for any link from either the Content
Information page or from the Search Links Page (page 5-47).

To view additional information about a specific link:

From the Content Server’s Content Information page

L.

Open the Content Information page for a specific content item and display the
applicable links. Refer to Checking Content Item Link References (page 5-55).

Select a link from one of the lists in the References sections (either Links contained in
this content item or Links to this content item).

Click the corresponding Info link in the Actions column.

The Link Info page for the selected link is displayed.
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From the Link Manager’s Search Links page

1. Open the Search Links page and search for links. Refer to Performing a Link Search
(page 5-55).

2. Select a link from the Search Results section.

3. Click the Actions icon in the Actions column. The Item Actions Pop-up Menu (page
5-49) is displayed.

4. Select the Link Info menu option.

The Link Info page for the selected link is displayed.

SAVING QUERIES

This section covers the following topics:

¢ About Saved Queries (page 5-57)

R/

% Saving a Query (page 5-58)
About Saved Queries

» My Stellent

My RLs
E}_@ My Saved Querie
@ HR Policies ib
L[ All Ad Content
~[Z] My Profile
@ My Workflow Assignments
@ My Subscriptions
~[3] My Checked-0ut Content
@ My Search Result Ternplate
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To quickly display search results for searches that you perform often, you can save links to
those searches in the My Saved Queries folder under the My Content Server tray

(page 4-20) in the portal navigation bar (page 4-3). Once you have saved a query link, you
can modify or delete the link from your Saved Queries page (page 4-47).

Saving a Query

Use the following procedure to save a search as a query link in your portal navigation bar
(page 4-3):
1. Specify the search criteria you want to save.

+¢ On the Search tray (page 5-30), home page search fields (page 5-29), or advanced
search page (page 5-34), enter the search criteria in the desired fields.

¢ On the search results page (page 5-42), the criteria saved will be the criteria that
were used to display the results.

2. Select Save Search from the Actions choice list on the search results page
(page 5-42).

A prompt dialog is displayed.

3. Enter a title for the saved query. This is the link that will be displayed in your portal
navigation bar (page 4-3).

4. Click OK.

The new link is displayed under the My Saved Queries folder in your portal
navigation bar.

Note: See Editing Saved Queries (page 4-14) for information about modifying and
deleting saved queries.



WORKING WITH FILES

OVERVIEW

This section covers the following topics:

+ Understanding a File’s Life Cycle (page 6-1)
« Viewing Content Information (page 6-6)

+»  Working with File Revisions (page 6-11)

+ Updating Metadata (page 6-13)

¢ Viewing a File (page 6-16)

« Discussing Content (page 6-18)

++ Subscribing to New Revisions of a Content Item (page 6-29)

UNDERSTANDING A FILE’S LIFE CYCLE

This section covers the following topics:
+ Revision Life Cycle (page 6-2)

« Revision Status (page 6-4)

*»  Work In Progress Page (page 6-5)

« Determining the Revision Status (page 6-4)
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Revision Life Cycle

This section describes the process that a file goes through to become a content item

revision in Content Server. The same process occurs when you check in a new file and

when you check in a revision to an existing content item.

@ Note: See Revision Status (page 6-4) for information on the status of a file at each step in
the process.

1.

6-2

The contributor logs in to Content Server through a web browser and displays a
check-in window. This user will typically be the author of the content item.

The author specifies the file name, enters information about the file (metadata), and
designates security information (security group and account, if enabled).

Upon check-in, a copy of the native file goes into the native file repository, and the
file’s metadata is saved to the content information database.

If a conversion product is set up for the specified file format, the file is converted to a
web-viewable format (for example, PDF). If the file cannot be converted, it is “passed
through” as is (i.e., unconverted).

If the file was converted, the converted file is stored in the web-viewable file
repository. If the file was passed through in unconverted form, a copy of the native file
is stored in the web-viewable file repository.

If the file’s metadata meets the criteria for an enabled workflow, it goes through the
workflow process.

When the file meets all of the following criteria, the file contents or its metadata only
are indexed in the web-viewable file repository:

*  Successful conversion or pass through
* Approval at all steps of a workflow (if any)

* Release date is reached

On the content item’s release date, the file becomes available in the content server.

*  The content item can be found by browsing through the defined hierarchical link
structure (the “Library”), or by searching for metadata or specific text.

*  When users view the content item, they can retrieve the web-viewable file, the
native file, and/or the metadata.
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Figure 6-1 Revision Life Cycle

Working with Files
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Pass-Through
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See Also

— Revision Status (page 6-4)

— Work In Progress Page (page 6-5)

— Determining the Revision Status (page 6-4)
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Revision Status

A content item revision goes through several statuses within its life cycle:

Status Description

GenWWW The file is being converted to web-viewable format or is
being indexed, or has failed conversion or indexing.

Done The file is waiting to be released on its specified release
date.

Released The revision is available in the content server.

Review The revision is in a workflow and is being reviewed.

Edit The revision is at the initial contribution step of a
workflow.

Pending The revision is in a basic workflow and is waiting for

approval of all revisions in the workflow.

Expired The revision is no longer available for viewing in the
content server. (The revision was not deleted, but it can be
accessed only by an administrator.)

Deleted The revision has been deleted and is waiting to be
completely removed from the content server during the
next indexing cycle.

See Also

— Revision Life Cycle (page 6-2)

— Work In Progress Page (page 6-5)

— Determining the Revision Status (page 6-4)

Determining the Revision Status

Use the following procedure to determine the status of a content item:

1. Click the Content Management tray in the portal navigation bar (page 4-3).
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2. Click Work In Progress.

The Work in Progress page is displayed (page 6-5).

3. [If the content item you are looking for is listed, the status is shown next to the

content ID.

4. If the content item you are looking for is not listed, it could be released (i.e., have the
Released status) or it could be in a workflow. Display the content information page for
the content item (page 6-7). The revision status is shown in the Status field.

See Also

— Revision Status (page 6-4)

Work In Progress Page

Work In Progress

WIP Content Items

Content ID ||

Title ||5tatu5|| Revision || Actions |

SCETEMP_000045  Quarterly Projections Dione 1 LiE y

The Work In Progress page displays content items that are in the GenWWW or Done
status. To access this page, click the Work In Progress on the Content Management tray

(page 4-6).

Feature

Description

Content ID link

Clicking the Content ID link displays the web-viewable file.

Title column

Displays the title of the content item. Clicking the Content ID
link displays the web-viewable file.

Status column

Displays the revision status of the content item.

Revision Column

Displays the revision number of the content item.

Content Server User Guide
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Feature Description

Action icon (";El) Displays a contextual menu allowing you to check out the
content item, or display the content information page for the
content item (page 6-7).

Figure 6-2 Item Action Menu

|| Revision || Actions

H= @

Content Information

ety

-

Info icon (li}) Displays the content information page for the content item
(page 6-7).

See Also
— Revision Status (page 6-4)
— Determining the Revision Status (page 6-4)

VIEWING CONTENT INFORMATION

This section covers the following topics:

+ Content Information Page (page 6-7)

«  Accessing Content Information (page 6-6)

Accessing Content Information

Use any of the following procedures to view the content information page for a content
item (page 6-7):

+ From the search results page (page 5-42), click the Info icon (':i}) to view the
Content Information page for that file.

+ From the search results page (page 5-42), click the Action icon ("E) to open a
contextual menu and choose Content Information.
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+ From the check-in confirmation page (page 7-20), click the Content Info link to view
the content information page for the file you just checked in.

Content Information Page

Content Information [Full ]

|anntent Action * E-rmail

_\I
Content ID: t000G Check Cut
Revision: 1 Update o
Type: ADACCT - Acrne Accoun Check In Similar
i ; : Subscribe
Title: Manufacturing Diagram

Author: sysadmin
Comments: |nprogress - requires additional resources
Security Group: Fuhlic
Checked Out By:
Status: Feleased

Formats: Applicationdjpog

Links

Web Location: hitpiBSILVERPCIBOMgroupsipublicidocumentsfadaccttO00e jpg
Mative File: teamwork jpg

| Revision || Release Date || Expiration Da|| Status || Actions

[1] Q2706 3142 P Mone Released Delete

The content information page is used to view metadata and other information about a
specific content item. For example, you can use this page to determine when a file was
released or to see the content item’s revision history. For more information on accessing
the content information page, refer to Accessing Content Information (page 6-6).

Note: A content profile may affect what content information is initially displayed on the
Content Information page. If content meets a content profile defined by a system
administrator, then only information meeting the profile criteria is displayed. If you are an
administrator, an additional link for accessing the full content information is displayed in
the page heading.
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Feature

Description

Full link

Displays the full content information page.

@ Note: This link is displayed only if a content item
meets criteria defined by the system administrator
in a content profile rule and if you have
administrator privileges. If this link is displayed,
more content information is available than is
shown.

Content ID field

The unique identifier for the content item.

@ Note: If your content server uses an Oracle
database, all content IDs are converted to uppercase
letters automatically.

Revision field

The revision number of this revision.

Type field The category of the document.
Title field The descriptive name for the content item.

The user who checked in this revision. Clicking the link
Author link opens your e-mail program with a new message addressed

to this user.

Comments field

Additional notes about the content item.

An identifier that specifies access permission to the

Security Group field .
content 1item.
An identifier that specifies access permission to the
Account field content item. This field is displayed only if accounts are
enabled on your system.
Checked Out By field The user who has the content item checked out.

Status field

The revision status indicating where the file is in its life
cycle. For details refer to Revision Status (page 6-4).

Formats field

The file format of the native file.
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Feature

Description

Web Location link

The unique web address for the web-viewable file.
Clicking the link displays the web-viewable file.

Native File link

The file name of the native file. Clicking the link enables
you to open or save a copy of the native file.

Discussion

Allows for the addition of a post to an associated threaded
discussion of a content item. Associated discussions are
stored as content items in Content Server, and identified
by appending a _d to the end of the content ID of the item
to which the discussion is associated. For example, an item
with content ID 007 would have an associated discussion
with content ID 001 d.

Create Discussion—Creates a new discussion item in
Content Server, associated with the content item.

<content_id>_d (x item)—Opens an existing discussion
associated with the content item so that a new post may be
added. The number of posts is listed next to the discussion
ID in parenthesis. For example, 001 d (4 items) means
that four posts have been made in the discussion
associated with content ID 001.

Content Server User Guide
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Feature

Description

Action Menus

Change View:
Performs the selected action:

Check Out—Checks out the content item and displays the
check-out confirmation page (page 8-11). This option is
displayed only if the content item is not checked out.

Undo Check Out—Cancels the content item check-out.
This option is displayed only if the content item is checked
out. You can undo check-out only on content items you
checked out, or you must have Admin permission for the
content item.

Update—Displays the Info Update Form (page 6-14),
which enables you to change the content item’s metadata.

Check In Similar—Displays the content check-in form
(page 7-7) with the current content item’s metadata
already filled in.

Subscribe—Displays the Subscriptions page (page 6-31),
which enables you to be notified of new revisions to the
content item. This button is displayed if you have not
subscribed to the content item.

Unsubscribe—Cancels your subscription to the content
item. This option is displayed if you have subscribed to the
content item and no criteria subscriptions are enabled on
your system. For details refer to About Subscriptions
(page 6-29).

Subscriptions—Displays the Subscriptions page

(page 6-31). This option is displayed if you have
subscribed to the content item and criteria subscriptions
are enabled on your system. For details refer to About
Subscriptions (page 6-29).

E-Mail:

Performs the selected action

Send link by e-mail—Opens your e-mail program with a
new message that contains a link to the URL (web
address) of the web-viewable file.

6-10
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Feature Description

Shows the complete revision history of the content item.

Revision Hist ti
cVISIon HIStoly seetion For details refer to Revision History (page 6-12).

WORKING WITH FILE REVISIONS

This section covers the following topics:

« About Revisions (page 6-11)

+» Viewing the Revision History (page 6-11)
« Deleting Revisions (page 6-11)

+¢ Revision History (page 6-12)

About Revisions

Each time that you check out a file and check it back in, Content Server creates a new
revision of that file. The new revision has the same content ID as the previous revision, but
the native file and the metadata can be the same or different. The system stores the
previous versions of a file, so you can review them as necessary.

Viewing the Revision History

Use either of the following procedures to view the revision history for a content item:

+ From the content information page for a content item (page 6-7), scroll to the bottom
of the page to view the revision history (page 6-12).

+ From the search results page (page 5-42), click the Rev link for the revision to view
revision history (page 6-12).

Deleting Revisions

Use the following procedure to delete a revision from the content server:

@ Note: You must have delete permission for the content item to delete a revision.
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1. Display the content information page for the content item (page 6-7).

2. In the Revision History section, click the Delete button for the revision you want to

delete.

You are asked to confirm the deletion.

3. Click OK to delete the revision.

The revision is unavailable in the content server immediately, and will be permanently
deleted from the system during the next indexing cycle.

Revision History

Revision History
| Revision || Release Date || Expiration Date || Status || Actions
[ 4] 5/21/04 12:27 PM Mone Released Delete
3 5/21/04 11:11 AM Mone Released Delete
2 5/17/04 3:44 PM Mone Released Delete
1 5/14/04 11:31 AM Mone Released Delete

The Revision History section of the content information page (page 6-7) is used to view

and delete revisions of a content item.

Feature

Description

Revision column

Clicking a revision number displays the content
information page for that revision (page 6-7):

Release Date column

The date and time the revision was released.

Expiration Date column

The date and time the revision will no longer be available
for searching or viewing in the content server, if any.

Status column

The revision status indicating where the file is in its life
cycle. For details refer to Revision Status (page 6-4).

Actions column

Clicking the Delete option removes the revision from the
content server. You must have delete permission for the
content item to delete a revision.
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UPDATING METADATA

This section covers the following topics:
+«¢ About Updating Metadata (page 6-13)
+ Updating Metadata (page 6-13)

+«¢ Info Update Form (page 6-14)

About Updating Metadata

There are two ways to change the metadata of an existing content item:

+» Change the metadata while checking in a revision to the file. For details refer to
Checking In a Revised File (page 7-5).

+ Update the metadata without creating a new content item revision. For details refer to
Updating Metadata (page 6-13).

Updating Metadata

Use the following procedure to update content item metadata:
1. Display the content information page for the revision you want to update (page 6-7).
2. Select Update from the Actions drop-down list.
The Info Update Form (page 6-14) is displayed.
3. Change the metadata fields as necessary.

Note: You cannot change the content ID or the release date. You can change the author
only if you have Admin permission for the content item.

4. Click Submit Update.

@ Note: The Reset button returns the fields to their original values.
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Info Update Form

Info Update Form

Content D nooz

Type |ﬂaDHR-ﬁ\cme Human Fesources Deparment j
Title ICurrent Mewslettar

Authar sysadmin

Security Group IPuinc: 'I

Revision |1

Comments —I

Felease Date 9724504 9:21 AW

Expiration Date

submit Llpdate

Fesat

Cluick Help

The Info Update Form is used to change a content item’s metadata without creating a new
revision. To access this page, select Update from the Actions drop-down list on the
content information page for a content item (page 6-7).

Feature

Definition

Content ID field*

The unique identifier for the content item. This value
cannot be changed.

Note: If your content server uses an Oracle
database, all content IDs are converted to uppercase
letters automatically.

Type field*

The category of the file. You must select from a list of
predefined values.

Title field*

A descriptive name identifying the revision.

The maximum length is 80 characters.
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Feature

Definition

Author field*

The user who created or revised the content item.

Depending on how your system is set up, you might be
able to select from a list of users. This value can be
changed only if you have administrative permission.

Security Group field*

An identifier that specifies access permission to the
content item. You can select from the list of predefined
values.

Account field

An identifier that specifies access permission to the
content item. This field is displayed only if accounts are
enabled for your system.

Revision field

The revision number.

Comments field

Additional notes about the content item. The maximum
length is 255 characters.

Release Date field

The date that the current revision was released to the
content server. This value cannot be changed.

Expiration Date field

The date and time that the revision will no longer be
available for searching or viewing in the content server.

* Upon expiration, the revision is not deleted, but it can
be accessed only by an administrator.

» Ifa value is entered, the date is required; the time is

optional.
Submit Update button Saves the specified metadata.
Reset button Resets all metadata fields to their original values.

* Required metadata fields
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This section covers the following topics:

¢ About Viewing a File (page 6-16)

+ Viewing a Web-Viewable File (page 6-16)
¢+ Viewing a Native File (page 6-17)

About Viewing a File

After you find a file, you can view it in several ways, depending on the original file
format, the conversion setup for your system, and the configuration of your web browser.
You may be able to view a web-viewable HTML rendition of the file in the web browser,
with a helper application, with a plug-in, or in its native application. Depending on your
access permissions, you may also be able to open or get a copy of the native file.

Viewing a Web-Viewable File

To view the web-viewable rendition of a file, you must have the appropriate helper
application or web browser plug-in installed. For example, to view the PDF version of a
file, you must have the Adobe Acrobat plug-in. For details refer to Setting Up Helper
Applications and Plug-ins (page 3-5).

You can view a web-viewable file using one of the following methods:

7

«» From a content information page (page 6-7), click the Web Location link.

% From a search results page (page 5-42), click the Content ID link in the ID column
(Headline view) or Description column (Classic View), or the thumbnail (Classic and
Thumbnail views).

If a web-viewable file does not exist, or you do not have the correct helper application or
plug-in installed, you will be prompted to either save the file or open it in its native
application. For details refer to Viewing a Native File (page 6-17).
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Viewing a Native File

When you view the native file of a content item, you are prompted to either save a copy of
the file or open it in its native application. If you choose to open the file, you are actually

opening a copy of the native file that is stored in a temporary location on your hard drive;
you are not opening the native file that is stored in the content server repository.

You can access a native file using one of the following methods:

¢+ From a content information page (page 6-7), click the Get Native File link.

/7

« From a check-out confirmation page (page 8-11), click the Native File Link.

@

+» From a workflow review notification (page 9-5), click the Native File link.
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Content Server comes bundled with the ThreadedDiscussions component. If enabled, it
allows contributors to create a discussion associated with a content item, where you can
post questions and comments about the content item throughout multiple revisions. This
component must be installed and enabled by your system administer for this functionality
to be available.

This section covers the following topics:

« About Discussion Posts and Threads (page 6-18)

« Initiating a Discussion from the Content Information Page (page 6-20)
« Initiating a Discussion from the Workflow Review Page (page 6-21)
«» Viewing a Threaded Discussion (page 6-22)

* Replying to a Posting (page 6-23)

« Printing a Threaded Discussion (page 6-23)

¢ Deleting a Threaded Discussion (page 6-23)

«» Searching with the Discussion Type Field (page 6-24)

¢ Post Comment Form (page 6-25)

« Discussion Info Page (page 6-26)

+ Content Information Page (page 6-27)

About Discussion Posts and Threads

Threaded discussions enable users to track thoughts, record how and why changes were
made to content, and make notes when content is in a workflow. Because threaded
discussion posts follow content through multiple revisions and refer to the revision for
which the comment was made, threaded discussions can be used to help contributors keep
track of enhancement requests or other recommendations for future changes to the
content. Each discussion post conveniently lists the revision number of the content to
which it refers, so you do not need to view the content information of previous revisions in
order to post to a discussion item.

Unlike other content items in the content server, edits to a discussion do not create new
revisions of the discussion content itself. Instead, the .hscp form that contains the
discussion is modified. When you begin a discussion thread about a content item, an .hscp
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form for the discussion is created, given the same ID as the content with _d appended to
the end, associated with the content item, and automatically checked into Content Server
behind the scenes. The Revision History for discussion content is always Revision [1].

The revision number does not increment for discussion content.

Figure 6-3  Threads and Posts

posting number one (#1)
by sysadmin at 10/20/2003 15:27 (comment on revision 1)

This is the first post for 3 discussion thread.

Reply To This

posting number two (&2

by sysadmin at 1072002003 1536 (cormment on revision 1)
This is the second post for a discussion thread

[

J

RE: posting number two (£3)
by sysadmin at 10/2002003 1£:37 (cormment on revision 1)

Thiz i a reply to posting number 2,
T

In Figure 6-3, each top level post represents a thread. Posting number one (#1) and posting
number two (#2) are threads. The reply (#3) to thread number two represents a post within
a thread.

Figure 6-4 Posting Order

[

[

new hires (#1)
by sysadmin at 100242003 12:56 ([comment on resvdsion 1)

this content needs to add background check processes.

