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INTRODUCTION

OVERVIEW

This section contains the following topics:
+«+ About This Guide (page 1-1)

< What's New (page 1-3)

++ Guide Conventions (page 1-5)

¢ Documentation and Help (page 1-6)

ABOUT THIS GUIDE

This guide provides instructions on how to configure and administer the Physical Content
Manager features of Universal Records Management (URM). It isintended mainly for
server administrators, records administrators, records managers, and privileged users who
work with physical content managed by Oracle's suite of content management products.

@ Note: The information contained in this document is subject to change as the product
technology evolves and as hardware, operating systems, and third-party software are
created and modified.
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Thisguideis built up asfollows:

% Chapter 1 — Introduction

¢ Chapter 2 — About Physical Content Manager

% Chapter 3 — Physical Content Manager User Interface
¢ Chapter 4 — Physical Content Manager Security

%+ Chapter 5— Configuring Physical Content Manager
+«» Chapter 6 — Setting Up Storage Space

% Chapter 7 — Exporting and Importing PCM Settings and Data
¢ Chapter 8 — Working With Barcodes

% Chapter 9 — Working With Labels

¢ Chapter 10 — Working With Reservations

% Chapter 11 — Working With Chargebacks

¢ Chapter 12 — Working With Physical Content

%+ Chapter 13 — Searching for Physical Content

¢ Chapter 14 — Processing Physical Content

% Chapter 15 — Working With the Content Basket

«» Appendix A — Using the Print Report Utility

% Appendix B — Using the Barcode Utility

Each chapter starts off with conceptual information about the chapter topic. Thisis
followed by an explanation of all user interface elements associated with the topic, and
then all related tasks.
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WHAT'S NEW

This section highlights the main new features in Physical Content Manager 10gR3:

Compared To Version 7.1.4

Full Integration With URM

Prior to version 10gR3, Physical Content Manager was an optional add-on to the Records
Manager (RM) application, and was installed as a separate product. With version 10gR3,
PCM isanintegral part of the Universal Records Management (URM) solution, and it
may be selected as an optional feature during the URM software installation.

Chargebacks

You can now set up a chargeback environment, which enables you to charge people or
businesses for the use of the storage facilities or actions performed on physical items
(creation, reservation, storage, and destruction). See Configuring Chargebacks (page 5-11)
and Chapter 11 (Working With Chargebacks) for further details.

User Interface Enhancements

The user interface has been completely overhauled to provide a more consistent and less
cluttered user experience. See Chapter 3 (Physical Content Manager User Interface) for
further details.

Compared To Version 7.1.3

New Configuration Page for Object Types

You can now define your own object types for physical content items. See Configuring
Object Types (page 5-56) for further details.

New Configuration Page to Define Object Containership Rules

You can now specify what object types can be contained in other object types. This
enables you to control what type(s) of physical items can be created within another
physical item (see page 12-22). You define the relationships between object types on
the Edit Object Type Relationships Page (page 5-62).

Physical Content Manager Administration Guide 1-3
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New Configuration Page for Media Types

You can now define your own mediatypes for physical content items. See Configuring
Media Types (page 5-66) for further details.

Creating a Storage Space Hierarchy in a Batch

You no longer need to define each individual storage location in a storage space hierarchy
separately. You can use the Create Batch Storage Import File Page (page 6-24) to specify
anumber of creation rulesthat are subsequently used to generate a Soragel mport.hdafile,
which can beimported to create the defined storage hierarchy (see page 7-7). This enables
you to easily create structured storage space environments.

New Configuration Page to Set Default Reservation Metadata

You can now define the default metadata val ues that should be assigned to each
reservation item that is checked into the content server for routing through the reservations
workflow (see page 10-5). See Setting Default Metadata Values for Reservation ltems
(page 5-78) for further details.

Display of Used Storage Space as a Percentage

The browse storage tree (see page 6-10) and exploring storage pages (see page 6-12)
now display the used space in a storage location as a percentage (for example, 25% to
indicate that one quarter of the available storage space in the location is occupied).

Ability to Turn Off E-Mail Notification of Overdue Requests

You can now decide whether e-mail notifications are sent to users if checked-out physical
item are overdue. See Configuring Physical Content Management Settings (page 5-2) for
further details. In addition, you can run a batch service to immediately notify users of any
overdue physical items (see page 5-9). E-mail notifications are normally sent
automatically once aday at midnight.

Ability to Correct External Freeze Errors

You can now manually correct freeze errors from external sources. If an error occurs
while freezing an item from an external source, it islisted in the retention assignments list
of the affected user (see page 3-2). In addition, you can run a batch service to immediately
notify users of any freeze errors (see page 5-9). E-mail notifications are normally sent
automatically once aday at midnight.
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GUIDE CONVENTIONS

Symbols

The following symbols are used throughout this document:

Symbol | Description

@ Note: Brings special attention to information.

@ Tech Tip: ldentifiesinformation that can be used to make your tasks easier.

® Important: Identifies arequired step or required information.

9 Caution: Identifies information that might cause loss of data or serious
system problems.

Conventions
The following conventions are used throughout this document:

+ Thenotation [CS _Instance Dir] is used to refer to the location on your system where
a specific instance of Content Server isinstalled.

 Forward slashes (/) are used to separate parts of an Internet address. For example,
http://www.microsoft.com/windows2000/. A forward slash might or might not appear
at the end of an Internet address.

+» Backward slashes (\) are used to separate the levelsin a path to a server, directory, or

file. For example, C:\Directory\. Thisistrue when referring to files on aWindowsfile
system or on a UNIX system. A backward slash will always appear after the end of a
server, directory, or file path.

+» Pathsto access operating system screens use the following formatting structure:
Sart—Settings—Control Panel
¢ Required user input is distinguished using the following font formatting:

Xyz_name

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

Physical Content Manager Administration Guide 1-5
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DOCUMENTATION AND HELP

This section coversthe following topics:
+«+ Documentation (page 1-6)

«» Tooltips (page 1-7)

«» Quick Help (page 1-7)

+ Help Menu (page 1-7)

Documentation

The following Physical Content Manager documentation is available:

+ Physical Content Manager User Guide
This document provides information on using the Physical Content Manager
application on the content server. It is provided as a PDF fileand HTML help system,
both of which can be accessed from the Physical Content Manager user interface (on
user pages). The PDF fileis aso available on the Physical Content Manager software
distribution media.

+ Physical Content Manager Administration Guide (this guide)
This document provides information on setting up and administering the Physical
Content Manager application on the content server. It is provided as a PDF file and
HTML help system, both of which can be accessed from the Physical Content
Manager user interface (on administration pages). The PDF file is also available on
the Physical Content Manager software distribution media.

@ Note: For details on enabling and setting up the Physical Content Manager featuresin
Universal Records Management (URM), refer to the Universal Records Management
Installation Guide.

@ Note: All information contained in the Physical Content Manager User Guideis also
included in the Physical Content Manager Administration Guide.

In addition to these guides, you can also access information about the product with
context-sensitive tooltips, quick help, and help menu.
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Tooltips

If you hover the mouse cursor over afield label in your web browser, you can get context-
sensitive information on the field label. A question mark is displayed, and then the tooltip

appears.

Figure1l-1 Fieldlabel tooltip

:|S|JDS|I|C[%I?LIIHD|'|F.;' [b|-|.2415
| Reference to legal authorization for disposition or archiving |

If you are using Netscape, Mozilla, or Firefox as your web browser, you can view tooltips
for itemsin options lists as well, provided the list items are not custom entries.

Figure1-2 Option list item tooltip (only supported by Netscape, Mozilla, and Firefox browsers)

lisposition .
EIEIJ“' Er_"o.':cessmn_:vl

: AcTEIFon
estination Archive
Location

Apply to S

Records Folder |Destroy |Cbﬁeﬁec-:r:l$ Folder 1o further ﬁqu|
Hold
Move
Transter | Rezet I Quick Help I

Quick Help

Click the Quick Help button where available on pages and screensto view
context-sensitive help for that page or screen.

Help Menu

You can click the main menu Help link to open the online HTML help system for Content
Server, which includes the Physical Content Manager help files. If you are logged in with
user privileges, you will only see the end-user help system. If you are logged in as an
administrator, you will see the full administrator help system (including the user
documentation).
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ABOUT
PHYSICAL CONTENT MANAGER

OVERVIEW

ABOUT

This section covers the following topics:

O/
0.0

About Physical Content Manager (page 2-1)
+«+ Physical Content Manager and Universal Records Management (page 2-2)

.0

Physical Content Manager and Content Server (page 2-3)

L)

7
0’0

Setting up a Physical Content Management Environment (page 2-3)

PHYSICAL CONTENT MANAGER

Physical Content Manager (PCM) is an optional feature of the Universal Records
Management (URM) application. URM enabl es organi zations to manage the retention and
disposition of records and non-record content. Physical Content Manager provides the
capability of managing physical records and non-record content that are not stored in

the content server in electronic form. All items—both internal and external, regardless of
their source or format—are managed in a single, consistent, manageable infrastructure
using one central application and a single user interface. The same file plan and retention
schedules are used for both electronic (internal) and physical (external) records and
non-record content.
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Physical Content Manager keeps track of the storage locations and retention schedul es of
the physical records and content. The application provides the following main features:

% Space management, including definition of warehouse layout, searching for empty
space, reserving space, and tracking occupied and available space.

«»+ Circulation services, including handling reservation requests for items, checking out
items, and maintaining a due date for checked-out items.

«» Chargeback services, including invoicing, for the use of storage facilities and/or
actions performed on physical items.

+«» Barcodefile processing, including uploading barcode information directly into the
system, or processing barcode files manually.

« Label creation and printing, including labels for users, storage locations, or
individual physical items.

+ Retention management, including periodic reviews, freezes and litigation holds, and
e-mail notifications for pending events.

PHYSICAL CONTENT MANAGER AND UNIVERSAL
RECORDS MANAGEMENT

Physical Content Manager (PCM) is an optional feature of Universal Records
Management (URM), and as such has the same look-and-feel as URM. The Physical
Content Manager software adds a number of new interface elements, and also modifies
some existing Content Server and Records Manager pages. See Chapter 3

(Physical Content Manager User Interface) for further details.

Since Physical Content Manager is closely tied to URM, it shares most security features
with it. Asaresult, some URM rights may be required to perform certain PCM tasks,
mostly administrative in nature. See Chapter 4 (Physical Content Manager Security)

for further details.

Note: For details on enabling and setting up the Physical Content Manager features of
URM, refer to the Universal Records Management Installation Guide.
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PHYSICAL CONTENT MANAGER AND
CONTENT SERVER

Physical Content Manager runs within a Content Server instance (as part of Universal
Records Management). It supports the following Content Server layouts and search
templates (which users can set in their user profile):

«» Supported layouts:
* Trays
* Top Menus

+» Supported search templates:
* Headline View

e Thumbnail View

Note: Physical Content Manager does not support the Classic layout or the Classic View
search template.

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

SETTING UP A PHYSICAL CONTENT MANAGEMENT
ENVIRONMENT

Use the following checklist to assist you with your initial setup of Physical Content
Manager (PCM). It isrecommended that you follow the suggested order in the list for best
results.

U Set up the required PCM user roles and rights (see chapter 4)

O Configure the PCM environment (see chapter 5)

U Define the storage space environment (see chapter 6)

O Define disposition rules for physical content, if required (see chapter 5)

Note: If you need to migrate and integrate existing data, it is recommended that you seek
the assistance of Oracle’s consulting services.
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PHYSICAL CONTENT MANAGER
USER INTERFACE

OVERVIEW

If Physical Content Manager (PCM) isinstalled correctly, the standard Content Server and
Records Manager user interface are modified in a number of ways:

+ PCM Itemsin My Content Server (page 3-1)

s PCM Itemsin My Approval List (page 3-2)

s PCM Itemsin External Content (page 3-3)

« PCM Menu Bars (page 3-3)

s PCM Itemsin Records Manager and Content Server Interface (page 3-4)

PCM ITEMS IN MY CONTENT SERVER

If Physical Content Manager isinstalled correctly, the My Content Server tray or top
menu in the Content Server user interface includes the following new items:

7

% My Reservations
Choose this option to open a page which lists all items that you have currently
reserved. See Chapter 10 (Working With Reservations) for further details.
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« My Content Basket

Choose this option to open a page which lists all itemsthat are currently in your
content basket. See Chapter 15 (Working With the Content Basket) for further details.

Figure3-1 PCM-related itemsin My Content Server tray

=™y Content Server

EH_gl My URLs

EEH:a My Saved Queries

-] My Profile

ey ttorkFlove Assignments
My Subscripkions

My Checked-Cut Content
My Search Result Templates
r My Reservations

My Retention Assignments
My Conkent Basket

PCM ITEMS IN MY APPROVAL LIST

Physical items are also included in the lists on the My Approval List page:

Figure3-2 Physicd itemsin My Approval List menus

Wy Approval List  Found 0 potentisl tems
|

Ity Completed shellant ibams

» Pending Completion 'VPen:li'uth  Pending Approval

v Change View |

I "y Complated Physical kems

Cither Completed stellent items

| cther Completed Physical kems |

If there are any pending physical itemsto review, approve, or mark as completed, then
the corresponding pages contain links to these physical items. See Chapter 14 (Processing
Physical Content) and the Records Manager System Maintenance Guide for more

information about retention assignments and the My Approval List page.
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PCM ITEMS IN EXTERNAL CONTENT

If Physical Content Manager is installed correctly, thereis an External Content tray or
top menu item in Content Server’s user interface, which contains two items called
Physical Content and Configure Physical Content.

Figure3-3 PCM itemsin External Content tray

+|My Content Server
+| Browse Content
+ Search
+/ Content Management
-] External Content
|§| Physical Conkent
|§| Zonfigure Physical Conkent:

Physical Content

If you click Physical Content in the External Content tray, the Basic Search Page
(page 13-2) is displayed, where you can search for physical content and also perform
anumber of other tasks related to physical content (using the menu on that page).

Configure Physical Content

If you click Configure Physical Content, the Configure Physical Content Management
page is displayed (see page 5-2), where you can set up the physical content management
environment and also perform a number of other administrative tasks (using the menu on

that page).

PCM MENU BARS

Most Physical Content Manager pages have a menu bar, which contains anumber of menu
options that are relevant to the information or items presented on that page. The available
options on the menu bar depend on where you are in the application and on your assigned
access privileges.
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Figure3-4 Example of PCM menu bar

[ wi_onfiguration v Requests Process Barcode File ~Reports  ~ Batch Services

PCM ITEMS IN RECORDS MANAGER AND
CONTENT SERVER INTERFACE

Physical Content Manager adds a number of new user interface elements to some Records
Manager and Content Server interface elements, for example:

« Some PCM-related items are added to the Import/Export Archive and Export Archive
page (see chapter 7) of Records Manager.

«» A source selection check box for physical content is added to the Screening for
Content and Records page (see page 13-9) in Records Manager, which enables you to
include or exclude physical content from the screening operations.

+» A source selection field is added to the Search Audit Trail page (see page 14-4),
which enables you to search for physical content in the audit log. For details on
the audit trail, refer to the Records Manager System Maintenance Guide.

« A barcodefield is added to the user propertiestab of the User Admin utility (see page
5-88), which enables you to set unique barcode values for users that are used in the
barcodes of the users (rather than their login names in upper-case | etters).
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PHYSICAL CONTENT MANAGER
SECURITY

OVERVIEW

This section deals with Physical Content Manager security. It covers the following topics:

O/
0.0

About Physical Content Manager Security (page 4-1)
+«+ Physical Content Manager Roles (page 4-2)

.0

Physical Content Manager Rights (page 4-3)

L)

7
0’0

Edit ECM Rights Dialog (page 4-9)

7
0.0

Setting Rights for Roles (page 4-15)

ABOUT PHYSICAL CONTENT MANAGER SECURITY

Since Physical Content Manager (PCM) is an optional feature of Universal Records
Management (URM), all security features for URM also apply to physical content
management. For more information on URM’s security features, refer to the Records
Manager System Setup Guide.

In addition to the security “inherited” from URM, the Physical Content Manager
application also has some security features of itself:

« PCM roles (see page 4-2)

R/

« PCM rights (see page 4-3)
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Aswith the standard Content Server and URM security models, the final determination of
permissions and privilegesfor Physical Content Manager is determined by theintersection
of all security mechanismsin place; in other words, the strictest setting prevails.