1
RE: new hires {#3)
by sysadmin at 107242003 13:00 {cornment on revision 1)
hackground checks have been added, including drivers license information

Rephy To This

benefits (£2)
by sysadmin at 10/24/2003 12:58 (comment on revision |
rmake sure that benefits are surmmanzed

)

RE: benefits (#d4)
by sysadrmin at 102472003 13:00 {comment on revision 1)

a benefit summary is now available
Feply To This

The number of the post represents the chronological order in which the comments were
posted. Figure 6-4 shows posts #1, #2, #3 and #4. The reply to “new hires post #1”, “RE:
new hires #3,” was made after the “benefits post #2.”
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Initiating a Discussion from the Content
Information Page

To initiate a discussion from the content information page of a content item you are
checking in, perform the following steps:

1. From the main menu, click New Check In. The Content Check In Form is displayed.

2. Check in the content item with the desired criteria. On the Check In Confirmation
page, click the [Content Info] link. The Content Information page is displayed.

3. Inthe Links area, click the Create Discussion link. The Post Comment page is
displayed.

4. Enter a subject for the posting in the Subject box.
5. Enter your discussion in the comment text box.

6. Click New Post. The Post Comment Page (Brief Content Info page) displays the new
post.

Initiating a Discussion from the Search Results
Page

You must be using a search results view that provides access to the Actions list, such as the
Headline or Thumbnail views. If you are using the thumbnail view, then you can click the
discussion icon to access the discussion.

To initiate or enter a discussion in progress from the Search Results page, perform the
following steps:

1. From the main menu, click Search. The Advanced Search page is displayed.

2. Enter any search metadata fields to narrow your search, and click Search. For
example, selecting Discussion Type=Not applicable, prevents your search results from
displaying content items that are discussions. Your search results are displayed.

3. Inthe Actions list for the content you want to discuss, click the Create Discussion
link in the popup menu. The Post Comment page is displayed.

4. Enter a subject for the posting in the Subject box.
5. Enter your discussion in the comment text box.

6. Click New Post. The Post Comment Page (Brief Content Info page) displays the new
post.
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Initiating a Discussion from the Workflow
Review Page

Use this procedure to initiate a discussion on a piece of content in your workflow. You
initiate the discussion from the Workflow Review page.

To initiate a discussion about a workflow document:

1. Open your My Content Server tray and click the My Workflow Assignments link.
The Workflow in Queue page is displayed.

2. In the Actions column, click the Workflow Review £ icon. The Workflow Review
page is displayed.

Figure 6-5 The Workflow Review Page

Workflow Review

Instructions:

ou may reviewy this woarkflow item
in the windoww to the right, then use
the action links below to approve or
reject the tem.

Tasks:
[ Approve] [ Reject]

Renditions:

= Wizh Viewakle
* Mative File

Links:

* Contert Information

= Wiarkflowy Info

+ izet Mative File

* My Wiarkflow Azsignments

3. Inthe Links list, click the Create Discussion link. The Post Comment page is
displayed.

4. Enter a subject for the posting in the Subject box.
5. Enter your discussion in the comment text box.

6. Click New Post. The Post Comment Page (Brief Content Info page) displays the new
post.
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Viewing a Threaded Discussion

Users with read permissions can view the messages within a threaded discussion, but only
those who can edit the content can post messages.You can access an existing discussion
from the following links:

¢ the Go to discussion link on the Content Information pages

0/

% the Discuss This Item link on the Workflow Review or Search Results page

+ the Web Location link on the Discussion Info page

¢ the Content ID link of a discussion on the Search Results page

Figure 6-6  Discussion Links Area of the Content Information Page

Links

web Location:

MNative File: finagncizl_plan
Discussion: Go o discussion (W02 _d - § tems)

The Discussion link indicates how many discussion posts have been created for the
document. Figure 6-6 shows that content ID “tt02 d” has 5 items in the discussion thread.
The number of items is generated by the Discussion Count custom information field.

Figure 6-7 Discussion Links Area of the Workflow Review Page

To view a discussion thread, perform the following steps:
1. Click Search from the navigation bar. The Advanced Search page is displayed.

2. Search for the content for which you want to view the discussion. In the Discussion
Type field, make sure you select N/A. Click Search. The search results are displayed.

3. In the row for the content you want to view, click the Content Info link or icon. The
Content Information page is displayed.

4. Inthe Links area, click the Go to Discussion link to go to the discussion. The Brief
Content Info screen is displayed.
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Replying to a Posting

Use this procedure to reply to a post in a threaded discussion. When you respond to a post,
a new post is created directly underneath the selected post to which you are replying.

To reply to a post, perform the following steps:
1. Click Search from the navigation bar. The Advanced Search page is displayed.

2. Search for the content you want to discuss in a thread. In the Discussion Type field,
make sure you select N/A. Click Search.

3. Click the Content Info link or icon. The Content Information page is displayed.

4. In the Links area, click the Go to Discussion link to go to the discussion. The Brief
Content Info screen is displayed.

5. In the posting thread you want to participate in, click the Reply To This link.

6. Enter your reply in the comments text box and click Post Reply. Your posting is added
to the discussion.

Printing a Threaded Discussion

Use this procedure to print a threaded discussion.
To print a threaded discussion:
1. Click Search from the navigation bar. The Advanced Search page is displayed.

2. Search for the discussion thread. In the Discussion Type field, make sure you select
Single Content and click Search. The Search Results page is displayed.

3. In the ID column of the Search Results, click the ID of the discussion thread. The ID
should have an “underscore d” suffix. The discussion thread opens.

4. Click the [Print View] option. The discussion is displayed in a print view in another
browser window.

5. Click the Printer icon.

Deleting a Threaded Discussion

Use this procedure to delete a threaded discussion. You must have delete permission for
the content in order to delete the discussion.

To delete a discussion:
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@

1. Inthe Search results page, click the Content Item info link for the discussion you want
to delete. The Discussion Info Page is displayed.

2. Click the [Full Info] link. The Content Information Page is displayed.

3. Inthe Revision History area, click Delete in the Actions column. The system prompts
you to confirm the delete.

4. Click OK. A message indicates the revision has been successfully deleted from
Content Server.

Searching with the Discussion Type Field

You can use the Discussion Type metadata field to narrow your search criteria when
searching documents.The Discussion Type search field allows you to refine a search for
content associated with discussions. The discussion type options are:

®

s N/A—A search is applied to all documents whether or not any discussions are
associated. A search returns content both with and without a discussion, but does not
return any content that is a discussion itself. That is, content IDs with an underscore
“ d” are excluded from the search.

+» Single Content—A search is applied to documents that have a discussion focused on
a single content item. A search using this option returns the discussion content itself;
that is, a search using this option returns only content that is a discussion. Only
content IDs with an underscore “ d” are included in the search results.

Note: If you do not select any criteria for Discussion Type, all content with or without
discussions are displayed, including the discussion content itself.

Searching for Content that is a Discussion

Use this procedure to search only for content that is a discussion associated with a single
content item. The content results are the discussions themselves. The discussion thread
content has a content ID with the underscore “_d” suffix.

To search for content that is a discussion:
1. In the search page, select Discussion Type—Single Content.

2. Click Search. Only the content that is a discussion is displayed.
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Searching for Content that is not a Discussion

Use this procedure to search for content that may or may not have a discussion associated
with it. This search does not return any discussion content; that is, any content with a “_d”
suffix in the Content ID.

To search for content that is not a discussion:
1. In the search page, select Discussion Type—N/A.

2. Click Search. The results contain content with or without associated discussions, but
do not include content that actually is a discussion.

Post Comment Form

Brief ( : O ontent Info]
testthread T ADACCT
tID : w02 Release Date: 10/20/2003 12:58
sysadmin n: 1

# Enter a comment to create a new discussion.

Post Comment

Subject: |

MNew Fost

Use this form to post a comment on a content item, or to post a reply on content that
already has a discussion initiated. The Post Comment Form can be accessed from
numerous popup menus and links. You can initiate a discussion with this form from the
following links:

0

«+ the Create Discussion link on the Content Information page
¢ the Create Discussion link on the Workflow Review page

++ the Create Discussion popup menu option on the Search Results page (Applicable to
Headline and Thumbnail Views only. The Create Discussion popup menu is not
available on the Classic View).

Note: Remember, the bundled ThreadedDiscussions component must be installed and
enabled by your system administer for this functionality to be available.
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Title: tax forms
nke tax_ forms 101
r: sysadmin

pe: ADACCT

10/24/2003 10:55
1

A new discussion form has the Original Content Info menu link only. Once a discussion

has been initiated, the Print View and Discussion Info menu links become available.

The following table describes the menu options:

Menu Option

Description

[Print View]

Opens a print view of the discussion that
you can elect to print. A “printed by user”
message is printed at the top of the
discussion page for you.

[Discussion Info]

Opens the Discussion Info Page for
discussion content.

[Original Content Info]

Opens the Content Information page for
the discussion content.

Discussion Info Page

Discussion Info [Full Info]

Title
Author

Is Record

Security Group

Links

Web Location:

Content 1D @ FhA_ 000024 d
: Discussion about ADHR WF Doc

v sysadmin

Comments:

11

Folder 1D:
Category ID:
User List:
Alias List:

: Public

Actions: [Select an action = |
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The Discussion Info Page is a brief summary page about a discussion. This page is only

for content type that is a discussion, as denoted by the *

access the Content Information page by clicking the [Full Info] link.

_d” suffix. From this page, you can

You can access the Post Comment Form for the discussion thread by clicking the Web
Location link, which accesses the Threaded Discussion (hesp) form.

Content Information Page

Content Information

Links

Mative File: pecrut

Revision History

Content 1D :
Revision: 1

Typa:

Title:

Authior:
Commeants:

Is Record:
Folder 1D:
Category ID:
User List:

Allas List:
Security Group:
Chicked Ouwt Biy:
Status:
Formats:
Warkilow:

Actions: [Select an action
MH_ADHR
i
ADHR - A&cme Hurman Resources Depanment
Mew Hire Recruiing Tactics
sy sadmin

1}

Pulblic

Feview
Applicatiorfunknomem

wab Locatlon: hitpithlessinpo/stelent Mgroupsipublicidocuments'adhrinh_adhe-1
Discussion: Create detussion

—-:mz_m

[11] 10/24/2003 14:27 HNane Rawigw

]

The Content Information Page contains the additional Discussion field when the

ThreadedDiscussions component is installed and enabled. The Content Information Page

for content that is a discussion itself does not contain the Discussion link, since it is the

discussion.
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Figure 6-8 Content Information Page for discussion content

Content Infermation

Content 1D : RhA_ 000034 _d

Revision: 1

Type: ADHR - Acme Hurman Resources Department
Title: Discussion about ADHR WF Doc

Author: =ysadmin
Commeants:
1s Record: [)
Folder 1D:
Category 10:
User List:
Alias List:
Security Group: Public
Checked Out By:
Status: Releazed
Formats: forrmhcsp

Links

Web Location:
Native File: rrng 000094 d hosp

Actions: ISEIEd: an action .Ll
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SUBSCRIBING TO NEW REVISIONS OF
A CONTENT ITEM

This section covers the following topics:

« About Subscriptions (page 6-29)

« Subscribing to a Content Item (page 6-30)

% Subscribing to a Criteria Group (page 6-30)

« Viewing Your Current Subscriptions (page 6-30)
« Unsubscribing from a Content Item (page 6-31)
«» Unsubscribing from a Criteria Group (page 6-31)
¢ Subscriptions Page (page 6-31)

«» Subscription Info Page (page 6-33)

About Subscriptions

Subscriptions enable you to be notified automatically whenever a content item is revised.
There are two types of subscriptions:

@

¢ File subscription—Users manually subscribe to individual content items.

+¢ Criteria subscription—The system administrator sets up a subscription based on one
or more metadata fields. When a user subscribes to the Criteria subscription, they are
automatically subscribed to all content items that match a particular value of those
metadata fields.

For example, the system administrator sets up a criteria subscription with Author as
the criteria. Whenever you view a content information page (page 6-7), you can
choose to subscribe to all content items checked in by the author of the current content
item.

The system administrator can subscribe users to specific content items or to criteria
subscriptions, but users have the ability to cancel these subscriptions.
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Subscribing to a Content Item

Use the following procedure to subscribe to a content item:

1.

Display the content information page (page 6-7) for the content item that you want to
subscribe to.

Select Subscribe from the Actions drop-down list.
If the item is part of a criteria group, the Subscribe to “Item” page is displayed
(page 6-35).

Click Subscribe under the Subscribe To This Item section.

If no e-mail address has been specified in your user profile (page 4-15), you are
prompted to enter an e-mail address for this subscription. Enter an e-mail address and
click OK.

Subscribing to a Criteria Group

Use the following procedure to subscribe to a criteria group:

1.

Display the content information page (page 6-7) for the content item that you want to
subscribe to, or for a content item that has the same metadata as a group of content
items you want to subscribe to.

Select Subscribe from the Actions drop-down list.
The Subscribe to “Item” page is displayed (page 6-35).

Select Subscribe from the Action contextual menu (";:l) corresponding to the group
of content items to which you want to subscribe.

If no e-mail address has been specified in your user profile (page 4-15), you are
prompted to enter an e-mail address for this subscription. Enter an e-mail address and
click OK.

Viewing Your Current Subscriptions

Use the following procedure to view your current subscriptions:

L.

Open the My Content Server tray (page 4-20) and select My Subscriptions.

The Subscriptions page (page 6-31) is displayed, listing all of your current
subscriptions.
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Unsubscribing from a Content Item

Use the following procedure to unsubscribe from a file:
1. Open the My Content Server tray (page 4-20) and select My Subscriptions.

The Subscriptions page (page 6-31) is displayed, listing all of your current
subscriptions.

2. Select Unsubscribe from the Actions contextual menu ("i:l) under Subscription
Items.

Unsubscribing from a Criteria Group

Use the following procedure to unsubscribe from a file:
1. Open the My Content Server tray (page 4-20) and select My Subscriptions.

The Subscriptions page (page 6-31) is displayed, listing all of your current
subscriptions.

2. Select Unsubscribe from the Actions contextual menu (";:l) under Subscription
Groups.

Subscriptions Page

Subscriptions for nuser Quick Help

ser Profile --= Subscriptions for nuser

Subscription Items
You are subscribed to these items:

Subscriptions || Actions
Expense Report Template ':l 1'
Picnic Flyer ¥ (1)

Subscription Groups
You are subscribed to these groups of itemns;

Subscriptions || Actions
Tterns with the following criteria! =] (D
* Type = ED =
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The Subscriptions page is used to view your current subscriptions. To access this page,
click My Subscriptions under the My Content Server tray (page 4-20), or click
Subscriptions for [User/ on the user profile (page 4-15).

Field Description
Active links below the page heading that provide a
Breaderumbs graphical representation of where the page is in the

navigation hierarchy. Clicking a breadcrumb link displays
the page named by the link.

Subscription Items: lists all file subscriptions.

Subscriptions column

Displays the title of the content item. Clicking the title link
displays the web-viewable file.

Actions column

% Actions icon (K:Z]):
* Content Information link: Displays the content
information page (page 6-7).
*  Unsubscribe link: Cancels your subscription to
the content item. This link is displayed only if you
are already subscribed.

/

< Info icon (l:_i;l): Display the content information page
(page 6-7).

Subscription Groups: lists

all criteria subscriptions.

Subscriptions column

Displays the subscription criteria for the content group.

Actions column

% Actions icon (K:Z]):

*  Subscription Info link: Displays the
Subscriptions Info page (page 6-33).

*  Unsubscribe link: Cancels your subscription to
the subscription group.

¢ Info icon (I:i}): Displays the Subscriptions Info page

(page 6-33).
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Subscription Info

My Subscriptions --= Subscription Info

Wame DocType (enabled)
Description: Subscriptions based on doc type
Subscribed At: 10/4/04 2:51 P
Latest MNotification At:
Latest Motification Use At:
Subscription Criteria: Type=ED
Action: Unsubscribe

Content Items In Subscription Group

Subscribers will receive an e-mail notification each time a new
revision of any of the following content items becornes available.

Content ID

Title || Actions |

SCST_0011_EN

SCST_0012_EN

Wby Me? - Mativation in the Y= (@)

Ernployvee Motivation Study K= (1)

The Subscription Info page is used to identify when you were subscribed to a file or group
of files and when you were last notified about a new revision. To access this page, select
Subscription Info from the Actions contextual menu ("i:l), or click the Info icon ([1}).

Field Description
Active links below the page heading that provide a

Breaderumb links gral?hlc.al rep'resentatlon'of .Where the page is 1'n the.
navigation hierarchy. Clicking a breadcrumb link displays
the page named by the link.

Name field The name of the subscription.

Description field

The description assigned by the system administrator.

Subscribed At field

The date and time that you subscribed to the file or your
system administrator subscribed you to the file.
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Field

Description

Latest Notification At field

The most recent date and time that you were sent an e-mail
notification from this subscription.

Latest Notification Use At
field

The most recent date and time that you accessed a content
item from an e-mail notification from this subscription.

Subscription Criteria

Shows the criteria for the subscription.

Action field

Clicking Unsubscribe cancels your subscription.

Content Items in Subscription Group: lists all items in the subscription.

Content ID column

Shows the content IDs of the content items included in the
subscription. Clicking a Content ID link displays the
web-viewable file.

Title

Shows the titles of the content item included in the
subscription.

Actions column

% Actions icon (¥:]):
* Content Information: Displays the content
information page for the item (page 6-7).

¢ Check In: (Seen if content is checked out by user.)
Displays the content check-in form (page 7-7).

*  Check Out: (Seen if content is not checked out.)
Checks out the item and displays the check-out
confirmation page (page 8-11).

*  Check In Similar: Displays the content check-in
form (page 7-7) with the metadata fields filled in
with information similar to this item.

* Send link by e-mail: Opens a new e-mail with
links to the content item’s web-viewable and native
files, as well as the content information page for
the item (page 6-7).

5

S

Info icon (I:i} ): Displays the content information page
for the item (page 6-7).

6-34
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Subscribe To “Item” Page

Subscribe to "My Editorial”

Subscribe to This Item

If wou want to receive an email notification
each time a new revision of "My Editorial™
becarnes available, click the Subscribe link belaw,

[ Subscribe ]
Subscribe to Related Groups

Alternatively, vou can subscribe to this item and all

similar iterns in a related subscription group, Use the
Action icons in the table below to preview andfor subscribe
to all content within any of the groups that contain

“My Editorial”™.

Subscriptions | | Actions
Ttems with the following criteria: Ve @)
WA
= Type = ED

The Subscribe To “item” page is used to specify whether you want a file subscription or a
criteria subscription. To access this page, select Subscribe from the Actions drop-down
menu on the content information page for the item (page 6-7).

Feature Description

Subscribe to This Item: information regarding the content item.

Subscribe link Subscribes to the content item and not the group.

Subscribe to Related Groups: information regarding the criteria group in which the
item is included.

Subscriptions column Lists the criteria of the group to which the item belongs.
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Feature

Description

Actions column

< Actions icon (X:Z]):
*  Subscription Info: Displays the Subscriptions
Info page (page 6-33).
* Subscribe: Subscribes to the specified criteria
group.

¢ Info icon (l:_i;l): Displays the Subscriptions Info page
(page 6-33).

6-36

Unsubscribe Page

Unsubscribe

Unsubscribe from Group

The content itern, "My Editorial™, also belongs to one ar
rmare subscription groups, You must unsubscribe from the
groups listed in the table below to stop receiving notifications
related to this item.

Subscriptions || Actions

Hems with the following o
& Type =ED

Subscription Info -
Unsubscribe ‘h

The Unsubscribe page is used to cancel the subscription to a content item or group.
To access this page, select Unsubscribe from the Actions drop-down menu on the

content information page for the item (page 6-7).

Feature

Description

Subscriptions column

Lists the criteria of the group to which the item belongs.
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Feature

Description

Actions column

< Actions icon (X:Z]):

*  Subscription Info: Displays the Subscriptions
Info page (page 6-33).

*  Unsubscribe: Unsubscribes from the specified
criteria group.

<+ Info icon ({i}): Displays the Subscriptions Info page

(page 6-33).
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CHECKING IN FILES

OVERVIEW

This section covers the following topics:

++ About File Check-In (page 7-1)

« Primary and Alternate Files (page 7-2)
¢ Checking In Single Files (page 7-3)

+ Content Check-In Form (page 7-7)

¢ Checking In Multiple Files (page 7-11)
#» Check-In Confirmation Page (page 7-20)

¢ Important Considerations (page 7-21)

ABOUT FILE CHECK-IN

Check-in is the process of submitting a file to the content server repository. You must have
the correct permission to check a file into the content server. This permission is associated
with your user name and password, which the system administrator assigns. During the
check-in process, you will specify metadata for your file so that the content item can be
found by drilling down or by searching.

® Important: It is extremely important to know your organization’s standards before you
enter the metadata. The metadata helps users find the content item and determines where
the file is stored in the content server.
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You can check in content items as:

« A new file (page 7-3)

+ A new file similar to an existing content item (page 7-5)
« A revised file (page 7-5)

«»  Multiple files (page 7-11)

PRIMARY AND ALTERNATE FILES

7-2

When you check in a file, the native file is called the primary file. You have the option to
also specify an alternate file, which is typically one of the following:

s A web-viewable version of the native file. This is typically used when the native file
cannot be converted by the content server, or you want to convert the native file
manually.

« A file in a format that can be converted to a web-viewable file. This is typically
used when the native file cannot be converted by the content server, and you have an
alternate file format that can be converted by the system (such as PostScript).

¢ A file explaining what the native file contains. Typical uses include providing a text
file that describes the contents of a compressed file (such as a zip file) and supplying
documentation for an executable file.

For example, if you are checking in a Word document that has several graphics, you could
compress the Word file and all the original graphics into a zip file and then check in that
zip file as the primary file. As the alternate file, you could specify the Word document
itself (which could be converted to PDF by the Content Server), a text file that describes
the contents of the zip file, or a PDF file that you created manually.

Note: The file extension of the alternate file (after the period) cannot be the same as that of
the primary file (for example, both files cannot end in .doc).
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CHECKING IN SINGLE FILES

This section covers the following topics:

®
0’0

B3

*

®
0’0

Checking In a New File (page 7-3)
Checking In a Similar File (page 7-5)
Checking In a Revised File (page 7-5)

See Also

— Understanding a File’s Life Cycle (page 6-1)
— About File Check-In (page 7-1)

— Checking In Multiple Files (page 7-11)

Checking In a New File

Use the following procedure to check in a new file:

1.
2.

3.

Click the Content Management tray (page 4-6).
Click New Check In.
The content check-in form is displayed (page 7-7).

If applicable, enter a unique name in the Content ID field.

@ Note: Content ID values are generated automatically by the content server if your system
administrator has enabled this feature. However, you can override an automatically
generated content ID by entering a new value.

@ Note: If your content server uses an Oracle database, all content IDs will be converted to
uppercase letters automatically.

4.
5.

From the Type list, select the option that best describes the file.
Enter a descriptive title in the Title field.

From the Security Group list, select the security group for the content item. Keep in
mind that this content item will be available to users who have permission to the
specified security group.

If accounts are enabled for your system, select an option from the Account list, or
enter a new account name. Keep in mind that this content item will be available to
users who have permission to the specified account.
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8. Specify a primary file using one of these methods:

*  Click Browse next to the Primary File field. Navigate to and select the native file,
and then click Open.

*  Enter the complete path name and file name of the native file in the Primary File
field (for example, c./My Documents/ABC Project/MyFile.doc).

Tech Tip: You can check in a metadata placeholder without specifying a primary file by
typing an invalid path into the Primary File field. For example, typing the word
placeholder into the Primary File field creates a content item within Content Server with
the specified metadata, but no indexed primary file. This can be useful for initiating
workflows, or making metadata available for searching and discussion.
Note: If you are checking in a placeholder using Internet Explorer version 6.0 on the
Windows XP operating system with Service Pack 2 installed, the path used in the Primary
File field must be valid, but end with an invalid file. For example:

c:/placeholder

where c:/ is a valid drive, but placeholder is not a valid file. If you do not specify a valid
drive, an error message is displayed.

9. If the Format field is displayed under the Primary File field, select the conversion
format for the file.

* Ifthe use default option is selected, Content Server converts the file format based
on its file name extension.

« If any other option is selected, Content Server ignores the file extension and uses
the selected format to determine how to convert the file.

10. (Optional) Specify an alternate file by browsing or entering the path name and file
name.

*  The alternate file must have a different file extension than the primary file.

*  The alternate file is typically in a web-viewable format or a format that can be
converted to a web-viewable file, such as .pdf, .txt, .doc, etc.

11. If the Format field is displayed under the Alternate File field and you specified an
alternate file, select a conversion format for the file.

o Ifthe use default option is selected, Content Server converts the file format based
on its file name extension.

» If any other option is selected, Content Server ignores the file extension and uses
the selected format to determine how to convert the file.
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12.

13.
14.
15.

16.
17.

Checking In Files

Accept the default revision in the Revision field. (You should change the revision only
if there is a specific reason to do so.)

Enter any notes about the file in the Comments field.
Use the default release date, or enter a future release date in the Release Date field.

If you want the file to be unavailable in the content server on a particular date, enter a
date in the Expiration Date field.

If applicable, fill in any of your organization’s custom metadata fields.
After you enter all the appropriate metadata values, click Check In.

Upon successful check-in, the check-in confirmation page is displayed (page 7-20).

@ Note: Depending on the type of file you checked in and how your system is configured, it
may take a few minutes for the file to be converted and indexed before it is available

through a search or by drilling down.

Checking In a Similar File

If you have a new file to check in that has similar metadata to an existing content item,

you can use an existing content item as a model for the new file. The system then pre-fills

metadata fields in the content check-in form with values from the “model” content item.

Use the following procedure to check in a similar file:

1.

From the check-in confirmation page (page 7-20) or the content information page
(page 6-7) of the existing content item, click Check In Similar.

The content check-in form (page 7-7) is displayed. Most of the metadata fields will
display the same values as those assigned to the existing content item.

Continue with step 3 of the procedure to check in a new file (page 7-3), changing or
adding metadata values and member permissions as necessary.

Checking In a Revised File

Use the following procedure to check in a revised file:

1.
2.

Click the My Content Server tray.
Click My Checked-out Content.

The Checked Out Content for [User/ page is displayed (page 8-9).
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3. Click the Action icon "E for the appropriate content item to display a contextual
menu and select Check In. You can now check in the revised file using the standard
procedure to check in a file (page 7-3).

Figure 7-1 Item Action Menu

Checked-0ut Content Items
Content ID || Title || checked outBy || Actions |

onot HR Newsletter Pic Content Information
oaoz Current Newsletter Check In gb ] k_i_l'
Undao ChedOut

Please note the following considerations:
+ The content ID that was assigned to the original file cannot be changed.

+» The name of the original file is displayed for reference; however, the revised file that
you are checking is not required to have the same name.

+¢ The revision has been incremented by one.
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CONTENT CHECK-IN FORM

Checking In Files

Content Check In Form

ContentiD |

Type |ADACCT - Acme Accounting Department
Title |

Author nuser

Security Group Im

Primary File |

Alternate File |

I

Revision |1

Camments

Release Date |1 0/5/04 9:00 Abkd

Expiration Date |

Check In | Heaetl Cluick Help

The content check-in form is used by contributors to check files into Content Server. To
access this page, click New Check In on the Content Management tray (page 4-6).

@ Tech Tip: Using a content profile link under the My Content Server Tray (page 4-20) to
check in or search for content can help you define and display the most critical metadata
fields necessary for those tasks. This can help you use Content Server more effectively.

Content Server User Guide
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Feature

Definition

Content ID field*

The unique identifier for the content item.
*  Duplicate names are not allowed.
e Maximum length is 30 characters.

» The following are not acceptable: spaces, tabs,
linefeeds, carriage returns, and the symbols ; * 7 : @ &
+"# % <>*~|

Note: If a content ID is already filled in or if this
field is not displayed, the system is set up to
generate content IDs automatically.

Note: If your content server uses an Oracle

database, all content IDs are automatically
converted to uppercase letters.

Type field* The category of the file. You must select from a list of
predefined values.

Title field* A descriptive name identifying the revision. Maximum
length is 80 characters.

Author field* The user who created or revised the content item.

Depending on how your system is set up, you might be
able to select from a list of users. This value can be
changed only if you have administrative permission.

Security Group field*

The security group is a set of files with the same access
permission.

Account field

An identifier that specifies access permission to the
content item. This field is displayed only if accounts are
enabled for your system.

7-8
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Feature Definition
Primary File field* The path and file name of the native file being checked in.
*  Maximum length is 80 characters.
*  The maximum file extension length (after the period)
is eight characters.
*  Click the Browse button to navigate to and select the
file.
Upload Multiple Files Selected—Clicking the Browse button displays the
check box Upload Files window, which is used to select the files to

be included in the zip file that will be created as the
primary file.

Clear—<Clicking the Browse button displays the standard
file selection window.

This check box appears only if the system administrator
has enabled the upload applet and you have selected the
Enable Upload Applet check box in your user profile
(page 4-15).

Format field*

The application format for the file name entered in the
Primary File field.

» This field appears only if it has been enabled by the
system administrator.

* Ifthe use default option is selected, Content Server
converts the file format based on its file name
extension. For example, test.doc is a Word file, test.xls
is an Excel file, etc.

« If any other option is selected, Content Server ignores
the file extension and uses the selected format to
determine how to convert the file.

Content Server User Guide
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Feature Definition

Alternate File field The path and file name of an alternate, web-viewable file
or a file that can be converted to web-viewable format.

» The file extension (after the period) cannot be the
same as that of the primary file (for example, both
files cannot end in .doc).

e Maximum length is 80 characters.

*  The maximum file extension length (after the period)
is eight characters.

*  Click the Browse button to navigate to and select the

file.
Upload Multiple Files Selected—Clicking the Browse button displays the
check box Upload Files window, which is used to select the files to

be included in the zip file that will be created as the
alternate file.

Clear—Clicking the Browse button displays the standard
file selection window.

This check box appears only if the system administrator
has enabled the upload applet and you have selected the
Enable Upload Applet check box in your user profile
(page 4-15).

Format field The application format for the file name entered in the
Alternate File field.

* This field appears only if it has been enabled by the
system administrator.

» If'the use default option is selected, Content Server
converts the file format based on its file name
extension. For example, test.doc is a Word file, test.xls
is an Excel file, etc.

» If any other option is selected, Content Server ignores
the file extension and uses the selected format to
determine how to convert the file.
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Feature

Definition

Revision field

The revision increments automatically with each check-in
of the content item, so generally, you should not change
this value.

Comments field

Additional notes about the file.

*  Maximum length is 255 characters.

Release Date field

The date and time that the revision is available for viewing
in Content Server.

¢ Defaults to the date and time the file is checked in.

e Ifanother date is entered, the revision remains in Done
status until the specified date. For details refer to
Revision Status (page 6-4).

*  The date is required; the time is optional.

Expiration Date field

The date and time that the content item will no longer be
available for viewing in the content server.

* Upon expiration, the revision is not deleted, but it can
be accessed only by an administrator.

» Ifavalue is entered, the date is required; the time is
optional.
Note: By default, all revisions of the content item
will expire when the current revision expires.

Custom fields

Any custom metadata fields for your system will be
displayed on this page.

* Required metadata fields.

CHECKING IN MULTIPLE FILES

This section covers the following topics:

+« About Multiple File Check-In (page 7-12)

% Upload Applet Requirements (page 7-13)

Content Server User Guide
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Upload Files Window (page 7-13)

Select File Window (page 7-14)

Select Files Window (page 7-15)

Change Drive Window (page 7-17)

Upload Message Screen (page 7-18)

Checking in Multiple Files Using Upload (page 7-18)

See Also
— Checking In Single Files (page 7-3)

About Multiple File Check-In

You can check in multiple files as a compressed zip file that is stored as a single content

item. Checking in multiple files is useful for a variety of situations, including:

Publishing software, such as FrameMaker—You can check in an entire book that
contains multiple chapters.

Page layout software, such as QuarkXpress—You can check in the Quark file and all
its supporting files (fonts, pictures, etc.).

CAD software, such as Solidworks—You can check in an assembly made of several
files.

Related files—You can check in a group of related files, such as a set of JPG files for a
website.

There are two ways to check in multiple files:

Create a compressed zip file outside of Content Server using a compression program
such as WinZip or PkZip, and then check in this zip file as a single file. For details
refer to Checking In a New File (page 7-3).

Create a compressed zip file within Content Server by selecting the Upload Multiple
Files check box in the content check-in form (page 7-7). Checking in multiple files
using this method is possible if all of the following conditions are true:

* The system administrator has enabled the upload applet on the content server.
*  The Enable upload applet check box is selected in your user profile (page 4-15).
*  You are using a Java-enabled browser.

For details refer to Checking in Multiple Files Using Upload (page 7-18).
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Upload Applet Requirements

You can use the upload applet to check in multiple files only if the following conditions
are all true:

R/

« The system administrator has enabled the upload applet on the content server.

@

++ The Enable upload applet check box is selected in your user profile (page 4-15).
¢ You are using a Java-enabled web browser.

The upload applet requires permission to access the local drive. When you access the
content check-in form (page 7-7) for the first time after enabling this applet, you may see a
Java security warning:

«» If your system is using the Sun Java plug-in, when you encounter this message box,
click Run. If you do not want to be prompted again with this message box, select
Always trust content from this publisher, and then click Run.

« If your system is using the Microsoft plug-in for Internet Explorer, click Yes to give
full permissions. If you do not want to be prompted again with this message box,
select Always trust software from Oracle, and click Yes.

Upload Files Window

1 Upload Files Hi=1E
Upload Files

| Zip Name: [lhz_07_1512_13_24 zip

Flles to Upload

Ready
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The Upload Files window is used to create a zip file as the primary or alternate file that
will be checked in to the content server (see Checking in Multiple Files Using Upload on
page 7-18). To access this window, select an Upload Multiple Files check box on the
content check-in form (page 7-7), and click the corresponding Browse button.

Feature Description

Zip Name field The name of the zip file that will be checked in to the
content server repository.

Files to Upload list Lists the files that will be included in the zip file.

Select File button Displays the Select File window (page 7-14), which is
used to select individual files.

Select Multiple button Displays the Select Files window (page 7-15), which is
used to select multiple files from the same directory.

Delete button Deletes the selected files from the Files to Upload list.

OK button Creates a zip file and enters the file name in the Primary

File field or Alternate File field.

Cancel button Closes the Upload Files window without creating a zip
file.

Select File Window

Looki |z Deskiop =] i‘gl

= by Compatar

Metwaotk Meighborhood
L Connect 1o he [mtemmet
I Dutlook Express

File name: l Open

Files of type: Al Fikes ) =] e I
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The Select File window is used to select individual files to be included in the uploaded Zip
file (see Checking in Multiple Files Using Upload on page 7-18). To access this window,
click Select File in the Upload Files window (page 7-13).

Feature Description

Look in field Select the directory where the file is located.

Contents list Select the file to be included in the zip file.

File name field You can filter the files by typing a wildcard expression,

such as doc*. *.

Files of type field You can filter the files in the current directory by selecting
a file type.

Open button Places the selected file in the Files to Upload list in the
Upload Files window.

Cancel button Closes the Select File window without selecting any files.

Select Files Window

Sabect Filer

Subdirectonies File=s
]
extiasite MSD0S 555
idec_iratall HT4_RPRO_S 1 123 CS exe
ety WNTDETECT.COM
1.31_0n L]
MSDE =l

™ Recurse thiough subdirectories
™ Include parent folder in file path

Add Sebected | usd wath Fter | | Cancal |

The Select Files window is used to select multiple files from the same directory to be
included in the uploaded zip file (see Checking in Multiple Files Using Upload on
page 7-18). To access this window, click Select Multiple in the Upload Files window
(page 7-13).
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Feature

Description

Current Directory field

Shows the directory currently selected.

Change Drive button

Displays the Change Drive window (page 7-17).

Subdirectories list

Select the subdirectory where the files are located.
Double-click the “..” entry in this list to navigate to the
parent directory.

Files list Select specific files to be included in the zip file.
* Holding down the Ctrl key and clicking on files
selects non-contiguous files.
* Holding down the Shift key and clicking two files
selects contiguous files.
File Filter field All files that meet the criteria in this field will be selected

when the Add with Filter button is clicked.

*  You can use the asterisk * (zero or more characters)
and question mark ? (one character) as wildcards.

e This field has no effect when the Add Selected button
is clicked.

Recurse through
subdirectories check box

Selects all files in all subdirectories of the current
directory when the Add with Filter button is clicked.

This check box has no effect when the Add Selected
button is clicked.

Include parent folder in file

Store path information from the parent folder with the files

path check box you are adding when the Add with Filter button is clicked.
This check box has no effect when the Add Selected
button is clicked.

Add Selected button Places the selected files in the Files to Upload list in the

Upload Files window (page 7-13).
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Feature Description

Add with Filter button Places files in the Files to Upload list in the Upload Files
window (page 7-13), based on the File Filter field,
Recurse through subdirectories check box, and Include
parent folder in file path check box.

Cancel button Closes the Select Files window without selecting any files.

Change Drive Window

Change Drive [E4
Drive: -

m Cancel |

The Change Drive window is used to change the drive where files to be included in the
uploaded zip file are located (see Checking in Multiple Files Using Upload on page 7-18).
To access this window, click Change Drive in the Select Files window (page 7-15).

Feature Description
Drive list Select the drive where the files to be selected are located.
OK button Changes the drive displayed in the Current Directory field

in the Select Files window (page 7-15).

Cancel button

Closes the Change Drive window without changing the
drive.
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@

Upload Message Screen

Upload Message
Ilploading File: uploaded 20507K.B of total 30353KE

|Warning: Applet Window

The Upload Message screen shows the upload progress when the chunking function is
enabled. If the chunking function is not enabled on your system, this screen will not
appear.

Checking in Multiple Files Using Upload

Use the following procedure to check in multiple files as a single content item in a
compressed zip format using the upload applet:

Note: You can also check in multiple files by creating a compressed zip file outside of
Content Server using a compression program such as WinZip or PkZip, and then checking
in the zip file as a single file. For details refer to Checking In a New File (page 7-3).

1. Make sure that you have enabled the upload applet in your user profile. For details
refer to Editing Your User Profile (page 4-12).

2. Follow the general check-in procedure for a new file (page 7-3), similar file
(page 7-5), or revised file (page 7-5).

3. Before specifying the primary file or alternate file, select the corresponding Upload
Multiple Files check box.

4. Click the corresponding Browse button.
The Upload Files window is displayed (page 7-13).

5. (Optional) Change the default Zip Name to a more descriptive file name. Make sure
that the file name ends in .zip.

6. Select the files to be checked in.

Use the following procedure to select files one at a time:
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Click Select File.

The Select File window is displayed (page 7-14).
Navigate to the file to add, and click Open.

The file is displayed in the Files to Upload list.

Repeat the previous two steps as necessary to select individual files.

Use the following procedure to select multiple files at a time:

a.

h.

1.

j-

Click Select Multiple.

The Select Files window is displayed (page 7-15).
To select the drive where the files are located, click Change Drive, select the

drive on the Change Drive window (page 7-17), and click OK.

Navigate to the directory and/or files to add. The Subdirectories list shows the
contents of the directory where you are currently located. To navigate to the parent

[

directory, double-click the “..” entry in the Subdirectories list.

To select multiple files in the Files list:
* To select non-contiguous files, hold down the Ctrl key and click on each file.

* To select contiguous files, hold down the Shift key and click the first and last
file.

To narrow the selection of files, use the File Filter field. For example, the filter
* doc selects all files with a .doc extension.

To select all files in all subdirectories of the current directory, select the Recurse
through subdirectories check box.

To store path information (from the parent folder) with the files you are adding,
select the Include parent folder in file path check box.

Click the button appropriate to your selection: Add Selected or Add with Filter.
The selected files are displayed in the Files to Upload list.

Repeat these steps as necessary to add files from other directories or drives.

7. Verify that the correct files are shown in the Files to Upload list, and click OK.

The zip file name appears in the Primary File or Alternate File field.

8. Follow the general check-in procedure to complete the check-in. For details refer to
Checking In a New File (page 7-3).

If the chunking function is enabled, the Upload Message screen (page 7-18) displays a
progress bar during upload.
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CHECK-=-IN CONFIRMATION PAGE

Check In Confirmation

Title: HRE Mewsletter Pic
Checked in by: nuser

Content ID : 0001 [Content Info]

You may checkin a new document with similar attributes

Check In Similar

The check-in confirmation page is displayed after you have checked in a content item

successfully.

Feature

Description

Content ID field

The unique content ID that you entered during check-in or
that was generated automatically by the system.