PHYSICAL CONTENT MANAGER ROLES

QO ©

The out-of-the-box Physical Content Manager application comes with two predefined
roles:

“ pcmrequestor
Thisroleis generally assigned to “privileged” usersin the physical content
management environment, who have all the permissions that basic users without a
PCM role have, but are also granted additional rights to perform some functions not
allowed for basic users (for example, making reservations for physical items).
Users with the ‘ pcmreguestor’ role have read and write permissions (RW) for the
special RecordsGroup security group.

< pcmadmin
Thisroleis generally assigned to system administrators who are responsible for
setting up and maintaining the physical content management infrastructure and
environment. These users have the widest range of rights to perform physical content
management tasks (for example, setting up the storage space, editing and deleting
reservations, and printing user 1abels).
Users with the ‘pcmadmin’ role have read, write, delete, and admin permissions
(RWDA) for the special RecordsGroup security group

Each of these predefined roles comes with a default set of permissions and rights (see page
4-3) that define that users with that role are allowed to do, but these can be modified to
suit your specific needs. You can also create new roles and assign physical content
management rights to them, or grant physical content management rights to existing
Content Server or Records Manager roles. This enables you to define avery granular
security model for your content management environment.

Note: If users have no PCM role assigned to them, they can still search for physical items
(see chapter 13).

Note: Role permissions are additive, just asin Content Server and Records Manager.
If your organization uses accounts, the accounts are a hierarchical overlay to your
current security model.
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Important: Uponinstallation of the Physical Content Manager software, Content Server’s
‘sysadmin’ user is automatically assigned the predefined PCM ‘pcmadmin’ and
‘pecmrequestor’ roles. No other users will have any PCM rights by default. You need to
assign PCM rights to these users before they can start using the physical content
management functionality (see page 4-15).

PHYSICAL CONTENT MANAGER RIGHTS

Access to the mgjority of Physical Content Manager (PCM) functionsis controlled by
rights that are assigned to Content Server or Records Manager user roles. The two
predefined physical content management roles (‘ pcmrequestor’ and ‘ pcmadmin’) each
have adefault set of rights assigned to them, but the roles can easily be modified to restrict
or expand their access to physical content management functions (see Setting Rights for
Roles on page 4-15 for details). You can also create new roles and assign physical content
management rights to them, or grant physical content management rights to existing
Content Server or Physical Content Manager roles. This enables you to define avery
granular security model to suit your content management environment.

Administrators (typically assigned the ‘ pcmadmin’ role) have access to the widest range
of Physical Content Manager functions. Their default rights allow them to perform most
physical content management tasks, including security, configuration, and maintenance.
Other users—for example, those assigned the ‘ pcmrequestor’ role—may be granted
limited access to a subset of the available functions, such as making reservations or
creating external, physical content.

® Important: Upon installation of the Physical Content Manager software, Content Server’s
‘sysadmin’ user is automatically assigned the predefined PCM ‘pcmadmin’ and
‘pecmrequestor’ roles. No other users will have any PCM rights by default. You need to
assign PCM rights to these users before they can start using the physical content
management functionality (see page 4-15).

The table below gives more detailed information on tasks that can be performed in
Physical Content Manager and the rights required to perform each task.
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Physical Content M anager

Defaults Rights for Roles

. Required Right
Function _
pcmrequestor | pcmadmin
STORAGE SPACE (see chapter 6)
View information about storage | PCM.Storage.Read X X
locations
Create individual storage PCM.Storage.Create X
locations
Create storage locations PCM.Admin.Manager X
in batches
Edit storage locations PCM .Storage.Edit X
Delete storage locations PCM.Storage.Delete X
Reserve storage locations PCM .Storage.Reserve X X
Block storage locations PCM .Storage.Block X
Print labels for storage locations | PCM.Admin.PrintLabel X
Import batch created storage Admin.FilePlanArchive
hierarchy in Records Manager
PHYSICAL ITEMS (see chapters 12 through 15)
View information about physical | PCM.Physical.Read X X
items and
PCM.Storage.Read
Create (check in) physical items | PCM.Physical.Create X X
and
PCM .Storage.Read
Edit physical items PCM .Physical .Edit X X

and
PCM .Storage.Read
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Physical Content Manager

Required Right

Defaults Rights for Roles

Function pcmrequestor | pcmadmin
Move physical items PCM .Physical .Edit X
and
PCM.Physical.Move
and
PCM .Storage.Read
Delete physical items PCM .Physical.Delete X
and
PCM .Storage.Read
Search for physical items PCM.Physical.Read X
and
PCM.Storage.Read
Print labels for physical items PCM.Admin.PrintLabel X
Freeze or unfreeze physical items | Record.Freeze/Unfreeze
(in Records Manager)
Manually override external freeze | Admin.PerformActions
errors (in Records Manager)
Screen for physical items Admin.Screening
(in Records Manager) (in Records Manager)
RESERVATIONS (see chapter 10)
View reservation information for | PCM.Reservation.Read X
physical content
Create a reservation request PCM .Reservation.Create X
Edit areservation request PCM .Reservation.Edit X
Delete areservation request PCM .Reservation.Delete X
Process a reservation request PCM .Reservation.Process X
Run request reports PCM.Admin.Manager X
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Physical Content M anager Defaults Rights for Roles

Function Required Right .

pcmrequestor | pcmadmin
Configure default metadata for PCM.Admin.Manager X
reservations

LOCATION TYPES (see chapter 5)

Set up location types PCM.Admin.Manager X
and
PCM.Admin.Location
Types

OBJECT TYPES (see chapter 5)

Set up object types PCM.Admin.Manager X

MEDIA TYPES (see chapter 5)

Set up mediatypes PCM.Admin.Manager X

CUSTOM METADATA FIELDS (see chapter 5)

Set up custom metadatafieldsfor | PCM.Admin.Manager X
physical content management

CHARGEBACK S (see chapter 11)

Set up charge types, payment PCM.Admin.Manager X
types, and billers and
CBC.ChargeBacks.Admin

View information of chargeback- | PCM.Admin.Manager X
related items (transactions, and
invoices, etc.) CBC.ChargeBacks. Admin

and

CBC.ChargeBacks.Read
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Physical Content Manager
Function

Required Right

Defaults Rights for Roles

pcmrequestor

pcmadmin

Create chargeback-related items
(transactions, invoices, €etc.)

PCM.Admin.Manager
and
CBC.ChargeBacks.Admin
and
CBC.ChargeBacks.Create

X

Edit chargeback-related items
(transactions, invoices, etc.)

PCM.Admin.Manager
and
CBC.ChargeBacks.Admin
and
CBC.ChargeBacks.Edit

Delete chargeback-related items
(transactions, invoices, etc.)

PCM.Admin.Manager
and
CBC.ChargeBacks. Admin
and
CBC.ChargeBacks.Delete

Screen for charges

PCM.Admin.Manager
and
CBC.ChargeBacks.Admin

Browse invoices

PCM.Admin.Manager
and
CBC.ChargeBacks.Admin

Print invoices

PCM.Admin.Manager
and
CBC.ChargeBacks.
Printlnvoices

Adjust invoices (for example,
to manually change invoice
amounts)

PCM.Admin.Manager
and
CBC.ChargeBacks.Adjust
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Physical Content Manager
Function

Required Right

Defaults Rights for Roles

pcmrequestor | pcmadmin

ARCHIVES (see chapter 7)
Import archives and PCM settings | Admin.FilePlanArchive

in Records Manager
Import batch created storage Admin.FilePlanArchive
hierarchy in Records Manager
Export archives and PCM settings | Admin.FilePlanArchive

in Records Manager

and

‘admin’ role in Content

Server
BARCODES (see chapter 8)
Process barcode files PCM .Barcode.Process X
LABEL S (see chapter 9)
Print labels for users PCM.Admin.PrintLabel X
Print labels for storage locations | PCM.Admin.PrintLabel X
Print labels for physical items PCM.Admin.PrintLabel X
ADMINISTRATIVE TASK'S (see chapter 5)
Configure physical content PCM.Admin.Manager X
management environment
Run batch services PCM.Admin.Manager X
Set up charge types for PCM.Admin.Manager X
chargebacks and

CBC.ChargeBacks.Admin
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Physical Content Manager

Defaults Rights for Roles

physical content management

Function Required Right .
pcmrequestor | pcmadmin
Set up payment types for PCM.Admin.Manager X
chargebacks and
CBC.ChargeBacks.Admin
Set up hillers for chargebacks PCM.Admin.Manager X
and
CBC.ChargeBacks.Admin
Set up location types PCM.Admin.Manager X
and
PCM.Admin.Location
Types
Set up object types PCM.Admin.Manager X
Set up mediatypes PCM.Admin.Manager X
Set up custom metadatafieldsfor | PCM.Admin.Manager X

Note: The above table outlines the default, out-of-the-box situation. Physical Content
Manager’s security model is highly customizable, which meansthat it can be modified
to suit the needs of your specific content management environment.

EDIT ECM RIGHTS DIALOG

Use the Edit ECM Rights dialog to assign physical content management rights to Content
Server, Records Manager, or Physical Content Manager roles. To access it, complete the

following steps:

1. Loginto the content server as a system administrator.

2. Openthe Administration tray or top menu of your content server instance.

3. Click Admin Applets.

The Administration Applets page for your server is displayed.
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4. Click the User Admin icon.
The User Admin utility starts.

5. Choose Security—Permissions by Role from the menu.
The Permissions by Role dialog is displayed.

6. Select the role whose Physical Content Manager rights you want to review or modify,
and click Edit ECM Rights.

The Edit ECM Rightsdialog is displayed.

Figure4-1 Edit ECM Rightsdialog (PCM tab)

[ Edit ECM Rights ]

Edit Ecm rights for the role pemadmin:

ECM [ CBC PCM
[+ Physical Read ¥ Physical.Create
¥ Physical Edit ¥ Physical Move
¥ Physical Delete [+ Storage.Read
v Storage Create [ Storage Edit
¥ Storage.Delete [+ Storage Reserde
v Storage Block W Reservation.Read
¥ Reseration Create ¥ Reserdation Edit
¥ Reservation.Delete ¥ Reservation.Process
¥ Barcode Process v Admin.Manager

¥ Admin.LocationTypes v Admin.PrintLabel

ﬁl Cancel I

[Jarva Applet Window

Dialog Features
This dialog has three tabs:

« ECM—The ECM tab controls access rights to external content by agents that operate
outside of Records Manager. These rights do not apply to Physical Content Manager
asit isafeature of Records Manager and operates within its framework. Each of the
available agents has its own documentation.

«» CBC—The CBC tab controls access rights to the chargeback functionality of Physical
Content Manager (see below).
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«» PCM—The PCM tab controls access rights to the Physical Content Manager features
other than chargebacks (see below).

@ Note: Some of the rights are interconnected. This means that enabling or disabling certain
options will automatically also enable or disable other options. For example, if you disable
the Storage.Create right on the PCM tab, then the Storage.Edit right is disabled as well.
Conversely, if you enable the Reservation.Edit right, then the Reservation.Read and
Reservation.Create right are enabled automatically (if they were not already enabled).

CBC Tab

The table below describes the features of the CBC tab on the Edit ECM Rights dialog,
aswell asthe default rights for each of the predefined Physical Content Manager roles.

Defaults Rights for Roles
Feature Description

pcmrequestor | pcmadmin

CHARGEBACK RIGHTS

ChargeBacks.Read If you enablethis option, the user is
allowed to view information about
chargeback-related items
(transactions, invoices, etc.)

ChargeBacks.Create If you enablethisoption, the user is
allowed to create chargeback-
related items (transactions,
invoices, etc.)

ChargeBacks.Edit If you enablethisoption, the user is
alowed to edit chargeback-related X
items (transactions, invoices, etc.)

ChargeBacks.Delete If you enablethisoption, the user is
alowed to delete chargeback-
related items (transactions,
invoices, etc.)

ChargeBacks. If you enable this option, the user is
Printlnvoices alowed to print invoices (see page X
11-24).
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Defaults Rights for Roles

Feature Description

pcmrequestor | pcmadmin

ChargeBacks.MarkPaid If you enablethisoption, the user is
allowed to mark invoices as paid X
(see page 11-26)

ChargeBacks.Adjust If you enable this option, the user
is allowed to adjust invoices,

for example to manually override
invoice amounts (see page 11-22).

ChargeBacks.Admin If you enablethisoption, the user is
allowed to perform a number of
administrative chargeback tasks,
for example, define new charge
types, payment types, and billers
(see page 5-11).

PCM Tab

The table below describes the features of the PCM tab on the Edit ECM Rights dialog,
aswell asthe default rights for each of the predefined Physical Content Manager roles.

Defaults Rights for Roles

Feature Description
pcmrequestor | pcmadmin

PHYSICAL CONTENT RIGHTS

Physical.Read If you enablethis option, the user is
allowed to view information about | X X
aphysical item (see page 12-11).

Physical.Create If you enable this option, the user
isallowed to create aphysical item | X X
(see page 12-3).
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Defaults Rights for Roles
Feature Description

pcmrequestor | pcmadmin

Physical .Edit If you enable this option, the user
isallowed to edit a physical item X X
(see page 12-3).

Physical.Move If you enable this option, the user
is allowed to move a physical item
(see page 12-24) (i.e., change the X
current and/or permanent |location
of anitem).

Physical.Delete If you enable this option, the user
is alowed to delete a physical item X
(see page 12-23).

STORAGE RIGHTS

Storage.Read If you enablethisoption, the user is
allowed to view information about | X X
a storage location (see page 6-36).

Storage.Create If you enable this option, the user
is allowed to create a new storage X
location (see page 6-33).

Storage.Edit If you enablethisoption, the user is
allowed to edit an existing storage X
location (see page 6-35).

Storage.Delete If you enablethisoption, the user is
allowed to del ete a storage location X

(see page 6-37).

Storage.Reserve If you enable this option, the user is
allowed to reserve a storage X X
location (see page 6-39).
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Defaults Rights for Roles

Feature Description
pcmrequestor | pcmadmin
Storage.Block If you enable this option, the user
is alowed to block or unblock a X

storage location (see page 6-38).

RESERVATION RIGHTS

Reservation.Read If you enable this option, the user is
alowed to view information about | X X
reservations (see page 10-38).

Reservation.Create If you enable this option, the user
is alowed to create reservations X X
(see page 10-33).

Reservation.Edit If you enable this option, the user
is allowed to edit reservations X
(see page 10-34).

Reservation.Delete If you enable this option, the user
is alowed to delete reservations X
(see page 10-35).

Reservation.Process If you enable this option, the user
is alowed to process reservations
by modifying the status of request
items (for example, from “ Checked
out” to “Returned”) (see page
10-41).

BARCODE RIGHTS

Barcode.Process If you enable this option, the user
is allowed to process barcode files X
(see chapter 8).
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Defaults Rights for Roles
Feature Description

pcmrequestor | pcmadmin

ADMINISTRATION RIGHTS

Admin.Manager If you enable this option, the user
can access all of Physical Content
Manager’sadministrative functions
such as configuring the application
(see page 5-2), defining custom
metadata fields (see page 5-79),
configuring location types (see X
page 5-40), configuring object
types (see page 5-56), configuring
media types (see page 5-66),
printing user labels (see page 9-3),
and accessing request reports (see
page 10-32).

Admin.LocationTypes If you enable this option, the user is
alowed to configure location types
(see page 5-40) (providing that user
also has the Admin.Manager right).

Admin.PrintLabel If you enable this option, the user
is allowed to generate labels for
users, storage locations, or X
individual physical items (see
chapter 9).

SETTING RIGHTS FOR ROLES

Rights define what actions users are allowed to perform on content items. To assign rights
to user roles, complete the following steps:

1. Loginto the content server as a system administrator.
2. Openthe Administration tray or top menu.
3. Click Admin Applets.
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4-16

0.

The Administration Applets page for your server is displayed.
Click the User Admin icon.

The User Admin utility starts.

Choose Security—Per missions by Role from the menu.

The Permissions by Role dialog is displayed.

Select the role whose Physical Content Manager rights you want to review or modify,
and click Edit ECM Rights.

The Edit ECM Rights Dialog (page 4-9) is displayed.
Open the appropriate tab (PCM or CBC).

Set the appropriate rights by selecting or clearing the associated check boxes
(see page 4-9). Click OK when you are done.

Click Close to exit the Permissions by Role dialog.