[Content Info] link

Displays the content information page (page 6-7) for the
content item.

Title field

The title of the content item that you checked in.

Checked in by field

The login you used to check in the file.

Check In Similar button

Displays the content check-in form (page 7-7) with
metadata values similar to the content item you just
checked in already filled in.
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IMPORTANT CONSIDERATIONS

Please note the following considerations
¢ Multi-Byte Characters (page 7-21)
+¢ Checking in Microsoft Office XP Files (page 7-21)

Multi-Byte Characters

You should not use multi-byte characters (for example, Japanese or Korean) in content IDs
and content types—even if Content Server is to be used in a multi-byte environment. The
values of these fields are included in the URLSs of content items, and limitations in current
web technology prevent web servers and browsers from handling URLs with multi-byte
characters correctly.

If you want to use multi-byte characters in content IDs and/or content types, you need to
ask your content server system administrator if the entire content server environment—
all servers and all clients—runs on operating systems that support multi-byte languages
(for example, Japanese or Korean versions of Microsoft Windows). Otherwise errors may
occur, such as links to PDF renditions of content items not working, Dynamic Converter
failing to find content items, etc.

Checking in Microsoft Office XP Files

It is important to be aware of the following considerations when checking in Microsoft
Office XP files:

7

< If your system is using a Verity search engine prior to version 4.5.1 and you check
Microsoft Office XP files into Content Server, the native files will not be included in
the search index. This is due to limitations in the third-party search engine technology
used with Content Server.

< Ifyour system is using Verity version 4.5.1 or greater, Office XP files will be indexed,
or if your system uses PDF Converter to convert Microsoft Office XP files, the PDF
versions of the files will be indexed.

Note: Check with your system administrator if you are uncertain which third-party search
engine is used by your system, and how it handles full-text indexing of files.
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Content Profiles

Content profiles are defined by your system administrator, and determine what metadata
fields are displayed and how they are grouped and titled on the associated check in, search,
and information pages based on rules established by the system administrator. By default,
all content profiles are displayed as links under both the Search and New Check In drop-
down lists on the Toolbar (page 4-5). The links can be hidden using the Edit Content
Profile Links Page (page 4-46) to disable the desired link.

Figure 7-2  Content Profile links under the Search and New Check In drop-down lists on the Toolbar

T Mew Check I

Required Fields Profile Required Fields Profile

Resurme Profile Resurme Profile
Standard Search Standard Check In

If you access a search or check in page using a content profile link, you may not have
access to all available metadata fields, either for searching or use when checking in a
content item. Also, if you access the Content Information Page (page 6-7) of a content
item that meets criteria established by the system administrator, the initial information
displayed may not be the full information available.

Figure 7-3  Content Information Page streamlined by content profiles

Content Information

Actions: i -
Content ID : 000002 [select an action [z}

Type: ADACCT - Acme Accounting Department
Title: SecondContent
Author: sysadmin
Security Group: Fuhblic
Checked Out By:
Status: Released
Formats: Applicationdjpg
Links

Web Location: hitp:fibsilvernotelfstellent_Tafgroupsfadacct 000002 jpg
Mative File: stitches.jpg
Revision History

| Revision || Release Date ||E:-:piratiun Date || Status || Actions

[1] 97404 1:54 PM Mone Released Delete
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OVERVIEW

This section covers the following topics:

+ About File Check-Out (page 8-1)

+» Checking Out Single Files (page 8-2)

¢ Checking Out Multiple Files (page 8-3)

+ Checked-Out Content Page (page 8-8)

¢+ Checked-Out Content for [User] Page (page 8-9)
# Check-Out Confirmation Page (page 8-11)

ABOUT FILE CHECK-OUT

Check-out is the process of locking a content item so that no other users can revise it. You
must have write permission to the content item to check out a file or undo a check-out.
Only one user at a time can check out a file; however, multiple users can continue to view
the released file.

There are two approaches to checking out files:

7

«+ For content items that could be revised by other users, it is a good idea to check out
the file as soon as you know that you need to edit it. This notifies other users that you
will be making changes and prevents them from checking in a new revision.

Content Server User Guide 8-1



Checking Out Files

+« For content items that are unlikely to be revised by other users, you can make
revisions to a copy of the file, check out the content item, and immediately check it
back in with the edited file.

Once you have checked out a content item, you can either check in a revision or undo the
check-out.

CHECKING OUT SINGLE FILES

8-2

Use either of the following procedures to check out a single file:
+ From a Content Information Page (page 8-2)

% From a Search Results Page (page 8-2)

From a Content Information Page

1. Display the content information page (page 6-7) of the content item you want to check
out.

2. Select Check Out from the Actions drop-down list (";:l).
The Check-Out Confirmation page is displayed (page 8-11).
3. Ifapplicable, click Native File Link to get a copy of the native file.
4. Ifadialog window appears before the Save As window, choose to save the file to disk.

5. On the Save As window, navigate to the location where you want to save the file and
click Save.

6. Start the native application (for example, Word, PowerPoint, etc.) and locate the file
where you saved it in step 5.

7. Edit the file in its native application and then save the file.

From a Search Results Page
1. Search for content to view a search results list.
2. Select Headline View or Thumbnail View from the Actions drop-down list ("i:l).
3. Click the Action icon ("i:l) and select Check Out from the contextual menu.
The Check-Out Confirmation page is displayed (page 8-11).
4. Ifapplicable, click Native File Link to get a copy of the native file.
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5. Ifadialog window appears before the Save As window, choose to save the file to disk.

6. On the Save As window, navigate to the location where you want to save the file and
click Save.

7. Start the native application (for example, Word, PowerPoint, etc.) and locate the file
where you saved it in step 6.

8. Edit the file in its native application and then save the file.

CHECKING OUT MULTIPLE FILES

This section covers the following topics:

+« About Multiple File Check-Out (page 8-3)

«» Download Applet Requirements (page 8-3)

+ Download Options on Search Results Pages (page 8-4)
«» Download Files Screen (page 8-5)

+ Download Results Summary (page 8-7)

«» Downloading Multiple Files (page 8-7)

About Multiple File Check-Out

You can get a copy of multiple content items at one time using the download applet.
When you download files, you also have the option to check out the content items and/or
uncompress any compressed zip files.

Download Applet Requirements

You can use the download applet to check out multiple files only if the following
conditions are all true:

The system administrator has enabled the download applet on the content server.
+ The Enable download applet check box is selected in your user profile (page 4-15).
¢+ You are using a Java-enabled web browser.

The download applet requires permission to access the local drive. When you run a search
for the first time after enabling this applet, you may see a Java security warning:
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+«» If your system is using the Sun Java plug-in, when you encounter this message box,
click Run. If you do not want to be prompted again with this message box, select
Always trust content from this publisher, and then click Run.

s If your system is using the Microsoft plug-in for Internet Explorer, click Yes to give

full permissions. If you do not want to be prompted again with this message box,

select Always trust software from Oracle Incorporated, and click Yes.

Download Options on Search Results Pages

Search Results Found 4 iterns
* Change Wiew  » Query Actions
Download
|:| Content ID Description Actions
Title: Manufacturing Diagram Fio| 3
O tonne In progress - requires additional resources =l @
Title: Mew Ad Campaign mock-up =
O 0N, This moclk-up is provided on spec, = @
itle: 3rd Quarter Quota i
F toons Title: 5rd Quarter Quot YiEl @D
itle: Fluid Schematic i
] toooz Title: Fluid Schemat El @

When the download applet is enabled, the following features are added to search results

pages:

Feature

Description

Download selected option
on Table Action menu

Downloads the selected content items.

Select All check box

Selects all items in the search result list.

Select check boxes

Selects content items to be downloaded when the
Download Selected button is clicked.

8-4
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Download Files Screen

i Download Files

Download Files

M=l E3

File Information
Content I0: useritest
Title: adfadf

Mative File:

Weh Viewable File:  Istellenbgroups/publicidocumentsfadacctiuser] basthe st

Download Options
Typa of file to downloaik
™ Extract zip file contents

o

" Hatve

Downlead Location

IC AWINNT Prcilesfoschamme Deskop/user] st host Bigwsza.,.

Dewnload | Downiosd A | Skip | Cancel |

Ik

Dowmioading

The Download Files screen is used to specify download options and the target directories
for files being downloaded from the content server. To access this screen, click Download
Selected or Download All on the Download Options on Search Results Pages (page 8-4).

Feature Description

Content ID field The content ID of the file.

Title field The descriptive title of the content item.

Web Viewable field The path and file name of the content item’s web-viewable
file.

Native field The file name of the content item’s native file. This field is
filled in when the Native option is selected.
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Feature Description
Type of file to download Web Viewable—Specifies that the web-viewable file is to
options be downloaded.

Native—Specifies that the native file is to be downloaded.

Extract zip file contents
check box

Selected—Files in zip format will be uncompressed when
they are downloaded.

Clear—Files in zip format will be downloaded as is.

Check out file check box

Selected—Content items will be checked out as well as
downloaded.

Clear—Content items will only be downloaded and will
not be checked out.

This check box is available only when the Native option is
selected.

Download Location field

The directory and file name where the current file will be
copied. Click the Browse button to navigate to and select
the directory.

Progress bar

Shows the progress of the download as a percentage.

Download button

Downloads the current file to the specified directory.

Download All button Downloads all files that have not been skipped to the
specified directory.
This button is not displayed if only one file was selected
on the search results page.

Skip button Excludes the current file from the download.

This button is not displayed if only one file was selected
on the search results page.

Cancel button

Closes the Download Files screen.

Content Server User Guide



Checking Out Files

Download Results Summary

Download Rezults

Download Results Summary

EGetting file:user] test [adfadf]

Skipped fe; contentidd (Marketing brochure]
Skipped e uzerl [uzer test]

Getting file:cortentid3 [HR info)

Getting file: contentid (Speadshest 1]

Getting file:contentid2 (Engineering R eport)

Saved o CAVINNT Profdeskschomme/Desktopfuzer test host

Saved to C:AMINM T Profleskschomme/Deskiopfocontentid3. hst
Saved to C:AWINNT FProfteskschomme/Deskiopfoontentid host

Saved to CAVIMNT /Profes/kschomme/Deskiopleonentid?, hest

ok |

The download results summary displays a log of the downloaded files. This screen is

displayed when the download process is complete.

Downloading Multiple Files

Use the following procedure to download and check out multiple content items using the

download applet:

1.

Locate the files to download by drilling down the hierarchical link structure (the
“Library”) or by performing a search. For details refer to Chapter 5 (Finding Files).

The Download Search Results page is displayed (page 8-4).
To download all content items on the Search Results page, click Download All.

To download selected content items, select the corresponding Select check boxes and
click Download Selected.

The Download Files screen is displayed (page 8-5).
Select the type of file to download: Web Viewable or Native.

To uncompress zip files during the download process, select the Extract zip file
contents check box.

If you selected the Native option and you want to check out the content items upon
download, select the Check out file check box.
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7. Inthe Download Location field, enter the path where you want the files to be copied.
You can click Browse and navigate to the directory to select it.

8. If you want a different file name for the downloaded file, change the file name in the
Download Location field. (This applies only to the current file; if you click
Download All, all other files will retain their default file names.)

9. Click one of the following buttons:
+ Download—to download the current file only.

+ Download All—to download all selected files that have not been skipped
(you will not be prompted for each file that was selected).

¢ Skip—to not download the current file and go to the next selected file.

< Cancel—to cancel the download.

10. If a file with the same file name already exists in the target location, you will be asked
whether you want to overwrite it. Click a button to indicate whether you want to
overwrite one or more files.

When downloading is complete, the Download Search Results page (page 8-4)
is displayed.

11. Click OK.

CHECKED-OUT CONTENT PAGE

8-8

Checked-Out Content

Checked-0Out Content Items

Content ID || Title || checked Dut By || Actions |
oooz Current Mewsletter nuser LEEY]
(Ju]opH HR Mewsletter Pic nuser K= (@D
noos weekly Reporting Procedure sysadmin = 'i'i:f'
salesTotals | Sales Totals userl LEEY]

The checked-out content page is used to identify which files are checked out. To access
this page, click Checked Out Content on the Content Management tray (page 4-6).
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Feature

Description

Content ID link

Clicking the Content ID link displays the web-viewable
file.

Title column

Displays the title of the content item.

Checked Out By column

Displays the user name of the person who has checked out
the content item.

Action icon ("E)

Displays a contextual menu allowing you to display the
content information page (page 6-7), check in the content
item, or undo the check-out of the content item, depending
on your access rights.

Figure 8-1 Item Action Menu

Checked Out By || Actions

Cantent Infarmation
Check In i 'j,,"
Undo Check Cut o]

userl

Info icon ('i})

Displays the content information page for the content item
(page 6-7).

CHECKED-OUT CONTENT FOR [User] PAGE

Checked-Out Content for nuser

Checked-0Out Content Items

Content ID || Title || thecked Dut By || Actions |
oooz Current Mews|etter nuser ’El 'é}
o001 HR Mewsletter Pic nuser ¥ (1)
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The Checked Out Content for [User] page is used to identify which files are checked out
by the current user. To access this page, click My Checked-Out Content under the
My Content Server tray (page 4-20).

Feature

Description

Content ID link

Clicking the Content ID link displays the web-viewable
file.

Title column

Displays the title of the content item.

Checked Out By column

Displays the user name of the person who has checked out
the content item.

Action icon ("E)

Displays a contextual menu allowing you to display the
content information page (page 6-7), check in the content
item, or undo the check-out of the content item, depending
on your access rights.

Figure 8-2 Item Action Menu

Checked Out By || Actions

Content Information
Check In =] (1

Undo Checlk Cut =T

userl LEE

Info icon (1))

Displays the content information page for the content item
(page 6-7).
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CHECK-OUT CONFIRMATION PAGE

Check Out Confirmation

Title: YWhy Me? - Motivation in the Woarkplace
Content ID : SCST_0011_EM
Checked Out By: nuser

[t is stronghy recommended that you save the file to
a directory other than the browser's default directory.

Daownload Whybhde bd

Click on the Check In button below when your edit is complete.
Check In

The Check-Out Confirmation page is displayed after you have checked out a single

content item successfully.

Feature Description

Title field The title of the content item that you checked out.
Content ID field The content ID of the file that you checked out.
Checked Out By field The login you used to check out the file.

Native File Link Enables you to open or save a copy of the native file.
Check In button Displays the content check-in form (page 7-7).
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WORKING WITH WORKFLOWS

OVERVIEW

This section covers the following topics:
«  About Workflows (page 9-1)
+« Participating in a Workflow (page 9-3)

% Viewing Workflow Information (page 9-12)

ABOUT WORKFLOWS

A workflow specifies how content is routed for review and approval before it is released to
the system. Users are notified by e-mail when they have a file to review.

This section covers the following topics:

«  Workflow Types (page 9-2)

»  Workflow Steps (page 9-2)

% Post-Process Workflow Options (page 9-2)
+  Workflow Process (page 9-3)

« Workflow Tasks (page 9-3)
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Workflow Types

From a workflow participant’s point of view, there are two types of workflows:

% A basic workflow defines
initiated manually.

the review process for specific content items, and must be

+» In a criteria workflow, a file enters the workflow automatically upon check-in when

its metadata matches predefined criteria.

Workflow Steps

Each workflow can include multiple review and notification steps, and multiple reviewers
can be assigned to approve or reject the file at each step. For each step in a workflow, a set
of users and a step type must be defined. The users defined for a step can perform only the

tasks allowed for that step type:

Step Type

Description

Contribution

This is the initial step of a basic workflow. Contributors
are defined when the workflow is created.

Auto-Contribution

This is the initial step of a criteria workflow. There are no
predefined users involved in this step.

Review

Users can only approve or reject the file. Editing is not
allowed.

Review/Edit Revision

Users can edit the file if necessary and then approve or
reject it, maintaining a new revision.

Review/New Revision

Users can edit the file if necessary and then approve or
reject it, creating a new revision.

Post-Process Workflow Options

Workflows or individual workflow steps can be set up to allow for items in review to be

released into the system for indexing, searching, and viewing, even though the workflow

to which they belong is not completed. This allows for greater flexibility in constructing
workflows. For example, items in a workflow process can to be made available to others
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not in the workflow, or a workflow can be initiated to update the content information of an
item without advancing the revision of that item.

Workflow Process

The workflow process is as follows:

¢ When a revision is approved by the minimum number of reviewers for a particular
step, it goes to the next step in the workflow.

«» Ifany reviewer rejects a revision, it goes back to the most recent contribution step for
editing.

¢ When a revision is approved at the last step in the workflow, the content item is
released to the system.

A basic workflow containing multiple content items can be set up so that some items
in the workflow may be released to the system before all of the revisions have
completed the workflow.

@ Note: Depending on how your system administrator has set up the workflow, you may be
required to enter your user name and password before continuing the workflow process on
one or more steps. This re-authentication allows Content Server to track the successful
completion of a step and provides a digital signature of the person responsible.

Workflow Tasks

These are the most common workflow tasks that you will perform:
+ Entering a File to a Workflow (page 9-9)
+ Reviewing Revisions in a Workflow (page 9-10)

+ Working with a Rejected Revision (page 9-11)

PARTICIPATING IN A WORKFLOW

This section covers the following topics:
+  Workflow Started Notification (page 9-4)

*  Workflow Review Notification (page 9-5)
+ Workflow Content Items Page (page 9-5)
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< Reject Content Item Page (page 9-7)

+  Workflow Content Item Reject Notification (page 9-8)
« Entering a File to a Workflow (page 9-9)

* Reviewing Revisions in a Workflow (page 9-10)

«» Working with a Rejected Revision (page 9-11)

Workflow Started Notification

—a Workflow Started Motification

Started By: bsilver

You have heen assigned as a contributor to the following workflow, Please
reviewy the workflow content listing to see if items need to be checked in.

Workflow Name: newBasic_02

Message: Please review - thanks!

[ Review workflow content ]

A workflow started notification message is e-mailed to you when you are assigned to
check in a new file for a basic workflow. It is an automated message that you can use to

identify the file that you need to check in and other workflow information.

Feature Description

Workflow Name field Identifies the workflow.

Started By field Opens an e-mail to the person who initiated the workflow.
Message field Displays a message from the person who initiated the

workflow.

Review workflow content
link

Opens the Workflow Content Items page (page 9-5).
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Workflow Review Notification

- Workflow Review MNotification

You have heen assigned to the fallowing workflow step:

Workflow Name: newBasic_02
Workflow Step: Step_01
Content Item: Release Mote (ERNGPARTHNER-002165)

[ Review workflow itermn ]

A workflow review notification message is e-mailed to you when you are assigned to
review a revision in a workflow. It is an automated message that you can use to identify
some workflow characteristics.

Feature Description

Workflow Name field Identifies the workflow.

Workflow Step field Identifies the current step in the workflow.

Content [tem field Identifies the content item or items in the workflow.
Review workflow item link | Opens the Workflow Review page (page 9-18).

Workflow Content Items Page

Workflow Content Items
all Active Warlkflows --> newCriteria_02

Content Items In Workflow ‘rewcCriteria_02"

Content ID || Title || Status || Step Name || Actions |

SCET_0012_EM Employee Motivati | Review =] ‘@

warkflow Review

Aggruve{b
Reject
Content Info
worlflow Info
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The Workflow Content Items page is used to identify which action to perform in the
workflow. To access this page, click the Review Workflow Content link on a workflow
started notification (page 9-4) or open the Content Management tray, click Active
Workflows, and then the workflow name on the Active Workflows page (page 9-13).

Feature

Description

Breadcrumb links

Displays a hierarchical navigation within content server.
Located just below the page title.

Content ID column

Click the content ID to display the web-viewable file.

Title

The title of the content.

Status column

The status of the revision. For details refer to Revision
Status (page 6-4).

Step Name column

The name of the current workflow step.

Action icon ("E)

Displays the actions (if any) that you can take on the
content item:

Workflow Review—Displays the Workflow Review page
(page 9-18).
Approve—Approves the revision.

Reject—Rejects the revision and displays the Reject
Content Item page (page 9-7).

Content Info—Displays the content information page
(page 6-7) for the revision.

Workflow Info—Displays the Workflow Info for Item
page (page 9-16) for the revision.

Info icon (1))

Displays the Workflow Review page (page 9-18) for the
content item.

Note: Content security can affect what is displayed on the Workflow Content Items page.