10. Close the User Admin utility.

@ Note: The content server does not need to be restarted for the changes to take effect.
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CONFIGURING
PHYSICAL CONTENT MANAGER

OVERVIEW

This section isfor content administrators who are responsible for configuring Physical
Content Manager (generally those with the ‘pcmadmin’ role). It covers the following
topics:

+«» Configuring Physical Content Management Settings (page 5-2)
+« Configuring Chargebacks (page 5-11)

+«» Configuring Location Types (page 5-40)

++ Configuring Object Types (page 5-56)

+» Configuring Media Types (page 5-66)

+« Configuring Default Reservation Metadata VValues (page 5-76)
+» Configuring Custom Metadata Fields (page 5-79)

++ Creating Disposition Rules for Physical Content (page 5-88)
+» Specifying Barcode Values for Users (page 5-88)

@ Note: For information on security, refer to Chapter 4 (Physical Content Manager
Security). For information on setting up the storage space environment, refer to Chapter 6
(Setting Up Sorage Shace).
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CONFIGURING PHYSICAL CONTENT MANAGEMENT
SETTINGS

5-2

@

A number of system-wide configuration settings for the physical content management
environment are specified on the Physical Content Management page (see Figure 5-2
below).

Note: You must have the PCM.Admin.Manager right to access the Configure Physical
Content Management page. By default, thisright is assigned to the predefined ‘ pcmadmin’
role.

To access the Configure Physical Content Management page, complete the following
steps:

1. Loginto the content server as arecords administrator.

2. Openthe External Content tray or top menu.

3. Click Configure Physical Content.

Figure5-2 Configure Physical Content Management page

Configure Physical Content Management
| wConfigurstion v Requests  Process Barcode File  wReports  ~ Batch Services

Report Label Forrmat |=|1d-a-b¢ Acrobat =

Dafaull Transfer Method Fickup -
Default Regquest Priority |N{| Prricaity -
Default Checkout Period (days) |30

™ Delete comploted roquests

Redguest History Period (days) |
P Checkin intemal content item for res ervation workflow
T Update internal content ilerm for neservation workflow
I Do not natify users when checked-oul ilems ang overdus
I Allgw reservation reguestors to moditedelele their resenations
¥ Automatically update request waiting list
FF Show batch services

SubmilUpdste | Resst| Quick Help |
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Page Features
Thetable below describes the various features of the Configure Physical Content Manager

page.
Feature Description
Report Label Format Specifies the file format that report labels (such as user
labels and storage labels) should be output to. There are
two options:

* Adobe Acrobat (PDF files; initial default)—Thisis
the PDF format, which iswidely used as a platform-
independent, printer-independent file format for
documents.

* PCM Reports (PLB and PRT files)—These are
XML-based, plain-text datafiles created by Physical
Content Manager. PLB files are used for labels and
PRT filesfor reports. These formats can be viewed
and printed using the optional Print Report Utility,
which can be installed from the PCM distribution
media and also from [CS _Instance_Dir]/custony
Physical ContentManager/Client. For further details
on this utility, refer to Appendix A (Using the Print
Report Utility).

@ Note: Generated PDF files cannot be viewed
using Adobe Acrobat 5.x or earlier. You need
at least version 6.0 of the Acrobat software.
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Feature

Description

Default Transfer Method

Specifies the default transfer method for reserved
physical items. The following options are available:

* Copy—Thismeans that the physical content item
will be duplicated. and the copy will be provided to
the requestor. The copy can be physical (for
example, a document run through a copier or a
copied DVD) or electronic (for example, a scanned
document or an 1SO image of a CD).

e Fax—Thismeansthat the physical content item will
be faxed to its intended recipient.

* Mail—Thismeansthat the original physical content
item will be mailed to its intended recipient.

e Pickup (initial default)—This means that the
intended recipient will pick up the physical content
item in person.

* Email—This meansthat the content item will be
e-mailed to itsintended recipient.
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Feature

Description

Default Request Priority

Specifies the default request priority for reserved
physical content items. The following options are
available:

e NoPriority (initial default)—This means that
delivery of the requested item does not have any
particular priority (i.e., thereis no rush). The item
can be delivered in accordance with the applicable
fulfillment procedures.

*  ASAP Rush—This means that the requested item

should be delivered to its intended recipient as soon

as possible after the reservation was made.

e ThisMorning—This means that the requested item
should be delivered to itsintended recipient the same

morning that the reservation was made.

*  Today—This means that the requested item should

be delivered to itsintended recipient the same day
that the reservation was made.

e ThisWeek—This means that the requested item

should be delivered to itsintended recipient the same

week that the reservation was made.

Default Checkout Period
(days)

Specifies the number of days that areserved physica

item may be checked out by default. Asan administrator,

you can override this default value when processing a
reservation.

The default number of daysis 30.

Delete completed requests

Specifies whether fulfilled reservation requests are
automatically deleted from the reservations history
after the defined number of days (see next item).

A reservation request is considered completed if none
of itsrequest items are till pending (in process), on a
waiting list, or checked out—in other words, they are
returned, denied, not found, unavailable, or cancelled.

% Initial default: disabled.
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Feature

Description

Request History Period
(days)

This option is available only if the “ Delete completed
requests’ check box is selected (see previous item).

It specifies the maximum number of daysthat a
reservation request is stored in areservations history.
This may be useful for logging or tracking purposes.
After the request exceeds the maximum specified age, it
is automatically deleted from the reservations history.

Check in interna content
item for reservation
workflow

Specifies whether a new, internal content item is
checked into the content server when someone makes
areservation request for aphysical item. Thisinternal
content item subsequently goes through the standard
reservations workflow, which is used for approval and
notification purposes (see page 10-5).

If you clear this check box, users can still make
reservations, but no-one will receive any e-mail
notifications about them (not even the system
administrator).

« Initia default: enabled.

Update internal content item
for reservation workflow

Thisoption is available only if the “Check in internal
content item for reservation workflow” check box is
selected. It specifies whether a new revision of the
checked-in content item for areservation request is
created when someone modifies that reservation request
(for example, by changing its delivery method). This
updated content item subsequently goes through the
standard reservations workflow, which is used for
approval and notification purposes (see page 10-5).
If you clear this check box, no-one will receive any
e-mail notifications about the reservation change
(not even the system administrator).

% Initial default: disabled.

Do not notify users when
checked-out items are
overdue

Specifies whether users who have checked out a
reservation item will receive an e-mail notification if
that item is past its due date.
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Feature

Description

Allow reservation reguestors
to modify/delete their
reservations

Specifies whether users that create a reservation request
are allowed to modify or delete their own open
reservation requests, even if they do not have the

PCM .Reservation.Delete and/or PCM.Reservation.Edit
rights. If users do have these rights, this option does not
change anything for them.

If this option is enabled, usersthat create areservation
request can edit the metadata for their own reservations
and request items. They cannot edit the status of a
request item, but they are able to cancel theitem. In
addition, they can delete their own reservations and
request items.

% Initial default: disabled.

Automatically update
request waiting list

Specifies whether waiting lists for requests are updated
automatically or whether the administrator should do this
manually.

With this check box selected, when areserved itemis
returned (and marked as such), the waiting list for this
item, if any, is updated automatically to change the
reservation status for the next requestor on the list from
“Waiting List” to “In Process.”

If this check box is cleared, the administrator needs to
manually do this on any of the reservation pages.

«» |nitia default; enabled.

Show batch services

Specifies whether the batch services for Physical
Content Manager are available in the External Content
menu (see page 3-3). These services enable system
administrators to run scheduled tasks immediately rather
than wait for the standard scheduled time (once aday at
midnight).

% Initia default: disabled.
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Feature Description

Submit Update button Click this button to submit your updated configuration
settings.

Reset button Click this button to return the page to itsinitial default
settings.

Quick Help button Click this button to display context-sensitive help
information about this page.

Menu Bar

The Configure Physcial Content node may contain any of the following menu items,
depending on a user’s assigned rights:

+«+ Configuration—This menu has the following options:

Batch Storage Creation

Choose this option to create a storage space definition file that can be imported
into Physical Content Manager to add a new storage space to an existing
environment. See Create Batch Storage Import File Page (page 6-24) for further
details.

Chargebacks
Choose this option to configure a number of settings and perform tasks related to
chargebacks. See Configuring Chargebacks (page 5-11) for further details.

L ocation Types

Choose this option to configure the types of location that can be used to store
external, physical content. See Configuring Location Types (page 5-40) for
further details.

Object Types

Choose this option to configure the object types for storage locations. See
Configuring Object Types (page 5-56) for further details.

Media Types

Choose this option to configure the media types for storage locations. See
Configuring Media Types (page 5-66) for further details.

Storage
Choose this option to set up the storage environment for physical items.
See Chapter 6 (Setting Up Sorage Space) for further details.
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* Custom Metadata
Choose this option to set up custom metadata fields that your organization
needs for external, physical content. See Configuring Custom Metadata Fields
(page 5-79) for further details.

* Reservation Default M etadata
Choose this option to configure the default metadata val ues for reservations for
physical items that are checked into the content server. See Configuring Default
Reservation M etadata Val ues (page 5-76) for further details.

®

+ Requests—This menu has the following options:

» All pending requests
Choose this option to display alist of al reservation requests that are currently
being processed.

» All checked-out requests
Choose this option to display alist of all reservation requests for which the
physical content items are checked out (waiting to be returned).

* All overduerequests
Choose this option to display alist of all reservation requests for which the
checked-out physical content items are past their return due date.

®

« ProcessBarcode File
Choose this option to import the data of a barcode file generated by a barcode scanner
into the content server. See Chapter 8 (Working With Barcodes) for further details.

+ Reports—This menu has the following options:

» Scheduled PCM reports
Choose this option to view all scheduled PCM reports.

* Print User Labels
Choose this option to generate afile with barcodes for a specific user or all users
in the system. The file format depends on the Report Label Format setting on the
Configure Physical Content Management page (see page 5-2). See User Labels
(page 9-3) for further details.

++ Batch Services—This opens a submenu that contains a number of physical content
management services that can be performed. These enable system administrators to
run certain tasks immediately rather than wait for the standard scheduled time (once a
day at midnight). The following services are available:

* Process Storage Space Counts
Choose this option to immediately recal culate the occupied space in the storage
locations (i.e., update the Spaces Available and Spaces Used fields on the
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exploring pages) rather than wait for the scheduled daily update to occur. This
enables you to update the space availability numbers on the Storage Information

pages (see page 6-30).

Process Over due Requests

Choose this option to immediately check all checked-out, reserved items that are
past their return due date.

Notify Requestors of Overdue Requests
Choose this option to immediately notify send e-mail notifications to those users
with with items out that are past their return due date.

Delete Completed Reservations

Thisoption is available only if the “ Delete completed requests’ check box on the
Configure Physical Content Manager page (see page 5-2) is selected. Chooseit to
immediately delete all reservation requests that were successfully completed
before the defined reservation history cut-off. The timeframe during which
reservation requests are saved is defined on the Configure Physical Content
Manager page. A reservation request is considered completed if none of its
request items are still pending (in process), on awaiting list, or checked out—in
other words, they are returned, denied, not found, unavailable, or cancelled.

Update User swith no Barcodes

Choose this option to set the barcode values for users that currently do not have a
barcode value in their User Admin properties. Thisis useful for all usersthat were
aready defined when the Physical Content Manager software was installed. The
barcode values are set to the user login namesin all upper-case letters. For
example, the value for a user with login ‘jsmith’ isset to *JSMITH’. If the user
login name contains accented letters (for example, ‘kmidiller’), then they are
represented as hexadecimal values (for example, ‘KMC39CLLER'’). The barcode
values are used for user |abels (see page 9-3).

Note: The Batch Services option is only displayed if the corresponding option on the
Configure Physical Content Manager page is enabled (see page 5-2).
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The menu items available to users depend on the rights that they have been assigned.
A content administrator with all access rights (typically assigned the predefined
‘pcmadmin’ role) will see al administrator menus. Other users (for example, those
assigned the default * pcmrequestor’ role) may see a much smaller subset of the
administrator menus, depending on their assigned rights.

Note: For more information about Physical Content Manager rights and roles, refer to

Chapter 4 (Physical Content Manager Security).

CONFIGURING CHARGEBACKS

Configuring Physical Content Manager

This section covers the following topics:

Concepts

+« About Chargebacks (page 5-12)

R/
0.0

®
0’0

Predefined Charge Actions (page 5-13)
Predefined Payment Types (page 5-14)

Interface

Configure Chargebacks Page (page 5-14)
Configure Charge Type Page (page 5-16)
Create/Edit Charge Type Page (page 5-17)
Charge Type Information Page (page 5-20)
Select Object Type Page (page 5-21)

Select Media Type Page (page 5-22)
Configure Payment Types Page (page 5-23)
Create/Edit Payment Types Page (page 5-24)
Payment Type Information Page (page 5-26)
Configure Billers Page (page 5-27)
Create/Edit Biller Page (page 5-28)

Biller Information Page (page 5-31)
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Tasks

¢ Creating a Charge Type (page 5-32)
+«» Editing a Charge Type (page 5-33)

+ Viewing a Charge Type (page 5-33)
+« Deleting a Charge Type (page 5-34)
+» Creating a Payment Type (page 5-35)
+« Editing a Payment Type (page 5-35)
« Viewing a Payment Type (page 5-36)
% Deleting a Payment Type (page 5-37)
+« Creating aBiller (page 5-37)

+ Editing aBiller (page 5-38)

« Viewing aBiller (page 5-39)

« Deleting aBiller (page 5-39)

About Chargebacks

Chargebacks are fees that are charged to people or businesses for the use of storage
facilities or actions performed on physical itemsin the storage facilities. The Physical
Content Manager application enables you to generate invoices for the storage, use,
reservation, and destruction of the managed content. These invoices can then be sent to the
internal or external customers in accordance with the applicable business procedures.

The system administrator sets up charge types (billable events), payment types (methods
of payment), and billers (users or organizations that will be billed). Once set up, each
billable action (creation, reservation, storage, destruction) can be transacted to a particular
biller by creating invoices which contain one or more transactions on physical items that
have occurred for these billers.

A chargetypeisadefined transaction that is triggered by certain criteria. For example,
creation of a physical item of object type ‘Box” and mediatype “Paper” may cost, say,
$5 per occurrence, while reservation of an item with priority “ASAP Rush” may cost $20.
Every time someone performs an action that meets the criteria of a charge type, abillable
transaction is recorded for the associated user or organization (biller). The system will
always use the charge type that is most specific—in other words, if charge type A has two
criteriaand charge type B has the same two criteria plus another one, it will be charge type
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B that is recorded for atransaction that meets all three criteria of charge type B (even
though it also meets the two criteria of charge type A).

Each charge type has an amount of money associated with it, which can be per record or
for a specific period of time. For example, you could charge afee every time a physical
item is created (or reserved or destroyed), or you could charge a monthly fee to store
aphysical item.

A payment type specifies how internal or external customers pay for the services
rendered. There are three predefined payment types (credit card, check, and invoice),
but you can also create custom payment types.

Billersare internal or external users or organizations that are charged for the services
rendered on physical items. They will receive the invoices generated by Physical Content
Manager (in accordance with the applicable business procedures) and make the payments
for the chargebacks.

Once the charge types, payment types, and billers are defined, they can be used to create
invoices to submit to the different billers for each billable event (transaction). These
invoices can be run on as as-needed basis or they can be scheduled automaticaly in
accordance with defined criteria.

@ Note: You must have the PCM.Admin.Manager right to work with chargebacks.
By default, thisright is assigned to the predefined ‘ pcmadmin’ role. In addition, the
chargeback feature has its own set of rights which define what users can do in this area
(see page 4-11).

Predefined Charge Actions

The out-of-the-box Physical Content Manager application comes with the following
predefined charge actions:

« Creation—This meansthat auser ishilled if aphysical item iscreated (i.e., assigned
to alocation in the storage environment).

« Destruction—This meansthat a user isbilled if aphysical item is destroyed.

+ Reservation—This meansthat a user is billed if areservation request is made for a
physical item.

+ Storage—This meansthat auser ishilled if aphysical itemis stored.
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Predefined Payment Types

The out-of-the-box Physical Content Manager application comes with the following
predefined payment types:

+ Credit Card—To charge a biller paying via a credit card.
%+ Check—To charge a biller paying via check.

+ Invoice—To charge abiller by submiting an invoice to them.

Configure Chargebacks Page

@ Note: You must have the PCM.Admin.Manager and PCM.Admin.LocationTypes rights
to access the Configure Chargebacks page. By default, thisright is assigned to the
predefined ‘ pcmadmin’ role.

Use the Configure Chargebacks page to set up the chargeback functionality in Physical
Content Manager. To access this page, complete the following steps:
1. Loginto the content server as an administrator.
2. Open the External Content tray or top menu.
3. Click Configure Physical Content.
The Configure Physical Content Management page is displayed (see page 5-2).
4. Choose Configure—Char gebacks.

Figure5-3 Chargebacks configuration page

Configure Chargebacks

» Configure  Browse Add Transackion acreen Charges

[ ] Enahle Automatic Processing of Creation Charges
[ ] Enahle Automatic Processing of Destruction Charges

[] Enable Autornatic Frocessing of Reservation Charges
[ Submit Update ][Heset][ Quick Help ]
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Page Features
The table below describes the various features of the Configure Chargebacks page.

Feature Description

Enable Automatic Processing | Select this check box if you want Physical Content
of Creation Charges to automatically create transactions for creating
physical items. If you do not enable this option, you
need to create transactions manually for billable
creation events. See Chapter 11 (Working With
Chargebacks) for more information.

Enable Automatic Processing | Select this check box if you want Physical Content
of Destruction Charges to automatically create transactions for destroying
physical items. If you do not enable this option, you
need to create transactions manually for billable
descruction events. See Chapter 11 (Working With
Chargebacks) for more information.

Enable Automatic Processing | Select this check box if you want Physical Content
of Reservation Charges to automatically create transactions for reserving
physical items. If you do not enable this option, you
need to create transactions manually for billable
reservation events. See Chapter 11 (Working With
Chargebacks) for more information.

Submit Update button Click this button to submit your updated location
type definitions.

Reset Click this button to clear all changes made since
loading the page.

Quick Help button Click this button to display context-specific help

information about this page.

Menu Bar

A menu bar is available to users with the right permission level. The following
configuration options are available in the Configure menu:

+» Configure Charge Types—Click this option to open the Configure Charge Type
Page (page 5-16).
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@

@

+» Configure Payment Types—Click this option to open the Configure Payment Types
Page (page 5-23).
+«» Configure Billers—Click this option to open the Configure Billers Page (page 5-27).

Note: See Chapter 11 (Working With Chargebacks) for more information on the other
items on the menu bar.

Configure Charge Type Page

Note: You must have the PCM.Admin.Manager and CBC.ChargeBacks. Admin rights
access this page. By default, thisright is assigned to the predefined ‘ pcrmadmin’ role.

Use the Configure Charge Type page to view all defined charge types. You can also add
and delete charge types from this page. To access this page, complete the following steps:
1. Loginto the content server as an administrator.
2. Open the External Content tray or top menu.
3. Click Configure Physical Content.
The Configure Physical Content Management page is displayed (see page 5-2).
4. Choose Configure—Char gebacks.
The Configure Chargebacks Page (page 5-14) is displayed.
5. Click Configure—Configure Charge Types.

Figure5-4 Configure Charge Types page

Configure Charge Types Fourd 0 potentisl kems )
~Configure ~Browss v ChangeView  Add Trandadtion  Sorsen Charges

Delete Add
| Charge Type I Ations

] | B Monthly Sobnags LA ]
] | Meda Reservation £l @
1 | MorthiyBilingMedis =l @
O | Storege Reservation L= ]

This page lists all defined charge types.
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Note: The system will always use the charge type that is most specific—in other words,

if charge type A has two criteria and charge type B has the same two criteria plus another
one, it will be charge type B that is recorded for atransaction that meets all three criteria of
charge type B (even though it also meets the two criteria of charge type A).

Page Features

The table below describes the various features of the Configure Charge Type page.

Feature

Description

Delete

Check the box to mark the invoice for deletion.

Charge Type ID

Name of the charge type.

Actions menu icon (k=)

If you click on thisicon, a popup menu is displayed

with the following options (depending on your

assigned rights):

+« Edit Charge Type—Choose this option to
display the information to the selected invoice.

% Delete Charge Type—Choose this option to
display the individual transactions for the
invoice.

Create/Edit Charge Type Page

Create Charge Type Page

Use the Create Charge Type page to define a new charge type. To access this page,

complete the following steps:

Note: You must have the PCM.Admin.Manager and CBC.ChargeBacks.Admin and
CBC.ChargeBacks.Create rights to access this page. By default, thisright is assigned to

the predefined ‘ pcmadmin’ role.

1. Log into the content server as an administrator.

2. Openthe External Content tray or top menu.

3. Click Configure Physical Content.

The Configure Physical Content Management page is displayed (see page 5-2).
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4. Choose Configure—Char gebacks.

The Configure Chargebacks Page (page 5-14) is displayed.
5. Select Configure—Charge Types.

Configure Charge Type Page (page 5-16) is displayed.
6. Click Add.

Figure5-5 Create Charge Type page

Create Charge Type

Charge Type D

Transfer Methods |

Description

= Action w

Charge Amount [ "
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hedia Types
e
e
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Edit Charge Type Page

Use the Edit Charge Type page to modify the properties of an existing charge type.

To access this page, compl ete the following steps:

Note: You must have the PCM.Admin.Manager and CBC.ChargeBacks.Admin and
CBC.ChargeBacks.Edit rights to access this page. By default, thisright is assigned to the

predefined ‘ pcmadmin’ role.

1. Loginto the content server as an administrator.
2. Openthe External Content tray or top menu.

3. Click Configure Physical Content.

The Configure Physical Content Management page is displayed (see page 5-2).

4. Choose Configure—Char gebacks.
The Configure Chargebacks Page (page 5-14) is displayed.
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5. Select Configure—Charge Types.

6. Inthelist of existing charge types, select the item you want to edit, and click Edit
Charge Typein the action icon menu (k5]).

Page Features

The table bel ow describes the various features of the Create Charge Type and Edit Charge
Type pages.

Feature Description

Charge Type ID Enter aunique identifier for the charge type.

K/

% Required.

< Maximum number of characters: 30.
Thisfield isview-only on the Edit Charge Type page.

Description Enter abrief description for the charge type.
< Required.
< Maximum number of characters. 60.

Action Enter the action of the charge type. It will be either
Creation, Destruction, Reservation, or Storage.

“ Required.

Charge Amount Enter the amount of the charge, on Dollars and Cents.
In the drop-down box, select if the chargeis per record or
per period.

Frequency Enter the frequency of the storage period. Thisis
available only when the Action is set to ‘ Storage’.

Object Types Usign the Browse button, select the appropriate object
type(s) that should trigger this charge type. If you click
the Browse button, the Select Object Type Page

(page 5-21) is displayed.

See Predefined Object Types (page 5-57) for more
information.
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Feature Description

Media Types Using the Browse button, select the media type(s) that
should trigger charge type. If you click the Browse
button, the Select Media Type Page (page 5-22) is
displayed.

See Predefined Media Types (page 5-67) for more
information.

Transfer Methods Select the transfer method of reservations that should
trigger the charge type. Thisfield is only available for
reservations. See Transfer Method (page 10-8) for
further details.

Priorities Select the transfer method of reservations that should
trigger the charge type. Thisfield is only available for
reservations. See Priority (page 10-8) for further details.

Note: The system will always use the charge type that is most specific—in other words,
if charge type A has two criteria and charge type B has the same two criteria plus another
one, it will be charge type B that is recorded for atransaction that meets all three criteria of
charge type B (even though it also meets the two criteria of charge type A).

Charge Type Information Page

Note: You must have the PCM.Admin.Manager and CBC.ChargeBacks.Admin and
CBC.ChargeBacks.Read rights to access this page. By default, thisright is assigned to the
predefined ‘ pcmadmin’ role.

Use the Charge Type Information page to view the properties of an existing charge type.
To access this page, compl ete the following steps:

1
2.
3.

Log into the content server as an administrator.

Open the External Content tray or top menu.

Click Configure Physical Content.

The Configure Physical Content Management page is displayed (see page 5-2).

Choose Configure—Char gebacks.
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The Configure Chargebacks Page (page 5-14) is displayed.

5. Select Configure—Charge Types.

6. Inthelist of charge types, select the item whose properties you want to see, and click
theinfoicon ().

Figure5-6 Charge Type Information page

Charge Type Information

Edi  Delste |

Charge Type ID: Media Reseration
Description: Reservalion charge for Media
Action: Reservalion
Charge Amount: $0.50 Per Record
Frequency:
Dbject Types: Box,DocumentFalder Micro,Optical Tape
Media Types: Audio,Box, CD, Data,Dise, Dwd,Fax Folder Microfiche, Microfilm, Mixed Paper Photo, Visual
Transfer Methods: wawbdail wwPickup wawEmail Deliver
Priorities: wwioPriority, waASAPRushwwThisMoming waToday wwThisWeek

This page shows the current properties of the selected charge type. Only the fields that
contain information are displayed.

Menu Bar

Depending on your assigned rights, there may be the following options in the menu bar at
the top of the page:

+ Edit—Choose this option to edit the current charge type (see page 5-33).

®

+ Delete—Choose this option to delete the current charge type (see page 5-34).

Select Object Type Page

The Select Object Type page is displayed when you create or edit a charge type, either by
pressing ‘Add’ on the Configure Charge Type Page (page 5-16) or ‘Edit’ on the Charge
Type Information Page (page 5-20).
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Figure5-7 Select Object Types pop-up

Select Object Types

Unassigned Chject Types Azagred Obpect Types
Content I'-1i-c|-:|
Falder ) Opptical
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An object type is the type of strage container for the mediait can hold. The particular
mediatypes that can be contained in an object type are defined by the administrator. An
object type can hold any combination of media types when configured to do so.

The Select Object Type page is used to select the particular object types that have already
been defined to be used for the selected charge type. Select an object type by highlighting
it in the Unassigned Object Types list and press the right arrow (®') to moveit to the
Assigned Object Types. To remove an object, select it in the Assigned Object Types
window and press the |eft arrow (#).

The boxeslist all defined object types. See Configuring Object Types (page 5-56) for
more information.

Select Media Type Page

The Select Media Type page is displayed when creating or editing a Charge Type, either
by pressing ‘ Add’ on the Configure Charge Type Page (page 5-16) or ‘ Edit’ on the Charge
Type Information Page (page 5-20).
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Figure5-8 Select Media Types pop-up

Select Media Types
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A mediatype isthe material that the data being stored is physically contained on. Media
types are contained within object types. Object types can be defined to hold any media
type, or multiple types of media, including all possible types of media.

The Select Media Type page is used to select the particular media types that have already
been defined to be used for the selected charge type. Select amediatype by highlighting it
in the Unassigned Media Types list and press the right arrow (®) to move it to the
Assigned Media Types. To remove an object, select it in the Assigned Media Types
window and press the left arrow (#).

Theboxeslist all defined mediatypes. See Configuring Media Types (page 5-66) for more
information.

Configure Payment Types Page

@ Note: You must have the PCM.Admin.Manager and CBC.ChargeBacks.Admin rights
access this page. By default, thisright is assigned to the predefined ‘ pcmadmin’ role.

Use the Configure Payment Type page to view all defined payment types. You can also
add and delete payment types from this page. To access this page, complete the following

steps:
1. Loginto the content server as an administrator.
2. Openthe External Content tray or top menu.

3. Click Configure Physical Content.
The Configure Physical Content Management pageis displayed (see page 5-2).
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4. Choose Configure—Char gebacks.
The Configure Chargebacks Page (page 5-14) is displayed.
5. Select Configure—Payment Types.

Figure5-9 Configure Payment Types page
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Create/Edit Payment Types Page

Create Payment Type Page

Use the Create Payment Types page to create and define the properties of an existing
payment type. To access this page, complete the following steps:

@ Note: You must have the PCM.Admin.Manager and CBC.ChargeBacks.Admin and
CBC.ChargeBacks.Create rights to perform this task. By default, thisright is assigned to
the predefined ‘ pcmadmin’ role.
1. Log into the content server as an administrator.
2. Openthe External Content tray or top menu.
3. Click Configure Physical Content.
The Configure Physical Content Management page is displayed (see page 5-2).
4, Choose Configure—Chargebacks.
The Configure Chargebacks Page (page 5-14) is displayed.
5. Select Configure—Payments.
The Configure Payment Types Page (page 5-23) is displayed.
6. Inthetop bar of thelist of existing payment types, click Add.
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Figure5-10 Create Payment Type

Create Payment Type
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Edit Payment Type Page

Use the Create Payment Types page to create and define the properties of an existing
payment type. To access this page, complete the following steps:

@ Note: You must have the PCM.Admin.Manager and CBC.ChargeBacks.Admin and
CBC.ChargeBacks.Edit rights to access this page. By default, thisright is assigned to the
predefined ‘ pcmadmin’ role.

1
2.
3.

Log into the content server as an administrator.

Open the External Content tray or top menu.

Click Configure Physical Content.

The Configure Physical Content Management page is displayed (see page 5-2).
Choose Configure—Char gebacks.

The Configure Chargebacks Page (page 5-14) is displayed.

Select Configure—Payments.

The Configure Payment Types Page (page 5-23) is displayed.

In the list of payment types, select the item whose properties you want to see, and
click theinfoicon ((@)).

The Payment Type Information Page (page 5-26) pageis displayed
In the titlebar, click Edit.
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Page Features

The table below describes the various features of the Create Payment Type and Edit
Payment Type pages.

Feature Description

Payment ID Enter aunigue identifier for the payment type. Thisis
the name that is displayed in the location type hierarchy
(see page 5-43).

+ Required.

«  Maximum number of characters; 30.

Thisfield is view-only on the Edit Payment Type page.

Description Enter a brief description for the payment type.
“ Required.
< Maximum number of characters: 60.

Payment Type Information Page

Note: You must have the PCM.Admin.Manager and CBC.ChargeBacks.Admin and
CBC.ChargeBacks.Read rights to access this page. By default, thisright is assigned to the
predefined ‘ pcmadmin’ role.

Use the Payment Type Information page to view the properties of an existing payment
type. To access this page, complete the following steps:
1. Loginto the content server as an administrator.
2. Openthe External Content tray or top menu.
3. Click Configure Physical Content.
The Configure Physical Content Management page is displayed (see page 5-2).
4. Choose Configure—Char gebacks.
The Configure Chargebacks Page (page 5-14) is displayed.
5. Sedlect Configure—Configure Payment Types.
The Configure Payment Types Page (page 5-23) is displayed.
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6. Inthelist of payment types, select the item whaose properties you want to see, and
click theinfoicon ((&)).

Figure5-11 Payment Type Information page

Payment Type Information
Edit  Delete

Payment ID: Check
Description: Check

This page shows the current properties of the selected payment type.

Menu Bar

Depending on your assigned rights, there may be the following options in the titlebar in
top-right corner of the page:

+ Edit—Choose this option to edit the current payment type (see page 5-35).
+ Delete—Choose this option to delete the current payment type (see page 5-37).

Configure Billers Page

@ Note: You must have the PCM.Admin.Manager and CBC.ChargeBacks.Admin rights
access this page. By default, thisright is assigned to the predefined ‘ pcmadmin’ role.

Use the Configure Billers page to view all defined billers. You can also add and delete
billers from this page. To access this page, complete the following steps:
1. Log into the content server as an administrator.
2. Openthe External Content tray or top menu.
3. Click Configure Physical Content.
The Configure Physical Content Management page is displayed (see page 5-2).
4, Choose Configure—Chargebacks.
The Configure Chargebacks Page (page 5-14) is displayed.
5. Select Configure—Configure Billers.

The Configure Billers Page (page 5-27) is displayed.

Physical Content Manager Administration Guide 5-27



Configuring Physical Content Manager

5-28

Figure5-12 Configure Billers page
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Create/Edit Biller Page

Create Biller

Use the Create Biller page to define the properties of a biller. To access this page,
complete the following steps:

Note: You must have the PCM.Admin.Manager and CBC.ChargeBacks.Admin and
CBC.ChargeBacks.Create rights to access this page. By default, thisright is assigned to
the predefined ‘ pcmadmin’ role.

1
2.
3.

Log into the content server as an administrator.

Open the External Content tray or top menu.

Click Configure Physical Content.

The Configure Physical Content Management page is displayed (see page 5-2).
Choose Configure—Char gebacks.