For example, if 2 content items are included in one workflow to which you are assigned,

but one item belongs to a security account to which you do not have access, that item is not
displayed on the Workflow Content Items page. It is displayed on the Workflow in Queue
page, but without providing access to the content or content information. This ensures that

a workflow to which you are assigned does not get held up because you are unaware of

your responsibility.
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Reject Content Item Page

Reject Content Item

All Active Warlkflows --= newCriteria_02 --= SCST_001Z_EM --= Reject

Workflow: newCriteria_02
Workflow Step: Step_02
Content ID: SCET_0012_EM
Title: Emplovee Motivation Study
Type: ED
Author: nuser
Security Group: HF
Format: textiplain
Revision: 4

Enter message explaining reason for rejecting content item:

Pleazse cite study result3.| ;I

[~

Feject

The Reject Content Item page is used to explain why you are rejecting a workflow
revision. This page is displayed automatically when you reject a workflow item.

Feature Description

Breaderumb links Displays a hierarchical I}avigation structure Withi.n the
content server. Located just below the page heading.

Workflow field The name of the current workflow.

Workflow Step field The name of the current workflow step.

Content ID field The content ID of the content item.

Title field The title of the revision.

Type field The value associated with the Type metadata field.

Author field The login associated with the user who checked in the file.
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Feature Description
Security Group field The security group associated with the content item.
Format field The formats corresponding to the file.

Revision field

The current revision of the content item.

Message field Enables you to enter an explanation for why you are
rejecting the revision. Include what should be done to
ensure that the revision is approved in the future.

Reject button Sends a workflow content item reject notification

(page 9-8) to the previous contributor in the workflow.

Workflow Content Item Reject Notification

= Workflow Content Item Reject Notification

The following content iterm has been rejected in workflow:

Workflow Mame: basCriteria_01
Content ID: EMNGPARTHER-002153
Title: Employee Phone List
Rejected By: bsilver

Message: Flease add new numbers,

[ Review workflow content ]

The workflow content item reject notification message identifies who rejected the revision
and why it was rejected. When a revision is rejected and the Reject Content Item page
(page 9-7) is filled out, this e-mail message is automatically sent to users assigned to the
previous contribution step in the workflow.

Feature Description

Workflow Name field The name of the workflow.

Content ID field The content ID of the rejected item.
Title field The title of the rejected item.

Content Server User Guide




Working with Workflows

Feature Description

. The user name of the person rejecting the item. Click to
Rejected By field .
send an e-mail to the person.

Message field The message sent by the person rejecting the item.

Review workflow content

link Opens the Workflow Content Items page (page 9-5).
in

Entering a File to a Workflow

When a basic workflow is initiated, an e-mail message is sent to the contributors, who
must check in the designated files as the first step in the workflow.

Use the following procedure to check in a file to begin a basic workflow:

1. Read the workflow started notification (page 9-4) message.

2. Click the Review Workflow Content link.
The Workflow Content Items page (page 9-5) is displayed.

3. Select Check Out from the contextual menu "i:l under the Actions column.
The check-out confirmation page (page 8-11) is displayed.

4. Check the content item into the system using one of the following methods:
o If the check-out confirmation page is still displayed, click Check In.

e Select Check In from the contextual menu "i:l under the Actions column on the
Workflow Content Items page.

*  Open the Content Management tray, click Active Workflows, click the name of
the workflow, and then select Check In from the contextual menu under the
Action column on the Workflow Content Items page.

5. Fill in the content check-in form.

* Ifyou select the Revision Finished Editing check box, the revision moves from
Edit status to GenWWW status and goes to the next step in the workflow.

e Ifyou leave the Revision Finished Editing check box unchecked, the file is
checked in but remains in Edit status instead of moving to GenWWW status.
You will need to return to step 3 to check out the file and check it back in.
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Tech Tip: If a document included in a workflow fails to convert in the check-in process,
the content item will be set to Edit status automatically. To ensure that this does not occur,
make sure that documents included in the workflow are valid for conversion.

6. Click Check In.

Note: Depending on how your system administrator has set up the workflow, you may be
required to enter your user name and password before continuing the workflow process on
one or more steps. This re-authentication allows Content Server to track the successful
completion of a step and provides a digital signature of the person responsible.

Reviewing Revisions in a Workflow

When the next step in a workflow is a review step, the reviewers receive an e-mail
message.

Use the following procedure to review a file in a workflow:
1. Read the workflow review notification (page 9-5) message.
2. Click the Review Workflow Item link.

The Workflow Review page (page 9-18) is displayed, indicating the actions that can
be performed.

Note: For a reviewer step, you will be able to approve or reject the content item. For a
reviewer/contributor step, you will be able to check out, approve, or reject the content
item.

3. Do one of the following to review the file:
* Review the file as it is displayed to the right of the Workflow Review panel.
*  Click the Web Viewable link to see a version of the content in your browser.
»  Click the Native File link to save a copy of the file in its original format.

*  Click the HTML Rendition link to view the file as HTML in your browser.

4. Ifyou have reviewer/contributor permission and you would like to edit the file, click
the Check out link in the Workflow Review panel to check out the content item for
editing. Otherwise, continue with step 9.

The check-out confirmation page (page 8-11) is displayed.

5. Get a copy of the original file and edit it. For details refer to chapter 8 (Checking Out
Files).
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6. Check the content item back into the system using one of the following methods:
» If'the check-out confirmation page is still displayed, click Check In.

¢ Select Check In from the contextual menu ";:l under the Action column on the
Workflow Content Items page.

e Open the Content Management tray, click Active Workflows, click the name of
the workflow, and then select Check In from the contextual menu under the
Action column on the Workflow Content Items page.

7. Fill in the content check-in form (page 7-7).

* Ifyou check the Approve Revision box, the revision moves from Edit status to
GenWWW status and goes to the next step in the workflow when the required
number of approvals is reached. Step 8 is not required.

» Ifyou leave the Approve Revision box unchecked, the revision is checked in but
remains in Review status instead of moving to GenWWW status. You will still
need to approve or reject the revision.

8. Click Check In.

9. Approve or reject the revision by clicking the appropriate link in the Workflow
Review panel.

« If the revision is approved by the appropriate number of reviewers, the content
item goes to the next step in the workflow.

» If'the revision is rejected, the Reject Content Item page (page 9-7) is displayed so
that the reviewer can enter a message explaining the reason for rejecting the
content item. When a content item is rejected, it is sent back to the most recent
workflow step that permitted contribution.

@ Note: Depending on how your system administrator has set up the workflow, you may be
required to enter your user name and password before continuing the workflow process on
one or more steps. This re-authentication allows Content Server to track the successful
completion of a step and provides a digital signature of the person responsible.

Working with a Rejected Revision

When a revision is rejected, the users assigned to the most recent contribution step receive
an e-mail message.

Use the following procedure to edit a file that was rejected:

1. Read the workflow content item reject notification (page 9-8) message.
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Click the Review Workflow Content link.

The Workflow Content Items page (page 9-5) is displayed.

Select Check Out from the contextual menu "i:l under the Actions column.
The check-out confirmation page (page 8-11) is displayed.

Get a copy of the original file and edit it. For details refer to chapter 8 (Checking Out
Files).

Check the content item back into the system using one of the following methods:

» If'the check-out confirmation page is still displayed, click Check In.

¢ Select Check In from the contextual menu ";:l under the Action column on the
Workflow Content Items page.

e Open the Content Management tray, click Active Workflows, click the name of
the workflow, and then select Check In from the contextual menu under the
Action column on the Workflow Content Items page.

Fill in the content check-in form (page 7-7).

» If you check the Revision Finished Editing box, the file moves from Edit status
to GenWWW status and goes to the next step in the workflow.

» Ifyou leave the Revision Finished Editing box unchecked, the file is checked in
but remains in Review status instead of moving to GenWWW status. You will still
need to approve the file.

Click Check In.

VIEWING WORKFLOW INFORMATION

9-12

This section covers the following topics:

Workflow Information (page 9-13)

Active Workflows Page (page 9-13)

Workflow in Queue Page (page 9-14)

Workflow Info For Item Page (page 9-16)
Workflow Review Page (page 9-18)

Viewing a List of Active Workflows (page 9-19)
Viewing a List of Your Workflows (page 9-19)
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% Viewing Workflow History and Information About a Workflow Step (page 9-20)

+ Viewing Content Information (page 9-20)

Workflow Information

There are several ways to view information about a content item in a workflow.
Hyperlinks between workflow pages enable you to perform the following tasks:

+ Viewing a List of Active Workflows (page 9-19)

¢+ Viewing a List of Your Workflows (page 9-19)

+¢ Viewing Workflow History and Information About a Workflow Step (page 9-20)

¢ Viewing Content Information (page 9-20)

Active Workflows Page

All Active Workflows

Active Standard Workflows

Workflow Name || Description

Basic HR wiarkflow

newBasic_01 Basic - Active

Editorial Review

kSl = (L Criteria - Active

Policy Review

newriteria_03 Criteria - Active

[ My warkflow Assignments ]

The Active Workflows page is used to view a list of all active workflows in the system.
To access this page, click Active Workflows on the Content Management tray (page 4-6).

Feature Description

The names of the active workflows in the corresponding
Workflow Name column security group. Clicking a link opens the Workflow
Content Items page (page 9-5).
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Feature Description

Description A description of the workflow

My Workfl

As};igri;en?:;ink Displays the Workflow in Queue page (page 9-14).

Note: Content security can affect what is displayed on the Workflow Content Items page.
For example, if 2 content items are included in one workflow to which you are assigned,
but one item belongs to a security account to which you do not have access, that item is not
displayed on the Workflow Content Items page. It is displayed on the Workflow in Queue
page, but without providing access to the content or content information. This ensures that
a workflow to which you are assigned does not get held up because you are unaware of
your responsibility.

Workflow in Queue Page

Workflow In Queue for nuser

all dctive Workflows --= My Waorldlow Assignments

Workflow Content Items In Queue

|ContentID || Title || Last Action ||Last Action Date| |Enter Date || Actions |

SCST 0012 Emplovee ln'fSﬂWDrkﬂuw Review @ ___jﬂi_
SCST_0005_ Phone List 10/5{ A =]

pproye

Reject

Content Info

Worl:flow Info

Wworkflow Content Iterns

Rermowve From Queue

The Workflow in Queue page is used to view a list of all content items that you need to
review. To access this page, click My Workflow Assignments under the My Content
Server tray (page 4-20).
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Feature

Description

Breadcrumb links

Displays a hierarchical navigation structure within the
content server. Located just below the page heading.

Content ID column

Displays the content ID and the title of each workflow
item. Clicking the content ID link displays the web-
viewable file.

Title

The title of the workflow.

Enter Date column

The date and time that the content item entered the current
step.

Action icon (";:l)

Displays the actions (if any) that you can take on the
content item:

Workflow Review—Displays the Workflow Review page
(page 9-18).

Approve—Approves the revision.

Reject—Rejects the revision and displays the Reject
Content Item page (page 9-7).

Content Info—Displays the content information page
(page 6-7) for the revision.

Workflow Info—Displays the Workflow Info for Item
page (page 9-16) for the revision.

Workflow Content Items—Displays the Workflow
Content Items page (page 9-5) for the revision.

Remove from Queue—Removes the content item from
the Workflow in Queue page. (The content item is not
deleted from the workflow.)

Info icon ('i:')

Displays the Workflow Review page (page 9-18).

Note: Content security can affect access to content displayed on the Workflow in Queue

page. For example, if 2 content items are included in one workflow to which you are

assigned, but one item belongs to a security account to which you do not have access, that
item is displayed on the Workflow in Queue page, but without providing access to the
content or content information. This ensures that a workflow to which you are assigned

does not get held up because you are unaware of your responsibility.
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Workflow Info For Item Page

Workflow Info For Item 'SCST_0012_EN'
all Active Warkflows --= newCriteria_02 --= Workflow Info

Title: Employes Motivation Study
Revision: 4
Type: ED
Author: nuser
Workflow Name: newCriteria_02

YWorkflow Steps: 1. contribution (4ufoContributedEdit Rewviaiom
2. Step_02 (Review, Step 2 - Review)
3. Step_03 {(Rewiew, Step 3 - Approve)

Current Step: Step_07Z
Approved By:
Required Approvals: 1
Remaining Reviewers: nuser

Waorkflow Content Action History

Workflow HMame || Step || Action || Action Date || Users
newCriteria_0z2 contribution Check In 10/5/04 344 PM nuser
newCriteria_02 contribution Approwve 10/5/04 3:44 PM nuser
newCriteria_0z2 Step_02 wrark Motification 10/5/04 344 PM nuser

The Workflow Info page is used to identify where a revision is in the current workflow
and to view the workflow history. To access this page, select Workflow Info from the
contextual menu under the Actions column on the Workflow Content Items page

(page 9-5) or the Workflow in Queue page (page 9-14), or by clicking Workflow Info on
the Workflow Review page (page 9-18).

Feature Description

Displays a hierarchical navigation structure within the
content server. Located just below the page heading.

Breadcrumb links

Title field The title of the content item.
Revision field The current revision of the content item.
Type field The value associated with the Type metadata field.
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Feature Description

Author field The login associated with the user who checked in the file.

Breaderumb links Displays a hierarchical r.1aVigati0n structure v.vithin the
content server. Located just below the page title.

Workflow Name field The name of the current workflow.

Workflow Steps field

Lists all of the workflow steps. The current workflow step
is in boldface type. The type of workflow step is shown in
parentheses.

Current Step field

The current workflow step.

Approved by field

Lists the logins of the users who have approved the
revision at the current workflow step.

Required Approvals field

Shows how many approvals are required at the current
workflow step.

Remaining Reviewers field

Lists the users who have yet to review the revision for the
current step.

Current Step’s Additional

Lists additional conditions beyond required approvals that

Exit Condition field must be met for the workflow step to be completed.
Workflow Content Action | Lists the actions that have been performed on the revision
History field during the current workflow process.

Workflow Name column

The name of the workflow or sub-workflow.

Step column

The name of the workflow step.

Action column

The action that was performed on the revision.

Action Date column

The date and time that the action was performed.

Users column

The users that performed the action.
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Workflow Review Page

Workflow Review

Instructions:

You may reviesy this weorkflonwe tem
in the window to the right, then use
the action links below to approve or
reject the tem.

Tasks:
[ Approve] [ Reject]

Renditions:

= Meh Vievwahle
+ Pative File

Links:

* Cortent Information

» Wiorkflose Info

+ et Mative File

= by Wiorkflow Azsignmerts

The Workflow Review page offers several options for viewing and taking action on
content in a workflow to which you have a responsibility. To access this page, click
Review Workflow Item on the workflow review notification (page 9-5) or by selecting
Workflow Review from the contextual menus under the Actions column on the Workflow
Content Items page (page 9-5) or the Workflow in Queue page (page 9-14).

Feature Description

Instructions field Displays instructions on how to proceed with the
workflow.

Tasks links Links to specific tasks you can perform in the workflow.

Approve—Approves the revision.

Reject—Rejects the revision and displays the Reject
Content Item page (page 9-7).

Check Out—Checks out a file and displays the check-in
confirmation page (page 7-20). This link is displayed only
if the current step is a reviewer/contributor step.

Content Server User Guide



Working with Workflows

Feature

Description

Renditions

Links to specific tasks you can perform in the workflow.

Web Viewable—Opens a version of the item in a format
viewable in your browser, provided your system
administrator has configured the content server to convert
the item.

Native File—Opens the item in your browser using the
native application.

Links

Links to information relating to the item or workflow.
Content Info—Displays the content information page
(page 6-7) for the revision.

Workflow Info—Displays the Workflow Info for Item
page (page 9-16) for the revision.

Get Native File—Prompts for you to open the item in its
native application, or save a copy of the item in its native
format.

My Workflow Assignments—Displays the Workflow in
Queue page (page 9-14).

Viewing a List of Active Workflows

Use the following procedure to view a list of all active workflows in the system:

1. Open the Content Management tray.

2. Click Active Workflows.

The Active Workflows page (page 9-13) is displayed.

Viewing a List of Your Workflows

Use the following procedure to view a list of workflows for which action is required from

you:

1. Open the My Content Server tray.

2. Click My Workflow Assignments.

The Workflow in Queue page (page 9-14) is displayed.
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3. To remove content items from the list, select Remove from Queue from the
contextual menu "i:l under the Actions column. (The content item is not deleted from
the workflow.)

Viewing Workflow History and Information
About a Workflow Step

Use the following procedure to view workflow history and information about a workflow

step:

1. Display either the Workflow Content Items page (page 9-5) or the Workflow in Queue
page (page 9-14).

2. Select Workflow Info from the contextual menu "i:l under the Actions column.

The Workflow Info for Item page (page 9-16) is displayed.

Viewing Content Information

Use the following procedure to view content information for a revision in a workflow:
1. Open the My Content Server tray.
2. Click My Workflow Assignments.
The Workflow in Queue page (page 9-14) is displayed.
3. Select Content Info from the contextual menu ";:l under the Actions column.

The content information page (page 6-7) is displayed.
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GLOSSARY

access

The level of permission a member has to a content item. See also permission (page G-15).

account

A Oracle security element that enables greater flexibility and granularity in a security
structure than security groups provide. Content can be assigned to a particular account
upon check-in, and users can access the content only if they have the appropriate
permission to that account. See also security group (page G-21), documents without
accounts (page G-7), #none (page G-14), and #all (page G-3).

account hierarchy

Structure whereby accounts are ordered in levels (for example, Company/Region/Store).
Permission to a particular level in the account hierarchy also permits access to all of its
sub-level accounts.

account prefix

Permission to an account prefix grants access to all accounts with that prefix. For example,
permission to the “ACME” account provides access to all content checked in with any
account that begins with ACME, such as “ACME/Midwest” or

“ACME/Midwest/Store 17,

active report

A list that contains the results of a database query that is dynamically generated each time
the report page is accessed. This type of report always reflects current content server
information. Active reports are accessed through the hierarchical link structure (the
“Library”). See also historical report (page G-10).
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administration applets
See administration application (page G-2).

administration application

One of the following Java applications that are used for administration purposes: User
Admin (page G-23), Workflow Admin (page G-25), Web Layout Editor (page G-24),
Repository Manager (page G-18), Configuration Manager (system administrator only),
Archiver (system administrator only).

These applications can be run as a Java applet from a Java-enabled browser, or in stand-
alone mode from the content server computer.

administration rights

Permission to use an administration application (page G-2). A user must also have admin
permission (page G-2) to at least one security group to be able to use the administration
applications for which they have rights.

administrator

Person in an organization that manages all or part of a content server system. See also
consumer (page G-5), contributor (page G-6), subadministrator (page G-21), and system
administrator (page G-22).

admin permission

The permission level that allows users to perform the following tasks within a particular
security group:

— viewing content

— checking in content

— checking out content

— getting a copy of content

— deleting content

— checking in content with another user specified as the author;

— using the User Admin, Workflow Admin, Web Layout Editor, and Repository Manager
administration applications (the user must also have administration rights for the
application).

See also read permission (page G-17), write permission (page G-25), and delete
permission (page G-7).
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admin role

A standard role (page G-19) that gives the user read, write, delete, and admin permission
to all security groups and rights to all administration tools. This role does not allow a user
to access the Admin Server. See also guest role (page G-10), contributor role (page G-6),
and sysmanager role (page G-22).

Advanced Search
A function that enables users to search by full-text and/or all metadata fields, specify

search operators, and specify how search results are to be displayed. See also Quick
Search (page G-17).

alias
A name that represents one or more users in workflows and subscriptions. For example,
the “Sales” alias could include all users in a sales department.

#all

A special account (page G-1) classification that can be used to assign a user a single
permission level for all accounts.

alternate file

A web-viewable version of the primary file, or a version that can be converted to a web-
viewable format upon check-in. The alternate file must be specified and checked in at the
same time as the primary file. See also primary file (page G-16).

approve
To accept a revision in a workflow. See also reject (page G-17).

ascending sort order
Arrangement of data in a low to high sequence; for example, from A to Z or from 0 to 9.
See also descending sort order (page G-7).

authentication

The process by which the content server system validates a user’s logon information.