The Configure Chargebacks Page (page 5-14) is displayed.

Select Configure—Configure Billers.

The Configure Billers Page (page 5-27) is displayed.

Click Add.
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igure5-13 Create Biller page
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Edit Biller

Use the Edit Biller page to modify the properties of an existing biller. To access this page,
complete the following steps:

@ Note: You must have the PCM.Admin.Manager and CBC.ChargeBacks.Admin and
CBC.ChargeBacks.Edit rights to access this page. By default, thisright is assigned to the
predefined ‘ pcmadmin’ role.

1
2.

Log into the content server as an administrator.

Open the External Content tray or top menu.

Click Configure Physical Content.

The Configure Physical Content Management page is displayed (see page 5-2).
Choose Configure—Char gebacks.

The Configure Chargebacks Page (page 5-14) is displayed.

Select Configure—Configure Billers.

The Configure Billers Page (page 5-27) is displayed.
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6. Inthelist of billers, select the item whose properties you want to see, and click the

infoiicon ((&)).

The Biller Information Page (page 5-31) is displayed.

7. Click Edit.

Page Features

The table below describes the various features of the Create Biller and Edit Biller pages.
Information that is not entered will not appear on the Information page.

Feature Description
Biller ID Enter aunigue identifier for the group being billed. This
isthe namethat is displayed in the location type
hierarchy (see page 5-43).
% Required.
< Maximum number of characters: 30.
Thisfield is view-only on the Edit L ocation Type page.
Description Enter abrief description for the biller.
« Required.
% Maximum number of characters: 60.
Address 1 Enter the address of the Billing group, if desired.
Address 2 Enter additional address information of the Billing
group, if desired.
City Enter the city for the biller.
State Enter the state for the biller
Postal Code Usign the ‘Browse' button, select the appropriate object
types for this chargeback. When the browse button is
pressed, the Select Object Types window pops up.
Country Enter the country for the biller.
Phone Enter the phone number for the biller.
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Feature Description

IsActive Enter if the Biller is still active, or if they are no longer
active.
« Required

Biller Information Page

@ Note: You must have the PCM.Admin.Manager and CBC.ChargeBacks.Admin and
CBC.ChargeBacks.Read rights to access this page. By default, thisright is assigned to the
predefined ‘ pcmadmin’ role.

Use the Location Type Information page to view the properties of an existing location
type. To access this page, complete the following steps:

1
2.
3.

Log into the content server as an administrator.

Open the External Content tray or top menu.

Click Configure Physical Content.

The Configure Physical Content Management page is displayed (see page 5-2).
Choose Configure—Char gebacks.

The Configure Chargebacks Page (page 5-14) is displayed.

Select Configure—Configure Billers.

The Configure Billers Page (page 5-27) is displayed.

Inthelist of billers, select the item whose properties you want to see, and click the
infoicon ((&)).

Figure5-14 Charge Type Information page

Biller Information
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This page shows the current properties of the selected location type. Only the fields that
contain information, as well as the required fields, are displayed. For example, if no
address has been specified for the biller, thisfield is not shown on the page.

Menu Bar

Depending on your assigned rights, there may be the following optionsin the titlebar in
top-right corner of the page:

+ Edit—Choose this option to edit the current biller (see page 5-38).
+ Delete—Choose this option to delete the current biller (see page 5-39).

Creating a Charge Type

Use this procedure to create a new charge type that can be used for chargebacks.
Note: You must have the PCM.Admin.Manager and CBC.ChargeBacks.Admin and
CBC.ChargeBacks.Create rights to perform thistask. By default, thisright is assigned to
the predefined ‘ pcmadmin’ role.
To create a charge type, complete the following steps:
1. Loginto the content server as an administrator.
2. Openthe External Content tray or top menu.
3. Click Configure Physical Content.

The Configure Physical Content Management page is displayed (see page 5-2).
4. Choose Configure—Chargebacks.

The Configure Chargebacks Page (page 5-14) is displayed.
5. Select Configure—Charge Types.

The Configure Charge Type Page (page 5-16) is displayed.
6. Click Add.

The Create/Edit Charge Type Page (page 5-17) is displayed.
7. Specify the properties of the charge type, and click OK.

The new charge type is how added to the bottom of the list on the Configure Charge
Type Page (page 5-16).

Physical Content Manager Administration Guide



Configuring Physical Content Manager

Editing a Charge Type

Use this procedure to modify an existing charge type.

@ Note: You must have the PCM.Admin.Manager and CBC.ChargeBacks.Admin and
CBC.ChargeBacks.Edit rightsto perform this task. By default, thisright is assigned to the
predefined ‘ pcmadmin’ role.

To edit a charge type, complete the following steps:
1. Loginto the content server as an administrator.
2. Openthe External Content tray or top menu.
3. Click Configure Physical Content.
The Configure Physical Content Management page is displayed (see page 5-2).
4. Choose Configure—Char gebacks.
The Configure Chargebacks Page (page 5-14) is displayed.
5. Select Configure—Charge Types.
The Configure Charge Type Page (page 5-16) is displayed.

6. Inthelist of existing charge types, select the item you want to edit, and click
Edit Charge Typein the action icon menu (¥Z]).

The Create/Edit Charge Type Page (page 5-17) is displayed.

7. Modify the properties of the charge type as required, and click OK when you are
done.

Viewing a Charge Type

Use this procedure to view the properties of an existing charge type.

@ Note: You must have the PCM.Admin.Manager and CBC.ChargeBacks.Admin and
CBC.ChargeBacks.Read rightsto perform thistask. By default, thisright is assigned to the
predefined ‘ pcmadmin’ role.

To view a charge type, complete the following steps:
1. Loginto the content server as an administrator.
2. Openthe External Content tray or top menu.

3. Click Configure Physical Content.
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The Configure Physical Content Management page is displayed (see page 5-2).
Choose Configure—Char gebacks.

The Configure Chargebacks Page (page 5-14) is displayed.

Select Configure—Charge Types.

The Configure Charge Type Page (page 5-16) is displayed.

In the list of charge types, select the item whose properties you want to see, and click
theinfoicon ((i)).

The Charge Type Information Page (page 5-20) is displayed, which lists all properties
of the existing charge type.

Deleting a Charge Type

Use this procedure to delete an existing charge type.

Note: You must have the PCM.Admin.Manager and CBC.ChargeBacks.Admin and
CBC.ChargeBacks.Delete rights to perform thistask. By default, thisright is assigned to
the predefined ‘ pcmadmin’ role.

To delete a charge type, complete the following steps:

1
2.
3.

Log into the content server as an administrator.

Open the External Content tray or top menu.

Click Configure Physical Content.

The Configure Physical Content Management page is displayed (see page 5-2).
Choose Configure—Char gebacks.

The Configure Chargebacks Page (page 5-14) is displayed.

Choose Configure—Charge Types.

The Configure Charge Type Page (page 5-16) is displayed.

Inthelist of existing charge types, select the item you want to edit, and click
Delete Charge Type in the action icon menu (K=]).

The charge typeis deleted.
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Creating a Payment Type

Use this procedure to create a new payment type that can be used for chargebacks.
@ Note: You must have the PCM.Admin.Manager and CBC.ChargeBacks.Admin and
CBC.ChargeBacks.Create rights to perform this task. By default, thisright is assigned to
the predefined ‘ pcmadmin’ role.
To create a charge type, complete the following steps:
1. Loginto the content server as an administrator.
2. Openthe External Content tray or top menu.
3. Click Configure Physical Content.
The Configure Physical Content Management pageis displayed (see page 5-2).
4. Choose Configure—Char gebacks.
The Configure Chargebacks Page (page 5-14) is displayed.
5. Choose Configure—Payment Types.
The Configure Payment Types Page (page 5-23) is displayed.
6. Click Add.
The Create/Edit Payment Types Page (page 5-24) is displayed.
7. Specify the properties of the payment type, and click OK.

The new payment type is how added to the bottom of the list on the Configure
Payment Types Page (page 5-23).

Editing a Payment Type

Use this procedure to modify an existing payment type.

@ Note: You must have the PCM.Admin.Manager and CBC.ChargeBacks.Admin and
CBC.ChargeBacks.Edit rights to perform this task. By default, thisright is assigned to the
predefined ‘ pcmadmin’ role.

To edit a payment type, complete the following steps:
1. Loginto the content server as an administrator.
2. Openthe External Content tray or top menu.

3. Click Configure Physical Content.
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@

The Configure Physical Content Management page is displayed (see page 5-2).
4. Choose Configure—Char gebacks.

The Configure Chargebacks Page (page 5-14) is displayed.
5. Choose Configure—Payment Types.

The Create/Edit Payment Types Page (page 5-24) is displayed.

6. Inthelist of existing payment types, select the item you want to edit, and click
Edit Payment Typein the action icon menu (k)).

The Create/Edit Payment Types Page (page 5-24) is displayed.

7. Modify the properties of the payment type as required, and click OK when you are
done.

Viewing a Payment Type

Use this procedure to view the properties of an existing payment type.
Note: You must have the PCM.Admin.Manager and CBC.ChargeBacks.Admin and
CBC.ChargeBacks.Read rightsto perform thistask. By default, thisright is assigned to the
predefined ‘ pcmadmin’ role.
To view a payment type, complete the following steps:
1. Loginto the content server as an administrator.
2. Openthe External Content tray or top menu.
3. Click Configure Physical Content.
The Configure Physical Content Management page is displayed (see page 5-2).
4. Choose Configure—Char gebacks.
The Configure Chargebacks Page (page 5-14) is displayed.
5. Choose Configure—Payment Types.
The Configure Payment Types Page (page 5-23) is displayed.

6. Inthelist of payment types, select the item whose properties you want to see, and
click theinfo icon ((&)).

The Payment Type Information Page (page 5-26) is displayed, which lists all
properties of the existing payment type.
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Deleting a Payment Type

Use this procedure to delete an existing payment type.

@ Note: You must have the PCM.Admin.Manager and CBC.ChargeBacks.Admin and
CBC.ChargeBacks.Delete rights to perform this task. By default, thisright is assigned to
the predefined ‘ pcmadmin’ role.

To delete a payment type, complete the following steps:
1. Loginto the content server as an administrator.
2. Openthe External Content tray or top menu.
3. Click Configure Physical Content.
The Configure Physical Content Management page is displayed (see page 5-2).
4. Choose Configure—Char gebacks.
The Configure Chargebacks Page (page 5-14) is displayed.
5. Select Configure—Payment Types.
The Configure Payment Types Page (page 5-23) is displayed.

6. Inthelist of existing payment types, select the item you want to edit, and click
Delete Payment Typein the action icon menu (KZ]).

The payment type is del eted.

Creating a Biller

Use this procedure to create a new biller that can be used for chargebacks.

@ Note: You must have the PCM.Admin.Manager and CBC.ChargeBacks.Admin and
CBC.ChargeBacks.Create rights to perform thistask. By default, thisright is assigned to
the predefined ‘ pcmadmin’ role.

To create a charge type, complete the following steps:
1. Loginto the content server as an administrator.
2. Openthe External Content tray or top menu.
3. Click Configure Physical Content.
The Configure Physical Content Management page is displayed (see page 5-2).
4. Choose Configure—Chargebacks.
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The Configure Chargebacks Page (page 5-14) is displayed.
5. Select Configure—Billers.

The Configure Billers Page (page 5-27) is displayed.
6. Click Add.

The Create/Edit Biller Page (page 5-28) is displayed.
7. Specify the properties of the biller, and click OK.

The new biller is now added to the bottom of the list on the Configure Billers Page
(page 5-27).

Editing a Biller

Use this procedure to modify an existing biller.
Note: You must have the PCM.Admin.Manager and CBC.ChargeBacks.Admin and
CBC.ChargeBacks.Edit rights to perform this task. By default, thisright is assigned to the
predefined ‘ pcmadmin’ role.
To edit abiller, complete the following steps:
1. Loginto the content server as an administrator.
2. Openthe External Content tray or top menu.
3. Click Configure Physical Content.
The Configure Physical Content Management pageis displayed (see page 5-2).
4. Choose Configure—Char gebacks.
The Configure Chargebacks Page (page 5-14) is displayed.
5. Select Configure—Billers.
The Configure Billers Page (page 5-27) is displayed.

6. Inthelist of existing billers, select the item you want to edit, and click Edit Biller
in the action icon menu (K=)).

The Create/Edit Biller Page (page 5-28) is displayed.
7. Modify the properties of the biller as required, and click OK when you are done.
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Viewing a Biller

Use this procedure to view the properties of an existing biller.

@ Note: You must have the PCM.Admin.Manager and CBC.ChargeBacks.Admin and
CBC.ChargeBacks.Read rightsto perform this task. By default, thisright is assigned to the
predefined ‘ pcmadmin’ role.

To view abiller, complete the following steps:
1. Loginto the content server as an administrator.
2. Openthe External Content tray or top menu.
3. Click Configure Physical Content.
The Configure Physical Content Management page is displayed (see page 5-2).
4. Choose Configure—Char gebacks.
The Configure Chargebacks Page (page 5-14) is displayed.
5. Select Configure—Billers.
The Configure Billers Page (page 5-27) is displayed.

6. Inthelist of billers, select the item whose properties you want to see, and click the
infoicon ((i)).

The Biller Information Page (page 5-31) is displayed, which lists all properties of the
existing biller.

Deleting a Biller

Use this procedure to delete an existing biller.

@ Note: You must have the PCM.Admin.Manager and CBC.ChargeBacks.Admin and
CBC.ChargeBacks.Déelete rights to perform thistask. By default, thisright is assigned to
the predefined ‘ pcmadmin’ role.

To delete a biller, complete the following steps:
1. Loginto the content server as an administrator.
2. Openthe External Content tray or top menu.
3. Click Configure Physical Content.
The Configure Physical Content Management page is displayed (see page 5-2).
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4. Choose Configure—Char gebacks.

The Configure Chargebacks Page (page 5-14) is displayed.
5. Sedlect Configure—Billers.

The Configure Billers Page (page 5-27) is displayed.

6. Inthelist of existing billers, select the item you want to edit, and click Delete Biller
in the action icon menu (K=]).

The billersis deleted.

CONFIGURING LOCATION TYPES

This section covers the following topics:

Concepts

+« About Location Types (page 5-41)

+ Predefined Location Types (page 5-41)
¢ Location Type |cons (page 5-42)

Interface

++ Configure Location Types Page (page 5-43)

+» Create/Edit Location Type Page (page 5-45)
+« Location Type Information Page (page 5-50)

Tasks

+ Creating a Location Type (page 5-51)

+ Viewing Location Type Information (page 5-52)
+« Editing a Location Type (page 5-53)

+» Deleting aLocation Type (page 5-53)

+ Reordering Location Types (page 5-54)

Examples
«» Example: Creating a Location Type (page 5-55)
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About Location Types

L ocation types are used in the definition of the storage space that holds the physical
content. They represent the hierarchy of storage units where items can be stored.
The Physical Content Manager application uses the location types and their defined
hierarchy to keep track of the locations of the managed external physical content.

@ Note: You must have the PCM.Admin.Manager right to set up location types. By default,
thisright is assigned to the predefined ‘ pcmadmin’ role.

Important Considerations

Please note the following important considerations with regard to location types:

®

+« Reordering location types does not affect any existing storage locations. You will
need to remove the existing storage locations and rebuild the storage environment if
you want it to match the reordered location types.

Predefined Location Types

The out-of-the-box Physical Content Manager application comes with the following six
predefined location types (in hierarchical order), with their standard icons (see below)
for the default Trays layout:

Allows Storage of Content (Default)

Predefined Location Types| lcon (large) | 0 )

Warehouse IS lﬂ No

Room @ No

Row No

Bay No
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Predefined L ocation Types| Icon (large) AlieiBeterer Rl (PRI,
(see note below)

Shelf — No

Position Q Yes

Important: These are the default settings, which can be modified. Whether alocation type
allows storage of content appliesto that particular level only, not to any lower levels.

For example, in the default hierarchy, shelves have a number of positions, each of which
can hold content items, but no content items can be directly assigned to the shelf level
(only to the positions on a shelf). This means that the location type ‘ Shelf’ cannot store
content, whereas the type ‘ Position’ can.

These predefined |ocation types are hierarchical: a warehouse consists of one or more
rooms, aroom consists of one or more rows, arow consists of one or more bays, etc.

Location Type Icons

Each defined location type can be assigned an icon image, which is used to indicate the
location type of storage locations. The icons are located in [CS_Instance] /weblayout/
resources/layouts/[ Layout Name]/[ kin_Name]/Pcm | cons, and come in three varieties:

« [Name]_lg.gif—Thisisthe large variety of the icon (32x32 pixels), which isused in
the thumbnail view of the exploring pages (see page 6-12).

+ [Name]_sm_closed.gif—Thisisthe small variety of theicon (16x16 pixels), whichis
used to indicate the location types of storage locations in the storage space tree view
(see page 6-10) in the Trays layout when the child tree below the storage location is
collapsed or when there are no child storage locations.

+« [Name]_sm_open.gif—Thisisthe small variety of the icon (16x16 pixels), whichis
used to indicate the location types of storage locationsin the storage space hierarchy
(see page 6-10) when the child tree below the storage location is opened.

Note: The open and closed icons for the predefined location types are identical, but they
do not need to be.
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Adding Customized Icons

You can add your own, customized icon files to the image selection list for location
types by copying three gif files with the above naming pattern) for each icon to the
appropriate Pcm_Icons directories. For example, you could create icon files called
Sorage _archive Ig.gif (32x32 pixels), Sorage_archive_sm_open.gif (16x16 pixels),
and Sorage_archive_sm closed.gif (16x16 pixels), and copy theseto [CS Instance]/
weblayout/resources/layouts/ Trays/[ kin_Name]/Pcm_Icons to make them available in
the default Trays layout.

Configure Location Types Page

@ Note: You must have the PCM.Admin.Manager and PCM.Admin.LocationTypes rights
to access the Configure Location Types page. By default, thisright is assigned to the
predefined ‘ pcmadmin’ role.

Use the Configure Location Types page to add, edit, delete, or reorder location types.
To access this page, compl ete the following steps:
1. Loginto the content server as an administrator.
2. Open the External Content tray or top menu.
3. Click Physical Administration.
The Configure Physical Content Management page is displayed (see page 5-2).

4. Choose Configure—L ocation Types.
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Figure5-15 Location Types configuration page

Configure Location Types

« To addfrernove an object type, select the desired object type

and dick AddfRemaove.

+ Repeat for each ohject type required,
« Wheen you are done assigning the object types, click Submit Update.,
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Storage Type Actions
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[ Subeit Update | [ Reset | [ Quick Help |

Page Features

The table below describes the various features of the Configure L ocation Types page.

Feature

Description

Location types list

The box lists all currently defined location typesin

their assigned hierarchical order. The higher anitemin
thelist, the higher it isin the storage hierarchy. A
location type contains all location types below it in the
list. The location type at the bottom of the list isthe most
specific (and smallest) storage location. This may be the
only storage location that actually holds physical
content. All higher-level units are then used for space
management purposes.

Up arrow (&)

Click thisicon to move the associated item up one level
in the storage hierarchy.
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Feature Description

Add button Click this button to display the Create Location Type
page (page 5-45), where you can define a new location
type.

Info button After selecting alocation typeinthelist, click this button

to display the Location Type Information page (page
5-50), where you can view or edit the properties of the
location type. You can aso delete the location type from
this page.

Down arrow (<) Click thisicon to move the associated item down one
level in the storage hierarchy.

Submit Update button Click this button to submit your updated |ocation type
definitions.
Quick Help button Click this button to display context-specific help

information about this page.

Create/Edit Location Type Page

Note: You must have the PCM.Admin.Manager and PCM.Admin.LocationTypes rights
to create or edit location types. By default, thisright is assigned to the predefined
‘pcmadmin’ role.

Create Location Type Page

Use the Create Location Type page to define a new location type that can be used in the
definition of the storage environment (see chapter 6). To access this page, complete the
following steps:

1. Loginto the content server as an administrator.
2. Open the External Content tray or top menu.
3. Click Physical Administration.
The Configure Physical Content Management page is displayed (see page 5-2).

4. Choose Configure—L ocation Types.
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5.

The Configure Location Types Page (page 5-43) is displayed.
Click Add.

Figure5-16 Create Location Type page

:onfigure Location Types-->Create Location Type

Location Type ID

Location Mame

Description

Taooltip

[ Allow starage of content (defaulf)

Cantent lterms Allawed |

Image | =

OK| Reset | Quick Help |

Edit Location Type Page

Use the Edit Location Type page to modify the properties of an existing location type.
To access this page, compl ete the following steps:

1
2.
3.

Log into the content server as an administrator.

Open the External Content tray or top menu.

Click Physical Administration.

The Configure Physical Content Management page is displayed (see page 5-2).
Choose Configure—L ocation Types.

The Configure Location Types Page (page 5-43) is displayed.

Inthelist of existing location types, select the item you want to edit, and click theinfo
icon ((i)).

The Location Type Information Page (page 5-50) for the selected location type

is displayed.

In the titlebar, click Edit.
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The table below describes the various features of the Create Location Type and Edit

L ocation Type pages.

Feature

Description

Location Type ID

Enter aunique identifier for the location type. Thisis
the name that is displayed in the location type hierarchy
(see page 5-43).

+ Required.

«  Maximum number of characters: 30.

Thisfield is view-only on the Edit Location Type page.

Location Name

Enter aname for the location type.

*  Required.
«  Maximum number of characters: 30.

Description Enter a brief description for the location type (if desired).
¢+ Optional.
< Maximum number of characters: 30.

Tooltip Enter atooltip text for the location type (if desired). This

text appears if you hover the mouse cursor over the
option in the location type selection list on the
Create/Edit Storage L ocation pages (only in Netscape,
Mozilla, and Firefox web browsers).

% Optional.

R/

«  Maximum number of characters: 30.
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Feature Description
Allow storage of content Specifies whether the location type can hold content
(default) items by default. You can override this setting when

defining storage locations in the storage space hierarchy
(see chapter 6). Overriding the default setting may be
useful to accommodate for abnormal storage locations,
or to create a“ dummy” storage location in order to
maintain consistent numbering across parallel objects.

Important: This setting applies to this specific
location type level only, not to any location types
lower in the storage space hierarchy. In other
words, you do not need to enable this check box
for alocation typeif its child location types will
contain content. For example, in the default
hierarchy, shelves have a number of positions,
each of which can hold content items, but no
content items can be directly assigned to the shelf
level (only to the positions on a shelf). That
means that the * Shelf’ location type does not
allow storage of content, whereas the * Position’
location type does.

If you select this select box, the Content Items Allowed
field becomes available (see next item).
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Feature

Description

Content Items Allowed

Thisfield isavailable only if the “Allow storage of
content (default)” check box is selected (see previous
item). It specifies the default maximum number of
content items that can be held by the location type. You
can override this setting when defining storage locations
in the storage space hierarchy (see chapter 6). Overriding
the default setting may be useful to accommodate for
abnormal storage locations.

Important: This number applies to storage of
content on this specific location type level only,
not to any location types lower in the storage
space hierarchy. For example, if a shelf has 10
positions, each of which can hold 2 items, then
you do not need to set thisfield to 20 for the
Shelf location type. (It should be set to 2 for
the Position location type.) Physical Content
Manager automatically tracks space usage
based on the defined storage space hierarchy

(see chapter 6).

Image Select the icon image that should be used for the location
type. Thisimage is used to indicate the location type of
storage locations in the Browse Storage tree in the Trays
layout (see page 6-10).

See Location Type lcons (page 5-42) for more
information on the icon images used for location types.

OK button Click this button to create the new location type.

(Create page only)

Submit Update button Click this button to submit the updated location type

(Edit page only) definition.
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Feature Description

Reset button If you are creating anew location type, clicking this
button resets the page to itsinitial default settings. If you
are editing an existing location type, this returns the
original location type settings before you made any
modifications.

Quick Help button Click this button to display context-specific help
information about this page.

Location Type Information Page

@ Note: You must have the PCM.Admin.Manager and PCM.Admin.LocationTypesrightsto
view information about alocation type. By default, thisright is assigned to the predefined
‘pcmadmin’ role.

Use the Location Type Information page to view the properties of an existing location
type. To access this page, complete the following steps:

1. Loginto the content server as an administrator.
2. Open the External Content tray or top menu.
3. Click Physical Administration.
The Configure Physical Content Management page is displayed (see page 5-2).
4. Choose Configure—L ocation Types.
The Configure Location Types Page (page 5-43) is displayed.

5. Inthelist of existing location types, select the item whose properties you want to see,
and click theinfoicon ((i)).
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Figure5-17 Location Type Information page

Configure Location Types--> Location Type Information
| Edt  Delete

Location Type ID: Warghouse
Location Mame: Warghouse
Description: Warehouse
Tooltip: YWarghouse
Allow storage of content {default): Mo

Image:

This page shows the current properties of the selected location type. Only the fields that
contain information are displayed. For example, if no tooltip text has been specified for
the location type, thisfield is not shown on the page.

Titlebar

Depending on your assigned rights, there may be the following options in the titlebar in
top-right corner of the page:

+ Edit—Choose this option to edit the current location type (see page 5-53).
+ Delete—Choose this option to delete the current location type (see page 5-53).

Creating a Location Type

Use this procedure to create a new location type that can be used in the definition of the
storage space environment (see chapter 6). Thisis a general navigational procedure.

To view a specific example of creating a custom metadata field, see Example: Creating a
Location Type (page 5-55).

@ Note: You must have the PCM.Admin.Manager and PCM.Admin.LocationTypesrightsto
create alocation type. By default, thisright is assigned to the predefined ‘ pcmadmin’ role.

To create alocation type, complete the following steps.
1. Loginto the content server as an administrator.
2. Openthe External Content tray or top menu.
3. Click Physical Administration.
The Configure Physical Content Management pageis displayed (see page 5-2).
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4,

Choose Configure—L ocation Types.

The Configure Location Types Page (page 5-43) is displayed.
Click Add.

The Create Location Type page (page 5-45) is displayed.
Specify the properties of the location type, and click OK.

The new location type is now added to the bottom of the list on the Configure
Location Types Page (page 5-43). If required, you can use the up and down arrows to
move the new location type to its desired position in the location type hierarchy.

Viewing Location Type Information

Use this procedure to view information about an existing location type.

@ Note: You must have the PCM.Admin.Manager and PCM.Admin.LocationTypesrightsto
view information about alocation type. By default, thisright is assigned to the predefined
‘pcmadmin’ role.

To view information about a location type, complete the following steps:

1
2.
3.

5-52

Log into the content server as an administrator.

Open the External Content tray or top menu.

Click Physical Administration.

The Configure Physical Content Management page is displayed (see page 5-2).
Choose Configure—L ocation Types.

The Configure Location Types Page (page 5-43) is displayed.

Select the location type for which you want to see the information, and click the info
icon ((@)).

The Location Type Information Page (page 5-50) is displayed.

Click OK when you are done.
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Editing a Location Type

Use this procedure to edit the properties of an existing location type.

@ Note: You must have the PCM.Admin.Manager and PCM.Admin.LocationTypesrightsto
edit alocation type. By default, thisright is assigned to the predefined * pcmadmin’ role.

To edit alocation type, complete the following steps:

1
2.
3.

Log into the content server as an administrator.

Open the External Content tray or top menu.

Click Physical Administration.

The Configure Physical Content Management page is displayed (see page 5-2).
Choose Configure—L ocation Types.

The Configure Location Types Page (page 5-43) is displayed.

Select the location type that you want to edit, and click theinfo icon ((i)).

The Location Type Information Page (page 5-50) is displayed.

From the titlebar, choose Edit.

The Edit Location Type page (page 5-45) is displayed.

Modify the properties of the location type where required, and click Submit Update.
The properties of the location type are updated.

Deleting a Location Type

Use this procedure to delete an existing location type.

@ Note: You must have the PCM.Admin.Manager and PCM.Admin.LocationTypesrightsto
delete alocation type. By default, thisright is assigned to the predefined ‘ pcmadmin’ role.

To delete alocation type, complete the following steps:

1
2.
3.

Log into the content server as an administrator.

Open the External Content tray or top menu.

Click Physical Administration.

The Configure Physical Content Management page is displayed (see page 5-2).

Choose Configure—L ocation Types.
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The Configure Location Types Page (page 5-43) is displayed.

Select the location type that you want to delete, and click the info icon (()).
The Location Type Information Page (page 5-50) is displayed.

From the titlebar, choose Delete.

The location type is deleted, and a message to that effect is displayed.

Click OK to return to the Configure Location Types Page (page 5-43).

Reordering Location Types

Use this procedure to change the hierarchical order of the defined location types.

Note: You must have the PCM.Admin.Manager and PCM.Admin.LocationTypesrightsto
reorder location types. By default, thisright is assigned to the predefined ‘ pcmadmin’ role.

Important: Reordering location types does not affect any existing storage locations. You
will need to remove the existing storage locations and rebuild the storage environment if
you want it to match the reordered |ocation types.

To reorder the existing location types, compl ete the following steps:

1
2.
3.

Log into the content server as an administrator.

Open the External Content tray or top menu.

Click Physical Administration.

The Configure Physical Content Management page is displayed (see page 5-2).
Choose Configure—L ocation Types.

The Configure Location Types Page (page 5-43) is displayed.

Use the up and down arrows (& and <) to move location typesto the desired level in
the hierarchy.

Repeat this step for every location type that you want to move, until the desired
storage hierarchy is achieved.

When you are done, click Submit Update.

A message is displayed saying that the location types have been configured
successfully.

Click OK to return to the Configure Location Types Page (page 5-43).
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Example: Creating a Location Type

This example creates alocation type called “Box,” which islocated at the bottom level of
the storage level hierarchy (below “Position™). In other words, each position contains one
or more boxes, each of which can contain a maximum of 5 physical content items.

@ Note: You must have the PCM.Admin.Manager and PCM.Admin.L ocationTypes rights
to perform the tasks in this example. By default, thisright is assigned to the predefined
‘pcmadmin’ roles.

To create the location type in this example, compl ete the following steps.

1
2.
3.

© © N o

11.

12.

13.

Log into the content server as an administrator.

Open the External Content tray or top menu.

Click Physical Administration.

The Configure Physical Content Management page is displayed (see page 5-2).
Choose Configure—L ocation Types.

The Configure Location Types Page (page 5-43) is displayed.

Click Add.

The Create L ocation Type page (page 5-45) is displayed.

In the Location Type I D field, type Archive.

In the Name field, type Box.

In the Description field, type a description of the location type (if desired).
Inthe Tooltip field, type atooltip for the location type (if desired).

. Make sure the Allow storage of content (default) check box is selected, and enter

5 in the Content Items Allowed field.

In the mages dropdown list, choose the storage _box_1g.gif iconimage. Thisimageis
used to indicate the location type of storage locationsin the Browse Storagetreein the
Trays layout (see page 6-10).

Click OK.

A message is displayed saying that the location type has been created successfully,
along with the properties of the newly created location type.

Click OK.
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You return to the Configure Location Types Page (page 5-43), where the new location
type “Box” is added to the bottom of the list of location types.

CONFIGURING OBJECT TYPES

This section covers the following topics:

Concepts
+ About Object Types (page 5-56)
¢ Predefined Object Types (page 5-57)

Interface

+«» Configure Object Types Page (page 5-57)

+ Create/Edit Object Type Page (page 5-59)

+» Object Type Information Page (page 5-61)

+« Edit Object Type Relationships Page (page 5-62)

Tasks

% Creating an Object Type (page 5-63)

% Viewing Object Type Information (page 5-64)
+« Editing an Object Type (page 5-64)

+» Deleting an Object Type (page 5-65)

+«+ Editing Object Type Relationships (page 5-65)

About Object Types

Object types define the types of items that storage locationsin the storage hierarchy can
hold. The out-of-the-box Physical Content Manager application comes with a number of
predefined object types, but you can also create your own.

When creating a physical item (see chapter 12), you specify its object type. If you select
an object type that is not allowed for the assigned storage location, an error messageis
displayed and you cannot check in the physical item.
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Object types can hold other object types. For example, the predefined Box object type can
hold the following predefined abject types: Folder, Optical, Micro, Document, and Tape.
This enables you to control what type(s) of physical items can be created within another
physical item (see page 12-22). You define the rel ationships between object types on the
Edit Object Type Relationships Page (page 5-62).

Predefined Object Types

The out-of-the-box Physical Content Manager application comes with the following
predefined object types:

< All [i.e, any of the defined object types, both predefined and custom]

s Box

% Document

% Folder

% Micro

+ Optica

< Tape

You can further specify what a storage location can hold using media types (see page
5-66).