The user name and password are compared against an authorized list. If the system detects
a match, access is granted to the extent specified in the permissions list for that user.
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authorization type

The way that Oracle groups users, depending on how their user attributes are defined:
local user (page G-12), global user (page G-9), or external user (page G-8). Also referred
to as user type.

automatic numbering

Assigning content IDs automatically in sequential order as new content items are checked
in. This is an optional content server feature that can be enabled or disabled in the System
Properties utility or the Admin Server.

autonumber prefix
An optional prefix that is placed before the sequential portion of the content ID when
automatic numbering (page G-4) is enabled.

basic subscription

A subscription to an individual piece of content by content ID. See also criteria
subscription (page G-6), forced subscription (page G-9), and open subscription
(page G-14).

basic workflow
A type of workflow where specific content items are entered into a workflow by an
administrator. See also criteria workflow (page G-6).

caption
See field caption (page G-8).

check in
To submit a file to the content server file repository.

check out

To lock a content item in the content server file repository so that no other users can revise
it. Other users can still view and get a copy of a checked out content item. See also undo
check-out (page G-23).

check out and open

A feature that enables users to check out and open content items directly in a WebDAV-
compliant native application from Content Server. This feature requires WebDAV to be
enabled.
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child
A page or folder that is one level lower in a hierarchical structure (such as a page in the
Web Layout Editor or a folder in the Folders component). See also parent (page G-15).

choice list
See option list (page G-14).

Classic View
A predefined search result template showing a thumbnail, title, and other content
information for each returned content item on multiple lines of a search result list.

consumer
A content server user who only needs to find, view, and/or print content. See also
contributor (page G-6), subadministrator (page G-21), and administrator (page G-2).

consumption site
A website that content consumers use to view content. Content contributors use a different
website (a contribution site) to check in content.

content
A collective term for the content items in the Content Server repository.

content ID
A standard, required metadata field that provides a unique identifier for each content item.

content information
See metadata (page G-12).

content item

A file that has been checked in to the Content Server repository. A content item includes
a primary file (page G-16) and metadata (page G-12), and can include an alternate file
(page G-3).

content profile

A set of criteria based on rules established by the system administrator to define which
metadata fields are available on search and check in forms and how they behave, and
which metadata information is displayed on the content information page.
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content repository
The place where content files are stored. Content Server uses two file repositories: one for
the native files and one for the web-viewable files.

content type
A designation used to group similar content by category (for example, “Invoices”).

contribution site
A website that content contributors use to check in content. Content consumers access a
different website (a consumption site) to view the content.

contributor

(1) A content server user who creates, revises, and collaborates on documents. See also
consumer (page G-5), subadministrator (page G-21), administrator (page G-2).
(2) A user who submits a content item to a basic workflow.

contributor role

A standard role (page G-19) that gives the user read and write permission (RW) to the
Public security group. See also guest role (page G-10), admin role (page G-3), and
sysmanager role (page G-22).

conversion

The process of changing an electronic file to a different file format (for example, changing
a Microsoft Word document into PDF or HTML format).

core

The basic functionality of Content Server.

criteria subscription
A subscription to a group of content items based on metadata criteria. See also basic
subscription (page G-4), forced subscription (page G-9), and open subscription.

criteria workflow
A type of workflow where a content item automatically enters the workflow if the security

group and one metadata field match predefined criteria. See also basic workflow
(page G-4) and sub-workflow (page G-22).

current revision
See latest revision (page G-11).
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custom metadata field
An administrator-defined metadata field (page G-12).

Deleted status
The revision status (page G-19) that indicates that the revision has been deleted and is
waiting to be completely removed from the content server during the next indexing cycle.

delete permission

The permission level that allows users to perform the following tasks within a particular
security group:

viewing content

checking in content

checking out content

— getting a copy of content

— deleting content.

See also read permission (page G-17), write permission (page G-25), and admin
permission (page G-2).

dependent choice list

An option list in which the options depend on what is selected in a different option list.
For example, if there is an option list for the Continent field and another option list for the
Country field, the available choices in the Country option list depend on which Continent
is selected.

descending sort order
Arrangement of data in high to low sequence; for example, from Z to A or from 9 to 0.
See also ascending sort order (page G-3).

documents without accounts
A special account (page G-1) classification that assigns a permission level for content
items that do not have an account specified. Same as #none (page G-14).

document type
A designation used to group similar documents by category (for example, “Invoices”).

Done status
The revision status (page G-19) that indicates that the revision has been indexed and is
waiting to be released on its specified release date.
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download
To copy a file from the content server to your local hard disk.

download applet

An optional Java applet that enables users to download multiple content items at the same
time. The content items can also be checked out during the download process. See also
multiple file check-out (page G-13).

Edit status
The revision status (page G-19) that indicates that the revision is at the initial contribution
step of a workflow.

Expanded Form
The form on the advanced search page that displays all available metadata fields on a
single page. See also Query Builder Form (page G-16) and Advanced Search (page G-3).

expiration date
The date and time when a revision is no longer available for searching or viewing in the
content server.

Expired status
The revision status (page G-19) that indicates that the revision is no longer available for
searching or viewing in the content server.

external collection
A set of content files that are indexed and stored in a separate Verity collection rather than
in the content server database.

external user

An authorization type (page G-4) where user security attributes (password, roles, and
accounts) are stored in an external storage system. External users might use a Microsoft
network login or another type of provider (LDAP) login. See also local user (page G-12)
and global user (page G-9).

field caption

The name of a metadata field as it appears on web pages. For example, “Content ID” is the
field caption, while the internal field name (page G-11) is “dDocName”.
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file format
The structure of a file. The file format is determined by the application used to create the
file, and can typically be determined by the file extension (such as .pdf or .doc).

forced subscription

A subscription where users and/or aliases are assigned to the subscription by an
administrator. If individual users are assigned, each user can unsubscribe if they wish.
If an alias is assigned, the users in that alias cannot unsubscribe. See also open
subscription (page G-14), basic subscription (page G-4), and criteria subscription
(page G-6).

full-text indexing
The process of creating a searchable index that includes every word in a file.

full-text search
A search that compares the query expression against every word in a file. See also
metadata search (page G-12).

full-text search operator

A word or symbol that refines the query expression for a full-text search (for example,
AND, OR, and double quotation marks ").

GenWWW status
The revision status (page G-19) that indicates that the revision is being converted to
web-viewable format or is being indexed, or has failed conversion or indexing.

global user

An authorization type (page G-4) where user security attributes (password, roles, and
accounts) are stored on master content server, but the user has access to proxied content
servers as well. Global users are considered “lightly managed” users, as this authorization
type limits some of the user functions in order to enhance scalability and performance. It
should be noted that all self-registered users are global users by default. See also local user
(page G-12) and external user (page G-8).

guest portal page

The web page that users see after they start Content Server but before they log in. See also
login portal page (page G-12).
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guest role

A standard role (page G-19) that gives the user read permission (R) to the Public security
group. A login is not required to access content items in the security groups for which the
guest role has permission. This role is assigned to anonymous users by default. See also
contributor role (page G-6), admin role (page G-3), and sysmanager role (page G-22).

Headline View

A predefined search result template showing content information for each returned content
item on a single line of a search result list.

historical report

A list that contains the results of a database query that was performed at a specific date and
time. This type of report provides a “snapshot” of content server information as it existed
at a particular moment. Historical reports are built with the Web Layout Editor and
accessed through the Library. See also active report (page G-1).

Home page
See guest portal page (page G-9) and login portal page (page G-12).

Idoc Script

Oracle’s proprietary server-side script language that is used to modify the functionality
and look-and-feel of Content Server and related products. Idoc Script tags are in the
format <$script$>.

Inbound Refinery
Content Server software that converts native files to web-viewable files, along with
specific conversion add-on products (such as PDF Converter or XML Converter).

index
The name of the web page at the highest level of the Library hierarchy in the Web Layout
Editor. All other pages are at a lower level than (are children of) the index page.

Indexer

Software included with Content Server that full-text indexes files and stores the indexed
words in a database. When you do a full-text search for content, the Content Server looks
for the search terms in this index. See also search index (page G-20).

information field
See metadata field (page G-12).
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instance
A single copy of Content Server. Multiple content server instances may be running on the
same computer.

internal field name
The name of a metadata field as it appears on web pages. For example, “Content ID” is a
field caption (page G-8), while the internal name of the field is “dDocName”.

internet-style search syntax
Search techniques common to the most popular internet search engines.

latest notification
The most recent date and time that a user was sent a subscription notification e-mail for
a particular content item.

latest notification use

The most recent date and time that a user accessed a particular content item from a
subscription notification e-mail.

latest revision
The most recent version of a content item.

Library

A hierarchical structure of links that organizes content items based on metadata criteria.
Users can “drill down” through the levels of the Library to find content items they are
looking for. The Library hierarchy is built using the Web Layout Editor application, and is
accessed by users through the Library link in the portal.

locale

A setting that specifies the language of the content server interface and defines how the
content server handles language-specific issues, such as date formatting and full-text
indexing. See also system locale (page G-22) and user locale (page G-24).

local page

A type of link in the hierarchical link structure (the “Library”) that links to another web
page that contains more local page links, URL links, and/or query links.
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local user

An authorization type (page G-4) where user security attributes (password, roles, and
accounts) are stored on master content server, and the user is included in all local content
server functions. See also global user (page G-9) and external user (page G-8).

login

To gain access, or sign in, to the Oracle system. Logging in requires users to identify
themselves by entering their user name and password, which Content Server uses to grant
security permissions to content and rights to administrative functions.

login
See user name (page G-24).

login portal page
The web page that users see after they log in. See also guest portal page (page G-9).

major revision
The primary revision label (for example, the number portion of the revision sequence
la, 1b, 2a, 2b). See also minor revision (page G-12).

metadata
Information about a content item, such as title, author, security group, etc. Metadata is
used to describe, find, and group content items. Also referred to as content information.

metadata field
A field on a web page that is used to define metadata during check-in, or to define search
criteria. Also referred to as content information field.

metadata propagation
A Folders component feature that enables contributors to copy default metadata values
from parent folders to subfolders and content items.

metadata search
A search that compares the query expression against metadata field values. See also
full-text search (page G-9).

minor revision

The secondary revision label (for example, the letter portion of the revision sequence
la, 1b, 2a, 2b). See also major revision (page G-12).
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multiple file check-in
An optional feature of Content Server that enables users to check in multiple content items
as a single compressed zip file. See also upload applet (page G-23).

multiple file check-out
An optional feature of Content Server that enables users to check out and download
multiple content items at the same time. See also download applet (page G-8).

My Checked-out Content
Name of main menu element which provides links to a list of content that is currently
checked out.

My Content Server
Name of main menu element which provides links to a number of user-specific tasks and
options.

My Profile
Link in the toolbar (page G-23) and the My Content Server (page G-13) tray . See User
Profile (page G-24).

My Saved Queries
Name of main menu element which opens a list of queries that have been saved by the
current user.

My Search Result Templates

Name of main menu element which provides links to the Search Result Templates for
‘User’ Page (page 4-21), where you can specify what content item information is listed on
a search results page and how that information is displayed.

My Subscriptions
Name of main menu element which opens a list of content items that the current user is
subscribed to.

My URLs

Name of main menu element which opens a list of URLs that have been saved by the
current user.
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My View
Name of search result template which allows you to specify the displayed metadata and
how it is organized.

My Workflow Assignments
Name of main menu element which opens a list of content items in a workflow that the
current user is assigned to do something with (for example, review).

native application
A software application that was used to create an original file that was checked in to the
content server (for example, Microsoft Word or Adobe Photoshop).

native file

The original file that is checked into the content server file repository. See also primary
file (page G-16).

native file format
The file format (page G-9) that an original file was created in.

#none
A special account (page G-1) classification that assigns a permission level for content

items that do not have an account specified. Same as documents without accounts
(page G-7).

notification
The act of informing users through e-mail. In Content Server, e-mail notification is used in
subscriptions and workflows.

open subscription

A type of subscription where users manually subscribe to content items through a basic or
criteria subscription. See also forced subscription (page G-9), basic subscription

(page G-4), and criteria subscription (page G-6).

option list
A drop-down list on a Oracle web page from which users can choose an item.

original file name

The name of the native file that was checked in as the primary file.
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page properties
The page title, page description, security group, and links for a specific web page defined
in the Web Layout Editor.

parent
A page or folder that is one level higher in a hierarchical structure (such as a page in the
Web Layout Editor or a folder in the Folders component). See also child (page G-5).

pass through

The process of storing a native file in the weblayout repository without converting it to a
web-viewable format. Inbound Refinery may pass through a file if it cannot be converted
(for example, because the native application is not supported), if a pass-through file format
is specified during check-in, or if there is no need to convert the file (for example, if the
original file is already in PDF format).

Pending status
The revision status (page G-19) that indicates that the revision is in a basic workflow and
is waiting for approval of all revisions in the workflow.

permission

The access that a user has to a particular security group or account. See also read
permission (page G-17), write permission (page G-25), delete permission (page G-7), and
admin permission (page G-2).

persistent URL

The URL (web address) that always points to the most recent version of a content item.
When a new revision is checked in, the file name of the previous revision is changed to
reflect the revision number (for example, 002050~1.pdf, 002050~2.pdf, etc.), and the new
revision takes on the content ID as the file name (for example, 002050.pdf). The directory
location of the file remains the same as long as the security group, Type, and account are
not changed.

personal URL
A link from the portal navigation bar (page G-16) to a URL (web address) that a user
accesses frequently.

Portal Design

A Content Server feature that enables users to personalize their portal navigation bar
(page G-16).
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portal navigation bar
The customizable navigation area on the left side of most Content Server web pages. See
also portal page (page G-16)

portal page
See guest portal page (page G-9) and login portal page (page G-12).

primary file
The original file that is checked in to the Content Server repository. See also native file
(page G-14) and alternate file (page G-3).

privilege
See permission (page G-15).

propagation
See metadata propagation (page G-12).

Public
A predefined security group (page G-21). By default, no login is required to view Public
content.

query
See search (page G-20).

Query Builder Form
A form that allows queries to be built by using drop-down lists to select the metadata
fields to be searched.

query expression
A statement that specifies the criteria to be matched during a search. See also search
criteria (page G-20).

query link
A link on a Library (page G-11) page that displays a list of content items that meet the

specified search criteria.

query result page
See search results page (page G-20).
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Quick Help
A button on Oracle web pages that provides context-sensitive help.

Quick Search
A function that enables users perform a search from the portal navigation bar (page G-16).
See also Advanced Search (page G-3) and Targeted Quick Search (page G-22).

read permission

The permission level that allows users to perform the following tasks within a particular
security group:

— viewing content

— getting a copy of content.

See also write permission (page G-25), delete permission (page G-7), and admin
permission (page G-2).

refinery
See Inbound Refinery (page G-10).

reject
To disapprove a revision in a workflow. See also approve (page G-3).

release date
The date and time when a revision is available for searching and viewing in the content
server.

Released status
The revision status (page G-19) that indicates that the revision is available in the content
server.

rendition
A particular file associated with a content item, such as the primary file (page G-16),
alternate file (page G-3), or web-viewable file (page G-24).

report

A list that contains the results of a content server database query. There are two types of
reports, active report (page G-1) and historical report (page G-10), which are built with the
Web Layout Editor and accessed through the Library (page G-11).
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repository
See content repository (page G-6).

Repository Manager

An administration application (page G-2) that is used to:

— manage content items (view status, delete revisions, etc.)

— create criteria subscriptions and assign users to subscriptions
— update and rebuild the search index.

required field
A metadata field (page G-12) that must have a value for a content item to be checked in.

reviewer
A user who can approve or reject a workflow revision but cannot check it out for editing.
See also reviewer/contributor (page G-18).

reviewer/contributor
A user who can approve, reject, and check out a workflow revision for editing. See also
reviewer (page G-18).

reviewer/contributor step
A type of workflow step where users can approve or reject a revision and check it out for
editing. See also reviewer step (page G-18).

reviewer step
A type of workflow step where users can approve or reject a revision but cannot check it
out for editing. See also reviewer/contributor step (page G-18).

Review status
The revision status (page G-19) that indicates that the revision is in a workflow and is
being reviewed.

revision

A new or revised version of a content item. By default, revisions are numbered
sequentially starting with Revision 1, and every time the content item is checked out and
checked in again, the revision number is incremented by one.
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revision history
A record of all revisions for a particular content item. The files and metadata can be
accessed for all previous revisions that have not been deleted.

revision status

The status of a revision in the content server. The revision status can be Done, Edit,
GenWWW, Released, Pending, Expired, Deleted, or Review.

rights

The access that a user has to any of the following administration applications:
User Admin (page G-23)

Repository Manager (page G-18)

Workflow Admin (page G-25)

— Web Layout Editor (page G-24).

See also subadministrator (page G-21).

role

A set of permissions for each security group. Each user is assigned one or more roles that

define their access to content. There are four predefined roles:

guest role (page G-10)

contributor role (page G-6)

sysmanager role (page G-22)

— admin role (page G-3).

See also permission (page G-15) and security group (page G-21).

R permission
See read permission (page G-17).

RW permission
See write permission (page G-25).

RWD permission
See delete permission (page G-7).

RWDA permission
See admin permission (page G-2).
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saved query
A link from the portal navigation bar (page G-16) to a particular search that a user
performs frequently.

score
A search results sorting option that rates each file with a number to determine how closely
it matches the full-text search criteria. The higher the score, the closer the match.

search
To retrieve a list of content items that match specified criteria.

search criteria
The metadata values and/or full-text words and phrases to be matched during a search.
See also query expression (page G-16).

search engine

Software that performs metadata and full-text searches. See also search index
(page G-20).

search index
A set of files that contain metadata information and the full-text indexes. The search index
is created by the Indexer (page G-10) and is read by the search engine (page G-20).

search operator

A word or symbol that can be used in a query expression to refine the search criteria
(for example, AND, OR, NOT, Substring, Matches, etc.).

search result templates
A way of determining what content item information is listed on a search results page and
how that information is displayed.

search results
A list of content items that match specified search criteria.

search results page
Standard Content Server page that displays the results of a query. Also referred to as query
result page.
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Secure
A predefined security group (page G-21). By default, only the system administrator has
access to this security group.

security group

A set of content items to which users are granted permission based on their roles. Each
content item is assigned to a security group during check-in. There are two predefined
security groups: Public (page G-16) and Secure (page G-21).

security model
The specific configuration of security groups, roles, and accounts that is defined for an
organization.

self-registration
A function that enables users to create their own logins (user name and password).

sort order

The order in which content items are displayed on a search results page. By default, search
results can be sorted by release date (page G-17), title (page G-23), or score (page G-20),
and each of these options can be displayed in ascending sort order (page G-3) or
descending sort order (page G-7).

status
See revision status (page G-19).

step

A sequential stage in a workflow that defines which users can review, approve, and reject
a revision. There are two types of steps: reviewer step (page G-18) and
reviewer/contributor step (page G-18).

subadministrator

A user who has rights to at least one administration application (page G-2). See also
consumer (page G-5), contributor (page G-6), administrator (page G-2), and system
administrator (page G-22).

subscribe
To indicate that you wish to be notified by e-mail when a new revision of a particular
content item is checked in to the Content Server repository.
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subscriber
A user who is subscribed to a content item.

subscription

A function that notifies subscribed users by e-mail when a particular content item has been
revised. See also criteria subscription (page G-6), basic subscription (page G-4), forced
subscription (page G-9), and open subscription (page G-14).

sub-workflow
A type of workflow that does not have an initial contribution step. A file can enter a sub-
workflow only through a jump from a criteria workflow (page G-6).

sysmanager role

A standard role (page G-19) that gives the user read permission (R) to the Public and
Secure security groups, and access to the Admin Server. See also guest role (page G-10),
contributor role (page G-6), and admin role (page G-3).

system administrator
A user who has full administrative permission (page G-15) and administration rights
(page G-2) to manage the Oracle system.

system locale
A setting that specifies the language of the content server interface and defines how the

content server handles language-specific issues on a system-wide basis. See also user
locale (page G-24).

Targeted Quick Search
A search executed using the Quick Search field that searches metadata fields or
combinations of fields defined by the user or system administrator. See also Quick Search

(page G-17).

thumbnail
A miniature representation of a page or image. In Content Server, thumbnails are created
by the Inbound Refinery and displayed on search result pages.

Thumbnail View

A predefined search result template showing a thumbnail image of each returned content
item in a search result list.
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title

A descriptive name for a content item.

token

A piece of Idoc Script that defines variable users in a workflow.

toolbar
The set of navigation links at the top of most Oracle web pages.

undo check-out

To cancel a content item check-out without creating a new revision.

unsubscribe

To cancel a subscription (page G-22) to a content item.

update
To modify the metadata for a revision without checking out the content item or adding
a revision.

upload applet
An optional Java applet that enables users to check in multiple content items as a single
compressed zip file. See also multiple file check-in (page G-13).

user
A person who has been assigned a user name and password for Content Server.