@ Note: You do not need to specify an object type when creating a storage location (see page
6-33). The storage location can then hold any type of content. If you do select an object
type, and you attempt to assign a physical item of a different object type to the storage
location, an error message is displayed and you cannot check in the physical item.

Configure Object Types Page

@ Note: You must have the PCM.Admin.Manager right to access the Configure Object
Types pages. By default, this right is assigned to the predefined ‘ pcmadmin’ role.

Use the Configure Object Type pages to manage your defined object types. To access this
page, complete the following steps:

1. Loginto the content server as an administrator.

2. Open the External Content tray or top menu.
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3. Click Configure Physical Content.
The Configure Physical Content Management page is displayed (see page 5-2).
4. Choose Configure—Object Types.

Figure5-18 Configure Physical Content Manager Object Type page

Configure Physical Content-->  Found 0 patential items

| w Configuration  ~Requests Process Barcode Fle v Reports  wBatch Services Change View J
Delete Add
[ Object Type 1D Actions
oAl E @
O |Box w @
| Document H @
| Folder E @
[ | Micro LEO

Page Features

The table below describes the features of the object type section of the Configure Physical
Content Manager Object Type and Media Type pages.

Feature Description

Object Types list The dropdown menu lists all currently defined object
types. It includes the predefined object types as well as
any custom object types.

Add button Click this button to display the Create Object Type page
(page 5-59), where you can define a new object type.

Info button After selecting an abject type in the dropdown list, click
this button to display the Object Type Information page
(page 5-61), where you can view or edit the properties of
the object type. You can also delete the object type from
this page.
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Create/Edit Object Type Page

@ Note: You must have the PCM.Admin.Manager right to create or edit object types.
By default, thisright is assigned to the predefined ‘ pcmadmin’ role.

Create Object Type Page

Use the Create Object Type page to define a new object type. To access this page,
complete the following steps:

1
2.
3.

5.

Log into the content server as an administrator.

Open the External Content tray or top menu.

Click Configure Physical Content.

The Configure Physical Content Management page is displayed (see page 5-2).
Choose Configure—Object Types.

The Configure Object Types Page (page 5-57) page is displayed.

Click Add.

Figure5-19 Create Object Type page

Create Object Type

Chject Type D
Chject Type Mame

[ Create ] [ Heset] [ Cluick Help

Edit Object Type Page

Use the Edit Object Type page to modify the properties of an existing location type.
To access this page, compl ete the following steps:

1
2.
3.

Log into the content server as an administrator.

Open the External Content tray or top menu.

Click Configure Physical Content.

The Configure Physical Content Management page is displayed (see page 5-2).
Choose Configure—Object Types.
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The Configure Object Types Page (page 5-57) page is displayed.

5. Inthelist of existing object types, select the item you want to edit, and click Edit
Object Typein the action icon menu (k5)).

Page Features

The table below describes the various features of the Create Object Type and Edit Object

Type pages.
Feature Description
Object Type ID Enter aunique identifier for the object type.
% Required.
< Maximum number of characters: 30.
Thisfield is view-only on the Edit Object Type page.

Object Type Name Enter aname for the object type. Thisisthe namethat is
displayed in the object type dropdown list on the Create
Physical Item page (see page 12-3).

« Required.
% Maximum number of characters: 30.

OK button Click this button to create the new object type.

(Create page only)

Submit Update button Click this button to submit the updated object type

(Edit page only) definition.

Reset button If you are creating a new object type, clicking this button
resets the page to itsinitial default settings. If you are
editing an existing object type, this returns the original
object type settings before you made any modifications.

Quick Help button Click this button to display context-specific help
information about this page.
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Object Type Information Page

Note: You must have the PCM.Admin.Manager right to view information about an object
type. By default, thisright is assigned to the predefined ‘ pcrmadmin’ role.

Use the Object Type Information page to view the properties of an existing object type.
To access this page, compl ete the following steps:
1. Log into the content server as an administrator.
2. Openthe External Content tray or top menu.
3. Click Configure Physical Content.
The Configure Physical Content Management page is displayed (see page 5-2).
4, Choose Configure—Object Types.
The Configure Object Types Page (page 5-57) page is displayed.

5. Inthelist of existing object types, select the object type for which you want to see the
information, and click theinfo icon ((i)).

Figure5-20 Object Type Information page

Object Type Information
I Edt  Delete

Object Type ID: All
Object Type Name: All
Object Type Holds: Box Document Folder,Micro, Oplical

This page shows the ID and name of the selected object type. In addition, it lists the
object types that can be contained within the current object type. You can modify this
on the Edit Object Type Relationships Page (page 5-62).

Menu Bar

Depending on your assigned rights, there may be amenu bar at the top of the page.
This menu offers the following options:

K/

+ Edit—Choose this option to edit the current object type (see page 5-64).
+ Delete—Choose this option to delete the current object type (see page 5-65).
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Edit Object Type Relationships Page

Note: You must have the PCM.Admin.Manager right to edit relationships between object
types. By default, this right is assigned to the predefined ‘ pcmadmin’ role.

Use the Edit Object Type Relationships page to edit the relationships between the current
object type and other object types (i.e., define what object types can be contained within
the current object type). To access this page, compl ete the following steps.

1. Loginto the content server as an administrator.

2. Openthe External Content tray or top menu.

3. Click Configure Physical Content.

The Configure Physical Content Management pageis displayed (see page 5-2).

4. Choose Configure—Object Types.

The Configure Object Types Page (page 5-57) pageis displayed.

5. Inthelist of existing object types, select the item for which you want to edit the object
type relationships, and click Edit Object Type Relationshipsin the action icon menu

(K=).

Page Features

The table below describes the various features of the Edit Object Type Relationships page.

Feature

Description

Assigned Object Types list

Thisbox lists all object types that can currently be
contained within the current object type. Thisallowsyou
to control what type(s) of physical items can be created
within another physical item (see page 12-22).

Unassigned Object Types This box lists all object typesthat can currently not be
list contained in the current object type.
Add button Click this button to move an object type from the

Unassigned Object Types box to the Assigned object
Types box (and make it available for the current object

type).

5-62

Physical Content Manager Administration Guide



Configuring Physical Content Manager

Feature Description

Remove button Click this button to move an object type from the

Assigned Object Types box to the Unassigned object
Types box (and no longer make it available for the
current object type).

Submit Update button Click this button to submit the updated rel ationships for

the current object type.

Quick Help button Click this button to display context-specific help

information about this page.

Creating an Object Type

Use this procedure to create a new object type.

@ Note: You must have the PCM.Admin.Manager right to create an object type. By defaullt,
thisright is assigned to the predefined ‘ pcmadmin’ role.

To create an object type, complete the following steps:

1
2.
3.

Log into the content server as an administrator.

Open the External Content tray or top menu.

Click Configure Physical Content.

The Configure Physical Content Management page is displayed (see page 5-2).
Choose Configure—Object Types.

The Configure Object Types Page (page 5-57) page is displayed.

Click Add in the Object Types area.

The Create Object Type page (page 5-59) is displayed.

Specify the properties of the object type, and click Create.

A page is displays confirming that the object type was created successfully.
Click OK.

The new object type is now added to the list of object types on the Configure Object
Types Page (page 5-57), and it can be selected on the Create/Edit Physical Item Page

(page 12-3).
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@

Viewing Object Type Information

Use this procedure to view information about an existing object type.

Note: You must have the PCM.Admin.Manager right to view information about an object
type. By default, thisright is assigned to the predefined * pcmadmin’ role.

To view information about an object type, complete the following steps:

1
2.
3.

Log into the content server as an administrator.

Open the External Content tray or top menu.

Click Configure Physical Content.

The Configure Physical Content Management page is displayed (see page 5-2).
Choose Configure—Object Types.

The Configure Object Types Page (page 5-57) page is displayed.

Inthelist of existing object types, select the object type for which you want to see the
information, and click theinfo icon ((i)).

When you are done, click OK to return to the Configure Object Types Page
(page 5-57).

Editing an Object Type

Use this procedure to edit the properties of an existing object type.

Note: You must have the PCM.Admin.Manager right to edit an object type. By default,
thisright is assigned to the predefined ‘ pcmadmin’ role.

To edit an object type, complete the following steps:

1
2.
3.

Log into the content server as an administrator.

Open the External Content tray or top menu.

Click Configure Physical Content.

The Configure Physical Content Management page is displayed (see page 5-2).
Choose Configure—Object Types.

The Configure Object Types Page (page 5-57) page is displayed.

In thelist of existing object types, select the object type for which you want to see the
information, and click theinfo icon ((i)).
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From the titlebar menu, choose Edit.

The Edit Object Type page (page 5-59) is displayed.

Modify the properties of the object type where required, and click Submit Update.
The properties of the object type are updated.

Deleting an Object Type

Use this procedure to delete an existing object type.

@ Note: You must have the PCM.Admin.Manager right to delete an object type. By defaullt,
thisright is assigned to the predefined ‘ pcmadmin’ role.

To delete an object type, compl ete the following steps:

1

2
3.
4

Log into the content server as an administrator.

Open the External Content tray or top menu.

Open the External Content tray or top menu.

Click Configure Physical Content.

The Configure Physical Content Management pageis displayed (see page 5-2).
Choose Configure—Object Types.

The Configure Object Types Page (page 5-57) pageis displayed.

Inthelist of existing object types, select the object type for which you want to see the
information, and click theinfo icon ((i)).

From the titlebar menu, choose Delete.
The object typeis deleted, and a message to that effect is displayed.
Click OK to return to the Configure Object Types Page (page 5-57).

Editing Object Type Relationships

Use this procedure to edit the relationship between an object type and the other defined
object types (i.e., define what object types can be contained within the current object
type).

Note: You must have the PCM.Admin.Manager right to edit object type relationships.
By default, thisright is assigned to the predefined ‘ pcmadmin’ role.
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To edit object type relationships, complete the following steps:

1

2
3.
4

Log into the content server as an administrator.

Open the External Content tray or top menu.

Open the External Content tray or top menu.

Click Configure Physical Content.

The Configure Physical Content Management page is displayed (see page 5-2).
Choose Configure—Object Types.

The Configure Object Types Page (page 5-57) page is displayed.

Inthelist of existing object types, select the item for which you want to edit the object
type relationships, and click Edit Object Type Relationshipsin the action icon menu

(k=)

The Edit Object Type Relationships Page (page 5-62) displayed.

Make sure that the Assignhed Object Types box contains all object types that can be
contained within the current object type. If not, select the appropriate item in the

Unassigned Object Types box and click Add to move it to the Assigned Object Types
box.

Click Submit Update when you are done.

The object type relationships are updated, and the Object Type Information Page
(page 5-61) is displayed again with updated values for the Object Type Hold field.

CONFIGURING MEDIA TYPES

5-66

This section covers the following topics:

Concepts

+«» About Media Types (page 5-67)
+ Predefined Media Types (page 5-67)

Interface

+ Configure Media Types Page (page 5-68)

7
0‘0

Create/Edit Media Type Page (page 5-70)
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+ Media Type Information Page (page 5-72)

Tasks

+» Creating a Media Type (page 5-73)

« Viewing Media Type Information (page 5-74)
« Editing aMedia Type (page 5-74)

« Deleting aMedia Type (page 5-75)

About Media Types

Mediatypes are an extension to object types (see page 5-56), and provide a further
specification about the type of content that can be contained in a storage location in the
storage hierarchy.

When creating a physical item (see chapter 12), you specify its mediatype. The available
mediatypes depend on the selected object type for the physical item. If you select amedia
type that is not allowed for the assigned storage location, an error message is displayed
and you cannot check in the physical item.

Predefined Media Types

The out-of-the-box Physical Content Manager application comes with the following
predefined media types:

Predefined Media Types For This Object Type
Box Box

Mixed Document

Fax

Paper

Photo

Folder Folder

Mixed Micro

Microfiche

Microfilm
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Predefined Media Types

For This Object Type

Mixed
CD
Disc
DVD

Optical

Mixed
Audio
Data

Visual

Tape

Mixed
Audio
Box

Cbh

Data

Disc

Dvd

Fax
Folder
Microfiche
Microfilm
Paper
Photo
Visua

All

Configure Media Types Page

Note: You must have the PCM.Admin.Manager right to access the Configure Physical
Content Manager Components page. By default, thisright is assigned to the predefined

‘pcmadmin’ role.

Use the Configure Physical Content Manager Components page to manage your defined
mediatypes. The bottom section is related to mediatypes. To access this page, complete

the following steps:

1. Loginto the content server as an administrator.

2. Open the External Content tray or top menu.
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3. Click Configure Physical Content.

The Configure Physical Content Management page is displayed (see page 5-2).

4. Choose Configure—M edia Types.

The Configuring Media Types (page 5-66) page is displayed.

Figure5-21 Configure Media Types (thumbnail view)
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Configuring Physical Content Manager

The table below describes the features of the media type section of the Configure Physical
Content Manager Components page.

Feature

Description

Media Types list

The dropdown menu lists al currently defined media
types. It includes the predefined media types as well as
any custom mediatypes.

Add button

Click this button to display the Create Media Type page
(page 5-70), where you can define a new mediatype.

Info button

this page.

After selecting a mediatype in the dropdown list, click
this button to display the Media Type Information page
(page 5-72), where you can view or edit the properties of
the mediatype. You can also delete the media type from
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Create/Edit Media Type Page

Note: You must have the PCM.Admin.Manager right to create or edit media types.
By default, thisright is assigned to the predefined ‘ pcmadmin’ role.

Create Media Type Page

Use the Create Media Type page to define anew media. To accessthis page, complete the
following steps:

1. Log into the content server as an administrator.
2. Openthe External Content tray or top menu.
3. Click Configure Physical Content.
The Configure Physical Content Management page is displayed (see page 5-2).
4. Choose Configure—Media Types.
The Configuring Media Types (page 5-66) page is displayed.
5. Click Add inthe Media Types area.

Figure5-22 Create Media Type page

Create Media Type

Media Type ID
Wedia Type Mame
* Object Type ||
[ Create ] [ F:esel] [ Quick Help ]

Edit Media Type Page

Use the Edit Media Type page to modify the properties of an existing media type.
To access this page, compl ete the following steps:

1. Loginto the content server as an administrator.
2. Openthe External Content tray or top menu.
3. Click Configure Physical Content.
The Configure Physical Content Management page is displayed (see page 5-2).
4. Choose Configure—Media Types.
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The Configuring Media Types (page 5-66) page is displayed.

5. Inthelist of existing mediatypes, select the mediatype for which you want to see the
information, and click theinfo icon ((i)).

The Media Type Information Page (page 5-72) is displayed.

6. Inthetitlebar menu, click Edit.

Page Features

The table below describes the various features of the Create Media Type and Edit Media

Type pages.
Feature Description
Media Type ID Enter aunique identifier for the media type.
% Required.
< Maximum number of characters: 30.
Thisfield isview-only on the Edit Media Type page.

Media Type Name Enter aname for the mediatype. Thisisthe namethat is
displayed in the media type dropdown list on the Create
Physical Item page (see page 12-3).

« Required.
% Maximum number of characters: 30.

Object Type Select the object type that the mediatype will be
associated with. This means that the media type will
be available only if the object typeis selected for the
physical item.

You can associate only one object type with the media
type.

OK button Click this button to create the new mediatype.

(Create page only)

Submit Update button Click this button to submit the updated media type

(Edit page only) definition.
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Feature Description

Reset button If you are creating a new mediatype, clicking this button

resets the page to itsinitial default settings. If you are
editing an existing media type, this returns the original
media type settings before you made any modifications.

Quick Help button Click this button to display context-specific help

information about this page.

Media Type Information Page

Note: You must have the PCM.Admin.Manager right to view information about a media
type. By default, this right is assigned to the predefined ‘ pcmadmin’ role.

Use the Media Type Information page to view the properties of an existing mediatype.
To access this page, compl ete the following steps:

1
2.
3.

Log into the content server as an administrator.

Open the External Content tray or top menu.

Click Configure Physical Content.

The Configure Physical Content Management page is displayed (see page 5-2).
Choose Configure—Media Types.

The Configuring Media Types (page 5-66) page is displayed.

Inthelist of existing mediatypes, select the mediatype for which you want to see the
information, and click theinfo icon ((i)).

The Media Type Information Page (page 5-72) is displayed.