User Admin
An administration application (page G-2) that is used to manage content server users and
security access.

user ID
See user name (page G-24).

user information
Information about a user, such as the user name, full name, e-mail address, etc.

user information field
A field that is used to define user information on the User Profile page.
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user locale
A setting that specifies the language of the content server interface and defines how the

content server handles language-specific issues for an individual user. See also system
locale (page G-22).

user login

A user name and password used to gain access to Content Server.

user name
The name of a user, as recognized by Content Server (for example, “mjohnson”).

User Profile

Personal information about a user, such as the user name, full name, e-mail address, etc.
User information can be changed by an administrator through the User Admin
administration application, or by the user on their User Profile page.

user type
See authorization type (page G-4).

WebDAYV (Web-Based Distributed Authoring and Versioning)

A protocol that provides a way to remotely author and manage content using clients that
support WebDAV. For example, you can use Microsoft Windows Explorer to check in,
check out, and modify content in the Oracle repository rather than using Oracle’s web
browser interface.

Web Layout Editor

An administration application (page G-2) that is used to create the Library hierarchy,
define reports, modify search result pages, and update the portal page.

web-viewable file
A file in a format that can be viewed using a web browser, such as PDF or HTML.



workflow

The process that routes a file for review and approval before it is released to the content
server. Users are notified by e-mail when they have a file to review. There are three types
of workflows: basic workflow (page G-4), criteria workflow (page G-6), and
sub-workflow (page G-22).

Workflow Admin
An administration application (page G-2) that is used to set up and manage workflows.

work in progress
A revision that is in GenWWW status (page G-9) or Done status (page G-7).

write permission

The permission level that allows users to perform the following tasks within a particular
security group:

— viewing content

— checking in content

— checking out content

— getting a copy of content.

See also read permission (page G-17), delete permission (page G-7), and admin
permission (page G-2).
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THIRD PARTY LICENSES

OVERVIEW

This appendix includes a description of the Third Party Licensesfor all the third party
products included with this product.

«» Apache Software License (page B-1)

« W3C® Software Notice and License (page B-2)
«» Zlib License (page B-3)

+«+ General BSD License (page B-4)

+» Genera MIT License (page B-5)

+«+ Unicode License (page B-5)

¢ Miscellaneous Attributions (page B-7)

APACHE SOFTWARE LICENSE

* Copyright 1999-2004 The Apache Software Foundation.

* Licensed under the Apache License, Version 2.0 (the "License");
* you may not use this file except in conpliance with the License.
* You may obtain a copy of the License at

* http: //wwv. apache. org/ I i censes/ LI CENSE- 2. 0
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Third Party Licenses

*

*

Unl ess required by applicable law or agreed to in witing, software
distributed under the License is distributed on an "AS |S" BASIS,

* W THOUT WARRANTI ES OR CONDI TIONS OF ANY KIND, either express or inplied.
* See the License for the specific |anguage governing pernissions and

* [imtations under the License.

W3C® SOFTWARE NOTICE AND LICENSE

A-2

*

*

*

*

Copyright © 1994-2000 Wrld Wde Wb Consortium
(Massachusetts Institute of Technol ogy, Institut National de
Recherche en Informatique et en Automatique, Keio University).

Al Rights Reserved. http://wwmv. w3.org/ Consortiunl Legal/

This WBC work (including software, docunments, or other related items) is
bei ng provided by the copyright holders under the follow ng |icense. By
obtai ning, using and/or copying this work, you (the Iicensee) agree that
you have read, understood, and will conply with the followi ng terms and

condi tions:

Permission to use, copy, nodify, and distribute this software and its
docunentation, with or without modification, for any purpose and without
fee or royalty is hereby granted, provided that you include the follow ng
on ALL copies of the software and docunentation or portions thereof,

i ncluding nodifications, that you make:

1. The full text of this NOTICE in a |location viewable to users of the

redistributed or derivative work.

2. Any pre-existing intellectual property disclainers, notices, or terns
and conditions. If none exist, a short notice of the following form
(hypertext is preferred, text is pernmtted) should be used within the
body of any redistributed or derivative code: "Copyright ©
[ $dat e- of -sof tware] World Wde Web Consortium (Massachusetts
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* Institute of Technology, Institut National de Recherche en
* Informatique et en Automatique, Keio University). Al Rights
* Reserved. http://wwv. w3. org/ ConsortiuniLegal /"

* 3. Notice of any changes or nodifications to the WBC files, including the
* date changes were made. (V& recommend you provide URIs to the |ocation

* from which the code is derived.)

* TH S SOFTWARE AND DOCUMENTATION |S PROVIDED "AS |S," AND COPYRI GHT HOLDERS
* MAKE NO REPRESENTATI ONS OR WARRANTI ES, EXPRESS OR | MPLI ED, | NCLUDI NG BUT

* NOT LIMTED TO, WARRANTI ES OF MERCHANTABILITY OR FI TNESS FOR ANY PARTI CULAR
* PURPOSE OR THAT THE USE OF THE SCFTWARE OR DOCUMENTATI ON WLL NOT | NFRI NGE
* ANY TH RD PARTY PATENTS, COPYRI GHTS, TRADEMARKS OR OTHER RI GHTS.

* COPYRI GHT HOLDERS WLL NOT BE LI ABLE FOR ANY DI RECT, | NDI RECT, SPECIAL OR
* CONSEQUENTI AL DAMAGES ARI SING QUT OF ANY USE OF THE SOFTWARE OR
* DOCUMENTATI ON.

* The name and trademarks of copyright holders may NOT be used in advertising
* or publicity pertaining to the software without specific, witten prior
* permission. Title to copyright in this software and any associated

* docunentation will at all times remain with copyright hol ders.

ZLI1B LICENSE

* zlib.h -- interface of the 'zlib' general purpose compression library

version 1.2.3, July 18th, 2005

Copyright (C) 1995-2005 Jean-loup Gailly and Mark Adler

This software is provided 'as-is, without any express or implied

warranty. In no event will the authors be held liable for any damages
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arising from the use of this software.

Permission is granted to anyone to use this software for any purpose,
including commercia applications, and to alter it and redistribute it

freely, subject to the following restrictions:

1. Theorigin of this software must not be misrepresented; you must not
claim that you wrote the original software. If you use this software
in a product, an acknowledgment in the product documentation would be
appreciated but is not required.

2. Altered source versions must be plainly marked as such, and must not be
misrepresented as being the original software.

3. This notice may not be removed or atered from any source distribution.

Jean-loup Gailly jloup@gzip.org
Mark Adler madler@al umni.caltech.edu

GENERAL BSD LICENSE

A4

Copyright (c) 1998, Regents of the University of California
All rights reserved.

Redi stribution and use in source and binary forms, with or without nodification,
are permtted provided that the follow ng conditions are net:

"Redi stributions of source code must retain the above copyright notice, this
list of conditions and the follow ng disclaimer.

"Redistributions in binary formnust reproduce the above copyright notice, this
list of conditions and the follow ng disclaimer in the docunentation and/or other
materials provided with the distribution.

"Nei ther the name of the <ORGANI ZATI ON> nor the nanes of its contributors may be
used to endorse or promote products derived fromthis software without specific
prior witten pernission.
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TH'S SCFTWARE 1S PROVI DED BY THE COPYRI GHT HOLDERS AND CONTRI BUTORS "AS | S" AND ANY
EXPRESS CR | MPLI ED WARRANTI ES, | NCLUDING BUT NOT LIMTED TO, THE I MPLI ED

WARRANTI ES OF MERCHANTABI LI TY AND FI TNESS FOR A PARTI CULAR PURPCSE ARE DI SCLAI MED.
N NO EVENT SHALL THE COPYRI GHT OANER OR CONTRI BUTORS BE LI ABLE FOR ANY DI RECT,

| NDI RECT, | NCI DENTAL, SPECI AL, EXEMPLARY, OR CONSEQUENTI AL DAMAGES (I NCLUDI NG BUT
NOT LIM TED TO, PROCUREMENT OF SUBSTI TUTE GOCDS OR SERVI CES; LOSS OF USE, DATA, OR
PROFITS; OR BUSI NESS | NTERRUPTI ON) HOWEVER CAUSED AND CN ANY THECRY OF LI ABILITY,
VWHETHER | N CONTRACT, STRICT LI ABILITY, OR TORT (I NCLUDI NG NEGLI GENCE OR OTHERW SE)
ARI'SING IN ANY WAY QUT OF THE USE OF THI S SOFTWARE, EVEN | F ADVI SED OF THE

POSSI BI LI TY OF SUCH DAMAGE.

GENERAL MIT LICENSE

Copyright (c) 1998, Regents of the Massachusetts Institute of Technol ogy

Perm ssion is hereby granted, free of charge, to any person obtaining a copy of this
software and associ ated docunentation files (the "Software"), to deal in the
Software without restriction, including without limtation the rights to use, copy,
modi fy, merge, publish, distribute, sublicense, and/or sell copies of the Software,
and to permt persons to whomthe Software is furnished to do so, subject to the
fol | owi ng conditions:

The above copyright notice and this permission notice shall be included in all
copies or substantial portions of the Software.

THE SOFTWARE 1S PROVIDED "AS IS", W THOUT WARRANTY OF ANY KIND, EXPRESS CR | MPLI ED,
[ NCLUDI NG BUT NOT LIM TED TO THE WARRANTI ES OF MERCHANTABI LI TY, FITNESS FCR A
PARTI CULAR PURPOSE AND NONI NFRI NGEMENT. | N NO EVENT SHALL THE AUTHORS CR COPYRI GHT
HOLDERS BE LI ABLE FOR ANY CLAIM DAMAGES OR OTHER LI ABI LI TY, WHETHER I N AN ACTI ON OF
CONTRACT, TORT OR OTHERW SE, ARI SING FROM QUT OF CR | N CONNECTI ON W TH THE SOFTWARE
OR THE USE OR OTHER DEALINGS IN THE SOFTWARE.

UNICODE LICENSE

UNI CCDE, | NC. LI CENSE AGREEMENT - DATA FILES AND SOFTWARE

Uni code Data Files include all data files under the directories

http://www. uni code. org/ Public/, http://waw uni code.org/reports/, and
http://www. uni code. org/cldr/data/ . Unicode Software includes any source code
published in the Unicode Standard or under the directories

http://www. uni code. org/ Public/, http://www. uni code.org/reports/, and
http://www. uni code. org/cl dr/data/.
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NOTI CE TO USER Carefully read the following | egal agreement. BY DOANLOADI NG

| NSTALLI NG COPYI NG OR OTHERW SE USI NG UNI CODE I NC.' S DATA FILES ("DATA FILES"),
AND/ OR SOFTWARE (" SOFTWARE'), YOU UNEQUI VOCALLY ACCEPT, AND AGREE TO BE BOUND BY,
ALL OF THE TERMS AND CONDI TIONS OF THI'S AGREEMENT. |F YOU DO NOT AGREE, DO NOT
DOMLOAD, | NSTALL, COPY, DI STRIBUTE OR USE THE DATA FILES OR SOFTWARE.

COPYRI GHT AND PERM SSI ON NOTI CE

Copyright © 1991-2006 Unicode, Inc. All rights reserved. Distributed under the
Terns of Use in http://wwm. unicode. org/copyright.htn.

Perm ssion i s hereby granted, free of charge, to any person obtaining a copy of the
Uni code data files and any associated docunentation (the "Data Files") or Unicode
software and any associated documentation (the "Software") to deal in the Data
Files or Software without restriction, including without limtation the rights to
use, copy, nodify, merge, publish, distribute, and/or sell copies of the Data Files
or Software, and to pernit persons to whomthe Data Files or Software are furnished
to do so, provided that (a) the above copyright notice(s) and this perm ssion notice
appear with all copies of the Data Files or Software, (b) both the above copyri ght
notice(s) and this permssion notice appear in associated docunentation, and (c)
there is clear notice in each nodified Data File or in the Software as well as in
the documentation associated with the Data File(s) or Software that the data or
software has been nodified.

THE DATA FI LES AND SOFTWARE ARE PROVIDED "AS IS", W THOUT WARRANTY OF ANY KIND,
EXPRESS OR | MPLI ED, | NCLUDI NG BUT NOT LI M TED TO THE WARRANTI ES OF MERCHANTABI LI TY,
FI TNESS FOR A PARTI CULAR PURPCSE AND NONI NFRI NGEMENT OF THI RD PARTY RI GHTS. I N NO
EVENT SHALL THE COPYRI GHT HOLDER OR HOLDERS | NCLUDED IN THI'S NOTI CE BE LI ABLE FOR
ANY CLAIM OR ANY SPECI AL | NDI RECT OR CONSEQUENTI AL DAMAGES, OR ANY DAMAGES
VWHATSOEVER RESULTI NG FROM LOSS OF USE, DATA CR PROFITS, WHETHER IN AN ACTI ON OF
CONTRACT, NEGLI GENCE OR OTHER TCRTI QUS ACTI ON, ARI SING QUT OF OR I N CONNECTI ON W TH
THE USE OR PERFORMANCE OF THE DATA FILES OR SCFTWARE.

Except as contained in this notice, the nane of a copyright hol der shall not be used
in advertising or otherwise to promote the sale, use or other dealings in these Data
Files or Software without prior witten authorization of the copyright hol der.

Uni code and t he Uni code | ogo are trademarks
of Unicode, Inc., and may be registered in sone jurisdictions. All other trademarks
and registered trademarks nentioned herein are the property of their respective
owner s
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MISCELLANEOUS ATTRIBUTIONS

Adobe, Acrobat, and the Acrobat Logo are registered trademarks of Adobe Systems Incorporated.
FAST Instream is atrademark of Fast Search and Transfer ASA.

HP-UX isaregistered trademark of Hewlett-Packard Company.

IBM, Informix, and DB2 are registered trademarks of IBM Corporation.

Jaws PDF Library is aregistered trademark of Global Graphics Software Ltd.

Kofax isaregistered trademark, and Ascent and Ascent Capture are trademarks of Kofax Image
Products.

Linux isaregistered trademark of Linus Torvalds.

Mac is aregistered trademark, and Safari is atrademark of Apple Computer, Inc.

Microsoft, Windows, and Internet Explorer are registered trademarks of Microsoft Corporation.
MrSID isproperty of LizardTech, Inc. Itis protected by U.S. Patent No. 5,710,835. Foreign Patents
Pending.

Oracle is aregistered trademark of Oracle Corporation.

Portions Copyright © 1994-1997 LEAD Technologies, Inc. All rights reserved.

Portions Copyright © 1990-1998 Handmade Software, Inc. All rights reserved.

Portions Copyright © 1988, 1997 Aladdin Enterprises. All rights reserved.

Portions Copyright © 1997 Soft Horizons. All rights reserved.

Portions Copyright © 1995-1999 LizardTech, Inc. All rights reserved.

Red Hat is aregistered trademark of Red Hat, Inc.

Sun isaregistered trademark, and Sun ONE, Solaris, iPlanet and Java are trademarks of Sun
Microsystems, Inc.

Sybase is aregistered trademark of Sybase, Inc.

UNIX isaregistered trademark of The Open Group.

Verity is aregistered trademark of Autonomy Corporation plc
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#

% (wildcard)
database, 5-6
DB2, 5-15
Oracle, 5-13

* (wildcard), 5-12, 5-13

_ (wildcard)
database, 5-7
DB2, 5-15
Oracle, 5-13

A

ABOUT (search operator)
Oracle, 5-14
accounts, 1-5
Acrobat. See 'Adobe Acrobat’ and 'PDF’.
actions icon
pop-up menu, 5-50
Actions menu
search results page, 5-45
subscriptions info page, 6-34
subscriptions page, 6-32, 6-32
workflow screens, 9-6, 9-15
Actions menus
content information page, 6-10
Active Workflows
Content Management Tray, 4-7
active workflows, 9-13, 9-19
admin permission, G-2
Adobe Acrobat
configuration of Acrobat 4.x, 3-5
configuration of Acrobat 5.x, 3-6
configuration of Acrobat 6.x, 3-6
advanced search page, 5-34
metadata searches, 5-36
alternate files, 7-2, 7-10
AND (search operator)
DB2, 5-15
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Oracle, 5-14

SQL Server, 5-12
AND NOT (search operator)

SQL Server, 5-12
auto-contribution step in workflows, 9-2

B

basic workflows, 1-7, 9-2
bookmarks, 4-13

Browse Content tray, 5-2, 5-3
browsers. See 'web browsers’.
browsing to content, 1-6, 5-2, 5-2

C

calendar icon
location of, 4-8
case sensitivity
DB2 (metadata searches), 5-6
metadata searches, 5-6
Oracle (metadata searches), 5-6
Check In Similar, 7-5
check-in confirmation, 7-20
check-out confirmation, 8-11
Checked Out Content
Content Management Tray, 4-7
checked-out content page, 8-8, 8-9
checking in files, 1-3, 7-1, 7-13
check-in conformation, 7-20
checking in new files, 7-3
checking in revised files, 7-5
checking in similar files, 7-5
content check-in form, 7-7
description, 7-1
important considerations, 7-21
multibyte characters, 7-21
multiple files, 7-11
Office XP files, 7-21
single files, 7-3
see also 'checking in multiple files’
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see also 'checking in single files’
checking in multiple files

description, 7-12

methods of --, 7-12

selecting files, 7-14, 7-15

upload applet, 7-13

Upload Files window, 7-13

see also 'checking in files’
checking in single files

new files, 7-3

revised files, 7-5

similar files, 7-5

see also 'checking in files’
checking out files, 1-3, 8-1, 8-3

check-out conformation, 8-11

description, 8-1

multiple files, 8-3

overview of all checked-out content, 8-8

overview of user-specific checked-out content, 8-9

single files, 8-2
see also 'checking out multiple files’
checking out multiple files
description, 8-3
download applet, 8-3
download options, 8-5
download options on search results pages, 8-4
download results summary, 8-7
downloading files, 8-5
see also 'checking out files’
Classic layout, 4-17
Classic search template, 4-18
comments, 7-11
complex queries, 5-18
configuration of plug-ins
Adobe Acrobat 4.x, 3-5
Adobe Acrobat 5.x, 3-6
Adobe Acrobat 6.x, 3-6
configuration of web browsers, 3-3
Internet Explorer 5.x, 3-3
Internet Explorer 6.0, 3-4
confirmation
check-in, 7-20
check-out, 8-11
consumers, 1-5
content, 1-3
browsing to --, 5-2
checked out by all users, 8-8
checked out by current user, 8-9
checking in a new file, 7-3
checking in a similar file, 7-5
checking in revised files, 7-5
full-text searches, 5-10
in workflows, 9-5, 9-5
metadata searching, 5-3

Index -2

reviewing -- in workflows, 9-18
revisions, 1-3
searching for --, 5-1
subscribing to --, 6-29
subscribing to a content item --, 6-30
unsubscribing from --, 6-36
unsubscribing from a content item, 6-31
unsubscribing from a criteria group, 6-31
updating --, 6-13
viewing --, 6-16
content check-in form, 7-7
Content ID field
on Search Links page, 5-48
content IDs
allowed characters, 7-8
maximum length, 7-8
multi-byte characters, 7-21
content information, 1-4
accessing --, 6-6
for revision in workflow, 9-20
viewing --, 6-6
Content Information Page
Content Profiles, 7-22
Content Information page, 6-27
procedures to show link information, 5-55
showing link information, 5-50
content information page, 6-7
Actions menus, 6-10
Content Management Tray
Active Workflows, 4-7
Checked Out Content, 4-7
Expired Content, 4-7
Registered Publisher Projects, 4-7
Work In Progress, 4-7
Content Management tray, 4-6
Active Workflows, 9-13
Checked Out Content, 8-8
New Check In, 7-7
Work In Progress, 6-5
Content Profiles, 7-22
Content Information, 7-22
New Check In, 7-22
Search, 7-22
content repository, 1-3
content server
accounts, 1-5
consumers, 1-5
contributors, 1-5
conversion, 1-5
file repositories, 1-3
full-text index, 1-6
logging in, 3-6
metadata, 1-4
overview, 1-3

Content Server User Guide



portal page, 3-7
revision control, 1-3
searching for content, 1-6
security, 1-4
security groups, 1-5
user login, 3-7
users, 1-5
what’s new?, 2-1
Windows login, 3-8
workflows, 1-6
content types, G-6
multibyte characters, 7-21
contribution step in workflows, 9-2
contributors, 1-5
conversion, 1-3, 1-5
Dynamic Converter, 1-5
PDF Converter, 1-5
Create Date From/To fields
on Search Links page, 5-48
criteria subscriptions, 6-29, 6-35
canceling --, 6-31
Criteria tab on Search tray, 5-31
criteria workflows, 1-7, 9-2
customization of user interface, 4-2, 4-11

D

date metadata fields
selecting dates, 4-10
DB2
case sensitivity in metadata searches, 5-6
DB2 search operators
"phrase", 5-16
AND, 5-15
IS ABOUT, 5-16
NOT, 5-15
OR, 5-15
default file format on check-in, 7-10
delete permission, G-7
Deleted (revision status), 6-4
deleting revisions, 6-11
discussion
creating from Content Information page, 6-20
creating from Search Results Page, 6-20
creating from Workflow Review page, 6-21
viewing, 6-22
Discussion Info Page, 6-26
discussion thread
printing, 6-23
DiscussionType field, 6-24
displaying search results, 5-41
Done (revision status), 6-4
double left-facing arrows
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on Pop-up Calendar screen, 4-9
double right-facing arrows

on Pop-up Calendar screen, 4-10
download applet

enabling --, 4-17, 8-3

options on search results pages, 8-4

requirements, 8-3
download options on search results pages, 8-4
download results summary, 8-7
downloading multiple files, 8-5
Dynamic Converter, 1-5

E

e-mail format, 4-16
Edit (revision status), 6-4
Edit Content Profile Links Page, 4-46
editing
saved queries, 4-14
user profile, 4-12
Ends (metadata search operator), 5-5
entering files in workflows, 9-9
Expanded Form, 4-19
expanded form, 5-35
Expiration Date
updating, 4-11
expiration date, 5-37, 7-11
Expired (revision status), 6-4
Expired Content
Content Management Tray, 4-7

F

favorites, 4-13

file conversion, 1-3

file format, 7-10

file repositories, 1-3

file revisions, 1-3, 6-11
checking in --, 7-5
deleting --, 6-11
history, 6-11

file subscriptions, 6-29, 6-35
canceling --, 6-31
starting --, 6-30

files
alternate --, 7-2, 7-10
checking in --, 7-1
checking in multiple --, 7-11
checking in new --, 7-3
checking in Office XP --, 7-21
checking in revised --, 7-5
checking in similar --, 7-5
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checking in single --, 7-3
checking out --, 8-1
checking out multiple --, 8-3
checking out single --, 8-2
entering -- in workflows, 9-9
life cycle, 6-1, 6-2, 6-3
location in workflow, 9-16
native --, 1-3

primary --, 7-2, 7-9

reviewing -- in workflows, 9-10, 9-18

revisions, 1-3

viewing --, 6-16

viewing native --, 6-17
viewing web-viewable --, 6-16
web-viewable --, 1-3

working with rejected revisions, 9-11
finding content. See ’searching for content’.

Firefox
supported versions, 3-2
form type, 4-19
format of content item, 7-10
full-text index, 1-6
full-text searches, 5-10, 5-10
advanced search page, 5-34
home page search fields, 5-29
procedure, 5-16
quick search field, 5-19
rules, 5-10
search operators (Oracle), 5-14

search operators (SQL Server), 5-12

Search tray, 5-30
wildcards (Oracle), 5-13
wildcards (SQL Server), 5-12

G

GenWWW (revision status), 6-4

H

Headline search template, 4-18
Help
Toolbar, 4-5
helper applications, 3-5
Hide toggle switch
description and example, 5-51
on Content Information page, 5-50
hierarchical folder structure, 5-3
Home
Toolbar, 4-5
home page, 4-6
home page search fields, 5-29
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HTML format of e-mail, 4-16

icons in user guide, 1-2
indexing, 1-6

info update form, 6-14
Information Pages

Discussion, 6-26

Internet Explorer

inter!

configuration of -- 5.x, 3-3
configuration of -- 6.0, 3-4
considerations, 3-2
supported versions, 3-2
net-style search syntax, 5-17

IS ABOUT (search operator)

Db2, 5-16

ISABOUT (search operator)

item

item

SQL Server, 5-13
action menu

Link Manager, 5-50
action pop-up menu
Link Manager, 5-50

J

Java security warning

upload applet, 7-13, 8-3

L

layouts, 4-17

Library, 5-3

Library Folders, 5-3

life cycle of file, 6-1, 6-2, 6-3

link,
Link

Link

4-19, 4-19, 4-19

Info page

overview, 5-53

procedures to show link information, 5-56
Manager

action icon pop-up menu, 5-50

overview, 5-46

search options, 5-46, 5-47

link searches

Link

links

procedure for, 5-55

Search Links page, 5-47
Type field

on Search Links page, 5-48

adding -- to favorites, 4-13

Content Management tray, 4-6
My Content Server tray, 4-20
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portal navigation bar (after login), 4-4
portal navigation bar (before login), 4-3

toolbar, 4-5
locales, 4-16, G-24
location of file in workflow, 9-16
Loggin in to content server, 3-6
logging in
login screen, 3-10
Microsoft Network security, 3-7
portal page, 3-7
registering a user, 3-11
self-registration, 3-7, 3-8, 3-11
standard security, 3-7

using a content server user login, 3-7

using a Windows user login, 3-8
login screen, 3-10
Logout

Toolbar, 4-5

Matches (metadata search operator), 5-5
metadata, 1-4
info update form, 6-14
updating --, 6-13, 6-13, 6-14
viewing --, 6-6
metadata search fields, 5-5
metadata search operators
Ends, 5-5
Matches, 5-5
Starts, 5-5
Substring, 5-5
metadata searches, 5-3, 5-4
advanced search page, 5-34, 5-36
case sensitivity, 5-6
home page search fields, 5-29
procedure, 5-4
search operators, 5-5
Search tray, 5-30, 5-36
Microsoft network, 3-7
Microsoft Network security, 3-7
month pull-down menu
on Pop-up Calendar screen, 4-10
monthly calendar days
on Pop-up Calendar screen, 4-10
Mozilla
supported versions, 3-2

multi-byte characters in content IDs and content

types, 7-21
multiple files
See ’checking in multiple files’
See 'checking out multiple files’.
My Checked-Out Content, 4-20
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My Content Server tray, 4-20
My Checked-Out Content, 4-20
My Personal Check ins, 4-46, 4-46
My Personal Searches, 4-46
My Personal URLs, 4-14
My Profile, 4-12, 4-15, 4-20
My Saved Queries, 4-14, 4-20, 4-47, 5-57
My Subscriptions, 4-20, 6-31
My URLs, 4-20
My Workflow Assignments, 4-20, 9-14, 9-19
My Personal Check ins, 4-46
My Personal Searches, 4-46
My Personal URLs, 4-14
My Profile, 4-12, 4-15, 4-20
Toolbar, 4-5
My Saved Queries, 4-14, 4-20, 4-47, 5-57
My Subscriptions, 4-20, 6-31
My URLs, 4-20
My Workflow Assignments, 4-20, 9-14, 9-19

N

native files, 1-3
viewing --, 6-17
navigation arrows
double left-facing arrows, 4-9
double right-facing arrows, 4-10
single left-facing arrow
single left-facing arrow

on Pop-up Calendar screen, 4-9

single right-facing arrow
single right-facing arrow

on Pop-up Calendar screen, 4-10

NEAR (search operator)
Oracle, 5-14, 5-16
SQL Server, 5-13

New Check In, 7-7, 7-22
Content Profiles, 7-22
Toolbar, 4-5

NOT (search operator)
DB2, 5-15
Oracle, 5-14

Notification of Expiration
for expiring content items in use, 5-53

notifications

rejection of item in workflow, 9-8
review of item in workflow, 9-5
start of workflow, 9-4

(0

Office XP files, 7-21
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OR (search operator)
DB2, 5-15
Oracle, 5-14
SQL Server, 5-12

Oracle

case sensitivity in metadata searches, 5-6

full-search operators, 5-14

wildcards in full-text searches, 5-13
Oracle search operators

ABOUT, 5-14

AND, 5-14

NEAR, 5-14, 5-16

NOT, 5-14

OR, 5-14

P

passing through content, 1-6
PDF Converter, 1-5
PDF. See 'Adobe Acrobat’.
Pending (revision status), 6-4
percent (%) (wildcard), 5-13, 5-15
permissions

admin, G-2

delete, G-7

read, G-17

write, G-25
persistent URLs, 1-4, G-15
personal profiles, 4-46, 4-46
personal URLs, 4-46

saving --, 4-14
personalization, 4-11

e-mail format, 4-16

layouts, 4-17

personal URLs, 4-14

portal design, 4-45

saved queries, 4-14

search template, 4-18

skins, 4-18

user profile, 4-12, 4-15

user settings, 4-16
phrase (search operator)

SQL Server, 5-12
plug-ins, 3-5

configuration of Adobe Acrobat 4.x, 3-5

configuration of Adobe Acrobat 5.x, 3-6

configuration of Adobe Acrobat 6.x, 3-6
Pop-up Calendar

overview, 4-8
Pop-up Calendar screen

accessing, 4-8

double left-facing arrows, 4-9
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double right-facing arrows, 4-10
month pull-down menu, 4-10
monthly calendar days, 4-10
overview, 4-9
single left-facing arrow, 4-9
single right-facing arrow, 4-10
year pull-down menu, 4-10
pop-up menu
actions icon, 5-50
portal design, 4-45
Portal Design page
Edit Personal Profile Links, 4-46
Edit System Profile Links, 4-45
Portal Navigation
After Login
Content Management, 4-4
My Content Server tray, 4-4
Search, 4-4
Before Login
Home, 4-4
Library, 4-4
Login, 4-3
Microsoft Login, 4-4
Search, 4-4
Self-Registration, 4-4
portal navigation bar, 4-3
links on --, 4-3
links on -- after login, 4-4
links on -- before login, 4-3
portal page, 3-7
post
replying, 6-23
Post Comment Form, 6-25
post-process workflow options, 9-2
primary files, 7-2, 7-9
printing
discussion thread, 6-23
process of workflows, 9-3
profiles, personal, 4-46, 4-46
purpose of content server, 1-3

Q

queries
complex, 5-18
saved --, 4-14, 4-46, 4-47
saving --, 5-57, 5-58
Query Builder Form, 4-19, 5-26
query builder form, 5-38
quick search
targeted, 5-19
quick search field, 5-19
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R

read permission, G-17
references (to or by)

hiding on Content Information page, 5-50, 5-51
procedure to show on Content Information

page, 5-55

showing on Content Information page, 5-50, 5-52

Register User page, 3-11
Registered Publisher Projects
Content Management Tray, 4-7
rejecting content items in workflows, 9-7
release date, 5-37, 7-11
Released (revision status), 6-4
renditions, 1-3, G-17
replying
to a posting, 6-23
repository, 1-3
Reset button
on Search Links page, 5-49
results options, 5-40
Results tab on Search tray, 5-32
Review (revision status), 6-4
review step in workflows, 9-2
review/edit revision step in workflows, 9-2
review/new revision step in workflows, 9-2
reviewing content in workflows, 9-18
reviewing files in workflows, 9-10
revision control, 1-3
revision history, 6-12
viewing the --, 6-11
revision life cycle, 6-2, 6-3
revision status, 6-4
Deleted, 6-4
determining the --, 6-4
Done, 6-4
Edit, 6-4
Expired, 6-4
GenWWW, 6-4
Pending, 6-4
Released, 6-4
Review, 6-4
revisions, 6-11
checking in new --, 7-5
deleting --, 6-11
history, 6-11
information about -- in workflow, 9-20
reviewing -- in workflow, 9-10
working with rejected --, 9-11

S

Safari
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supported versions, 3-2
saved queries, 4-46, 4-47
editing, 4-14
saving personal URLs, 4-14
saving queries, 5-57, 5-58
scope of user guide, 1-1
screens
Content Information, 6-27
Discussion Info, 6-26
Search, 7-22
Content Profiles, 7-22
Toolbar, 4-5
Search button
on Search Links page, 5-49
search fields
home page, 5-29
quick search, 5-19
search form
expanded, 5-35
query builder, 5-38
Search Form Type
expanded form, 4-19
query builder, 4-19
Search Links page
Content ID field, 5-48
Create Date From/To fields, 5-48
Link Type field, 5-48
overview, 5-47
Reset button, 5-49
Search button, 5-49
search results example, 5-49
Site field, 5-48
State field, 5-48
Target Content ID field, 5-48
Target Content ID Label field, 5-48
Target Node field, 5-48
Target Node Label field, 5-48
Update Date From/To fields, 5-49
search operators
full-text searches (Oracle), 5-14
full-text searches (SQL Server), 5-12
metadata searches, 5-5
see also 'Oracle search operators’
see also 'SQL Server search operators’
search options
in Link Manager, 5-46, 5-47
search pages, 5-3
search result templates, 4-21
classic, 4-23
headline, 4-25
thumbnail, 4-26
search results, 5-39
example, 5-49
search results pages, 5-42
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actions, 5-45

displaying --, 5-41

download options (download applet), 8-4
options, 5-40

views, 4-18, 5-43

search syntax

internet, 5-17

search template, 4-18
Search tray, 5-30

Criteria tab, 5-31
metadata searches, 5-36
Results tab, 5-32

searching

by Discussion Type, 6-24

searching for content, 1-6

advanced search page, 5-34
browsing, 5-2, 5-2

full-text search, 5-10

full-text searches, 5-10, 5-16
home page search fields, 5-29
metadata searches, 5-3, 5-4, 5-4
methods of --, 5-1

quick search field, 5-19
search pages, 5-3

search results, 5-39

Search tray, 5-30

searching for links

procedure for, 5-55

security, 1-4, 3-7

self-registration, 3-7, 3-8
standard, 3-7

security groups, 1-5
selecting dates

for date metadata fields, 4-10

AND NOT, 5-12
ISABOUT, 5-13
NEAR, 5-13
OR, 5-12
phrase, 5-12
standard security, 3-7
Starts (metadata search operator), 5-5
State field
on Search Links page, 5-48
status of revisions, 6-4
Deleted, 6-4
determining the --, 6-4
Done, 6-4
Edit, 6-4
Expired, 6-4
GenWWW, 6-4
Pending, 6-4
Released, 6-4
Review, 6-4
steps in workflows
auto-contribution, 9-2
contribution, 9-2
information about --, 9-20
review, 9-2
review/edit revision, 9-2
review/new revision, 9-2
subscribing to content, 6-29
criteria subscription, 6-35
file subscription, 6-35
subscriptions, 6-29
canceling --, 6-36
canceling -- to a content item, 6-31
canceling -- to a criteria group, 6-31
criteria --, 6-29

selecting files for upload, 7-13
selecting individual files, 7-14
selecting multiple files, 7-15
self-registration, 3-7, 3-8
Show toggle switch
description and example, 5-52
on Content Information page, 5-50
single files
see 'checking in single files’.
see 'checking out single files’.
Site field
on Search Links page, 5-48
skins, 4-18
sort order, 5-40, 5-41
SQL Server
full-search operators, 5-12

file --, 6-29
info page, 6-33

starting -- to a content item, 6-30

viewing current --, 6-30, 6-31

viewing latest notifications, 6-33
Substring (metadata search operator), 5-5

system links, 4-45

T

Target Content ID field

on Search Links page, 5-48

Target Content ID Label field

on Search Links page, 5-48

Target Node field

wildcards in full-text searches, 5-12

SQL Server search operators

* (asterisk), 5-13
AND, 5-12
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on Search Links page, 5-48
Target Node Label field

on Search Links page, 5-48
targeted quick search, 5-19

Content Server User Guide



tasks in workflows, 9-3, 9-18
templates
search result, 4-21
Classic, 4-23
headline, 4-25
thumbnail, 4-26
text format of e-mail, 4-16
Thumbnail search template, 4-18
thumbnails, 4-18, 5-43, 5-45, G-22
Toolbar
Help, 4-5
Home, 4-5
Logout, 4-5
My Profile, 4-5
New Check In, 4-5
Search, 4-5
toolbar, 4-5
Top Menus layout, 4-17
trays
Browse Content, 5-2, 5-3
Content Management, 4-6
My Content Server tray, 4-20
Search, 5-30
Trays layout, 4-17
types of workflows, 9-2

U

underscore (_) (wildcard), 5-13, 5-15
unsubscribing
content, 6-36
content item, 6-31
criteria group, 6-31
Update Date From/To fields
on Search Links page, 5-49
updating metadata, 6-13, 6-13, 6-14
upload applet
enabling --, 4-17, 7-13
Java security warning, 7-13, 8-3
requirements, 7-13
Upload Files window, 7-13
URL links
search options, 5-46, 5-47
URLs
persistent, 1-4, G-15
personal, 4-14, 4-46
User Profile
Portal Design for, 4-19
Subscriptions for, 4-19
Workflow in Queue for, 4-19
user guide
conventions, 1-1
icons, 1-2
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scope, 1-1

user interface, 2-1

Content Management tray, 4-6
customization, 4-2, 4-11

home page, 4-6

layouts, 4-17

My Content Server, 4-20, 4-20
My Personal URLs, 4-14

My Profile, 4-12, 4-15

My Saved Queries, 4-14
personal URLs, 4-14
personalization, 4-11

portal design, 4-45

portal navigation bar, 4-3
saved queries, 4-14

search template, 4-18

skins, 4-18

toolbar, 4-5

user profile, 4-12, 4-15

user locales, 4-16, G-24
user login

content server, 3-7
self-registration, 3-8
Windows, 3-8

User Profile

Accounts field, 4-16

Confirm Password field, 4-16

E-mail Address field, 4-16

Email Format field, 4-16

Enabel download applet check box, 4-17
Enable upload applet check box, 4-17
Full Name field, 4-16

Layout choice list, 4-17

Password field, 4-16

Roles field, 4-16

Search Templage choice list, 4-18
Skin choice list, 4-18

User Locale field, 4-16

User Name field, 4-16

User Type field, 4-16

user profile, 4-15

editing, 4-12

users, 1-5

consumers, 1-5

content checked out by all users, 8-8
content checked out by current user, 8-9
contributors, 1-5

self-registration, 3-11

\'

viewing

discussion, 6-22
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viewing content information, 6-6, 6-6
viewing current subscriptions, 6-30, 6-31
viewing files, 6-16

native files, 6-17

web-viewable files, 6-16
viewing revision notifications, 6-33
viewing the revision history, 6-11
viewing workflow information, 9-12, 9-13

w

web browsers
adding links to favorites, 4-13
configuration of --, 3-3
configuration of Internet Explorer 5.x, 3-3
configuration of Internet Explorer 6.0, 3-4
Firefox, 3-2
Internet Explorer, 3-2
Mozilla, 3-2
Safari, 3-2
supported --, 3-1
web-viewable files, 1-3
viewing --, 6-16
WebDAV, G-24
what’s new?, 2-1
user interface, 2-1
wildcards
% (percent)
database, 5-6
DB2, 5-15
Oracle, 5-13
* (asterisk), 5-12, 5-13
_ (underscore)
database, 5-7
DB2, 5-15
Oracle, 5-13
full-text searches (Oracle), 5-13
full-text searches (SQL Server), 5-12
Windows login, 3-8
Work In Progress
Content Management Tray, 4-7
work in progress, 6-5
workflow content item reject notification, 9-8
workflow review notification, 9-5
workflow started notification, 9-4
workflows, 1-6, 9-1
actions in --, 9-5

Index -10

active --, 9-13

active workflows, 9-19

auto-contribution step, 9-2

basic --, 9-2

basic workflows, 1-7

content information for revision, 9-20

content item reject notification, 9-8

content items, 9-5

contribution step, 9-2

criteria --, 9-2

criteria workflows, 1-7

entering files in --, 9-9

history, 9-20

information about steps, 9-20

location of revisions, 9-16

overview, 9-1

participating in --, 9-3

post-process options, 9-2

process, 9-3

rejection, 9-7

review, 9-18

review step, 9-2

review/edit revision step, 9-2

review/new revision step, 9-2

reviewing files in --, 9-10

steps, 9-2

tasks, 9-3, 9-18

types, 9-2

viewing information, 9-12, 9-13

workflow review notification, 9-5

workflow started notification, 9-4

working with rejected revisions, 9-11
workflows in queue, 9-14
working with file revisions, 6-11
working with rejected revisions, 9-11
write permission, G-25

Y

year pull-down menu
on Pop-up Calendar screen, 4-10

Y4

zip files
checking in multiple files, 7-12
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