Figure5-23 Media Type Information page

Media Type Information

Edt  Delete

5-72

Media Type ID: CD
Media Type Name: CD
Object Type: Cptical
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This page shows the ID and name of the selected mediatype. In addition, it lists the abject
type that is associated with the current mediatype. You can modify this on the Edit Media

Type page (page 5-70).

Menu Bar

Depending on your assigned rights, there may be the following optionsin the titlebar in
top-right corner of the page:

+ Edit—Choose this option to edit the current mediatype (see page 5-74).
+ Delete—Choose this option to delete the current media type (see page 5-75).

Creating a Media Type

Use this procedure to create a new media type.
@ Note: You must have the PCM.Admin.Manager right to create a mediatype. By default,
thisright is assigned to the predefined ‘ pcmadmin’ role.
To create a media type, complete the following steps:
1. Loginto the content server as an administrator.
2. Openthe External Content tray or top menu.
3. Click Configure Physical Content.
The Configure Physical Content Management page is displayed (see page 5-2).
4. Choose Configure—Media Types.
The Configuring Media Types (page 5-66) page is displayed.
5. Click Add inthe Media Types area.
The Create Media Type page (page 5-70) is displayed.
6. Specify the properties of the mediatype, and click Create.
A page is displayed confirming that the mediatype was created successfully.
7. Click OK.

The new mediatype is now added to the list of mediatypes on the Configure Media
Types Page (page 5-68), and it can be selected on the Create/Edit Physical Item Page

(page 12-3).
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Viewing Media Type Information

Use this procedure to view information about an existing mediatype.

Note: You must have the PCM.Admin.Manager right to view information about a media
type. By default, thisright is assigned to the predefined * pcmadmin’ role.

To view information about a media type, compl ete the following steps:

1
2.
3.

Log into the content server as an administrator.

Open the External Content tray or top menu.

Click Configure Physical Content.

The Configure Physical Content Management page is displayed (see page 5-2).
Choose Configure—M edia Types.

The Configuring Media Types (page 5-66) page is displayed.

Inthelist of existing mediatypes, select the mediatype for which you want to see the
information, and click theinfo icon ((i)).

The Media Type Information Page (page 5-72) is displayed.

When you are done, click OK to return to the Configure Media Types Page
(page 5-68).

Editing a Media Type

Use this procedure to edit the properties of an existing mediatype.

Note: You must have the PCM.Admin.Manager right to edit amediatype. By default, this
right is assigned to the predefined ‘ pcmadmin’ role.

To edit amediatype, complete the following steps:

1
2.
3.

Log into the content server as an administrator.

Open the External Content tray or top menu.

Click Configure Physical Content.

The Configure Physical Content Management page is displayed (see page 5-2).
Choose Configure—M edia Types.

The Configuring Media Types (page 5-66) page is displayed.
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Inthelist of existing mediatypes, select the mediatype for which you want to see the
information, and click theinfoicon ((i)).

The Media Type Information Page (page 5-72) is displayed.

From the titlebar menu, choose Edit.

The Edit Media Type page (page 5-70) is displayed.

Modify the properties of the media type where required, and click Submit Update.
The properties of the mediatype are updated.

Deleting a Media Type

Use this procedure to delete an existing media type.

@ Note: You must have the PCM.Admin.Manager right to delete a mediatype. By default,
thisright is assigned to the predefined ‘ pcmadmin’ role.

To delete a media type, complete the following steps:

1
2.
3.

Log into the content server as an administrator.

Open the External Content tray or top menu.

Click Configure Physical Content.

The Configure Physical Content Management page is displayed (see page 5-2).
Choose Configure—Media Types.

The Configuring Media Types (page 5-66) page is displayed.

In thelist of existing mediatypes, select the mediatype for which you want to see the
information, and click theinfo icon ((i)).

The Media Type Information Page (page 5-72) is displayed.

From the titlebar menu, choose Delete.

The mediatypeis deleted, and a message to that effect is displayed.
Click OK to return to the Configure Object Types Page (page 5-57).
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CONFIGURING DEFAULT RESERVATION METADATA

VALUES

5-76

This section covers the following topics:

Concepts
+» About Reservation Metadata Values (page 5-76)

Interface
+ Default Metadata for Checked-in Reservation Entries Page (page 5-76)

Tasks
+»  Setting Default Metadata Values for Reservation ltems (page 5-78)

About Reservation Metadata Values

If auser submits areservation request for one or more items (see page 10-33), anew
content item is checked into the content server (in the Reservation security group).

This content item automatically enters the Reservation Process workflow, and the system
administrator receives aworkflow review notification about the request. After reviewing
the reservation request, the system administrator can further process the reservation
reguest in accordance with the applicable procedures within the organization.

You can set the default metadata values for the reservation items that are checked into the
content server (see below).

Default Metadata for Checked-in Reservation
Entries Page

Use the Default Metadata for Checked-in Reservation Entries page to set the default
metadata values for reservation items that are checked into the content server. See
Reservation Workflow (page 10-5) for further details.

Note: You must have the PCM.Admin.Manager right to access the Default Metadata for
Checked-in Reservation Entries page. By default, thisright is assigned to the predefined
‘pcmadmin’ role.
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To access this page, compl ete the following steps:

1
2.
3.

4.

Log into the content server as an administrator.

Open the External Content tray or top menu.

Click Configure Physical Content.

The Configure Physical Content Management page is displayed (see page 5-2).

Choose Configure—Reservation Default M etadata.

Figure5-24 Default Metadata for Checked-in Reservation Entries page
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You can set the default metadata values for reservation items that are checked into the
content server and enter the reservation workflow (see page 10-5). Please note the
following:

The default content ID is“res.” Thisisaprefix that is added to the reservation ID
to create the full content ID of areservation item (for example, “res1430068").
You cannot modify this setting.

The default content type is“REQUEST - PCM Request.”
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@

The default titleis “Reservation.” Thisisa prefix that is added to the reservation
reguest name to create the full title of areservation item (for example, “Reservation
My Request”).

The default security group is“ Reservation.”

Important: You may change the content type and security group, but if you do, you need
to modify your reservation process and workflow to match the new settings.

Setting Default Metadata Values for Reservation
ltems

Usethis procedure to set the default metadata values for reservation itemsthat are checked
into the content server.

Note: You must have the PCM.Admin.Manager right to set the default metadata for
reservations. By default, this right is assigned to the predefined ‘ pcmadmin’ role.

To set the default reservation metadata val ues, compl ete the following steps:

1
2.
3.

Log into the content server as an administrator.

Open the External Content tray or top menu.

Click Configure Physical Content.

The Configure Physical Content Management page is displayed (see page 5-2).
Choose Configure—Reservation Default M etadata.

The Default Metadata for Checked-in Reservation Entries Page (page 5-76) pageis
displayed.
Set the metadata values as desired, and click Submit Update.
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CONFIGURING CUSsTOM METADATA FIELDS

This section coversthe following topics:

Concepts
+ About Custom Metadata Fields (page 5-79)

Interface
+ Custom Metadata Page (page 5-80)
+» Create Metadata Field Page (page 5-80)

Tasks

+ Creating a Custom Metadata Field (page 5-85)
+« Editing a Custom Metadata Field (page 5-85)
+ Deleting a Custom Metadata Field (page 5-86)

Examples
+ Example: Creating a Custom Metadata Field (page 5-87)

About Custom Metadata Fields

If your organization has unique needs for metadata fields for physical content, then
you can easily customize the physical content management environment to include
these fields.

The new custom fields are displayed at the bottom of the Create Physical I1tem page
(including the edit and information pages for these physical items), as well the search
pages for physical items. The order in which the custom metadata fields appear depends
upon the order you indicate in the custom metadata fields box. You can easily arrange
the fields via the up and down arrows next to the custom metadata box.

Note: You must have the PCM.Admin.Manager right to work with custom metadata fields
for physical content. By default, this right is assigned to the predefined ‘ pcrmadmin’ role.
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Custom Metadata Page

Note: You must have the PCM.Admin.Manager right to work with custom metadata fields
for physical content. By default, this right is assigned to the predefined ‘ pcmadmin’ role.

Use the Custom Metadata for Physical Content Manager page to create, edit, or delete
custom metadata fields for physical content items. To access this page, complete the
following steps:

1. Loginto the content server as an administrator.
2. Openthe External Content tray or top menu.
3. Click Configure Physical Content.
The Configure Physical Content Management pageis displayed (see page 5-2).

4. Choose Configure—Custom M etadata.

Figure5-25 Custom Metadatafor Physical Content Manager page
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This page lists al defined custom metadata fields. The options on this page enable you to
add new fields, delete existing fields, and view the properties of existing fields.

Create Metadata Field Page

Note: You must have the PCM.Admin.Manager right to create custom metadata fields.
By default, thisright is assigned to the predefined ‘ pcmadmin’ role.

Use the Create Metadata Field page to create a new custom metadata field for physical
content, or edit the properties of an existing field. To access this page, complete the
following steps:

1. Loginto the content server as an administrator.

2. Open the External Content tray or top menu.
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3. Click Configure Physical Content.

The Configure Physical Content Management page is displayed (see page 5-2).

4. Choose Configure—Custom M etadata.
The Custom Metadata Page (page 5-80) page is displayed.
5. Click Add to create a new metadata field, or select an existing metadata field in the

list and click Edit to modify it.

Figure5-26 Create Metadata Field page (for new field)
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The table below describes the various features of the Create Metadata Field page.
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Feature

Description

Name

Enter aunique name for the custom metadata field for physical
content. This name represents the field name in the database.

% Required.
«»  Maximum number of characters: 30.

% You cannot use any of the following charactersin the
metadata field name:
spaces, tabs, line feeds, carriage returns, semi-colon (;)
caret (™), question mark (?), colon (3), at-sign (@),
ampersand (&), plus sign (+), double-quote ("),
hash sign (#), less-than sign (<), asterisk (*), tilde (~),
pipe symbal (]), and dash (-).
If you use any of these characters, an error messageis
displayed when you click Submit Update, and not fieldis
created.

+* You cannot use any of the following reserved words as
the metadata field name:
int, integer, Integer, string, String, long, Long, boolean,
Boolean, float, Float, double, and Double.
If you use any of these characters, an error messageis

displayed.

Caption

Enter a caption for the custom metadata field. The caption is
thefield label that is displayed in the user interface (if the field
is enabled).

+ Required.
< Maximum number of characters: 30.
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Feature

Description

Type

Select the data type for the custom metadata field for physical
content. The following data types are supported:

« Text—Text field of 30 characters.

+ Long Text—Text field of 100 characters.

% Integer—An integer value ranging from -23 to 231
(-2 billion to +2 billion). By definition, an integer is
anatural number, so decimal values and commeas are
not permitted.

% Memo—Text field of 1,000 characters.

% Date—A date field according to the date format specified
in your system settings, such as dd/mm/yyyy or dd/mm/yy

for the English-US locale. Selecting thistype
automatically puts the calendar icon next to the date field.

Default Value

Enter adefault value for an options list or afield of type Text
or Long Text.

« Optional.
< Maximum number of characters: 30.

Is Required

Specify whether the custom metadata field is required or
optional. The available options are:

s No—Thefield isoptional. Users do not need to provide
avaluefor thefield.

+ Yes—Thefieldisrequired. Users must provide avalue for
thefield. If they do not, an error message is displayed.

Is Enabled

Specify whether the field is enabled (displayed) in the user
interface. The available options are:

< No—Thefideld isnot enabled for end-user interaction.

% Yes(default)—Thefield is displayed in the user interface
and users can interact with the field.
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Feature

Description

|'s Searchable

Specify whether the field is indexed in the database and
therefore searchable by end-users. The available options are:

+ No—Thefield cannot be searched by users and is not
displayed on any search pages.

% Yes (default)—The field can be searched by usersand is
displayed on search pages.

Option List

Specify whether there isan options list for the custom
metadata field. The available options are;

+» No—Thereisno options list for the field; the user must
enter the text manually or in some other manner, such as
selecting a date from a calendar popup.

+ Yes—Thefield has a corresponding options list from
which users can select avalue. Populate the options viathe
Option List Entriesfield.

Option List Type

Select the type of the option list:
% Select List Validated

% Select List Not Validated
% Edit And Select List

% Multiselect List

% Edit And Multiselect List

See the Content Server administrator documentation for more
information about these option list types.

Save button Click this button to create a new custom metadata field.

Reset button If you are creating a new custom metadata field, clicking this
button resets the page to itsinitial default settings. If you are
editing an existing metadata field, this returns the original
metadata field settings before you made any modifications.

Quick Help button Click this button to display context-specific help information

about this page.
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Creating a Custom Metadata Field

Use this procedure to create a new custom metadata field for physical content. Thisisa
general navigational procedure. To view a specific example of creating a custom metadata
field, see Example: Creating a Custom Metadata Field (page 5-87).

@ Note: You must have the PCM.Admin.Manager right to create a custom metadatafield for
physical content.By default, thisright is assigned to the predefined ‘ pcrmadmin’ role.
To create a custom metadata field for physical content, complete the following steps:
1. Log into the content server as an administrator.
2. Openthe External Content tray or top menu.
3. Click Configure Physical Content.
The Configure Physical Content Management page is displayed (see page 5-2).
4. Choose Configure—Custom M etadata.
The Custom Metadata Page (page 5-80) page is displayed.
5. Click Add.
The Create Metadata Field Page (page 5-80) is displayed.
6. Specify the properties of the custom metadatafields, and click OK.

The new field is now included in the custom metadata fields box on the Custom
Metadata for Physical Content Manager page (see page 5-80) and, depending on its
settings, may also be displayed at the bottom of the Create Physical Item and Search
Physical Items pages.

Editing a Custom Metadata Field

Use this procedure to edit the properties of an existing custom metadata field for physical
content.

@ Note: You must have the PCM.Admin.Manager right to edit a custom metadata field.
By default, thisright is assigned to the predefined ‘ pcmadmin’ role.

To edit a custom metadata field for physical content, compl ete the following steps:
1. Loginto the content server as an administrator.

2. Openthe External Content tray or top menu.
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3. Click Configure Physical Content.

The Configure Physical Content Management page is displayed (see page 5-2).
4. Choose Configure—Custom M etadata.

The Custom Metadata Page (page 5-80) page is displayed.

5. Inthelist of existing custom metadata fields, select the field you want to edit,
and click Update Field in the action icon menu (K=]).

The Update Field for ‘Physical’ is displayed.
6. Modify the properties of the custom metadata fields where required, and click Save.
The properties of the custom metadata field are updated.

Deleting a Custom Metadata Field

Use this procedure to delete a custom metadata field for physical content.
@ Note: You must have the PCM.Admin.Manager right to delete a custom metadata field.
By default, thisright is assigned to the predefined ‘ pcmadmin’ role.
To delete a custom metadata field for physical content, complete the following steps:
1. Loginto the content server as an administrator.
2. Openthe External Content tray or top menu.
3. Click Configure Physical Content.
The Configure Physical Content Management pageis displayed (see page 5-2).
4. Choose Configure—Custom M etadata.
The Custom Metadata Page (page 5-80) page is displayed.

5. Inthelist of existing custom metadata fields, select the field you want to delete,
and click Delete Field in the action icon menu (K=]).

9 Caution: Make sure that you select the right custom metadata field to be deleted as the
selected field is deleted without any warning!

@ Tech Tip: If you want to delete all defined custom metadata fields for physical content,
you can also click the Reset button on the Custom M etadata Page (page 5-80). Use this
option with care as al fields are removed immediately without any further prompts. Also,
this action cannot be undone
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Example: Creating a Custom Metadata Field

This example creates a custom metadata field that is an optional text box in which you
enter the name of the archive supervisor.

@ Note: You must have the PCM.Admin.Manager right to perform the tasksin this example.
By default, thisright is assigned to the predefined ‘ pcmadmin’ role.

To create the custom metadata field, compl ete the following steps.

1
2.
3.

Log into the content server as an administrator.

Open the External Content tray or top menu.

Click Configure Physical Content.

The Configure Physical Content Management pageis displayed (see page 5-2).
Choose Configure—Custom M etadata.

The Custom Metadata Page (page 5-80) page is displayed.

Click Create Field.

The Create Metadata Field Page (page 5-80) is displayed.

Complete the metadata fields as follows:

In the Name box, type Archive_Supervisor.
In the Caption box, type Archive Supervisor.
Inthe Typelist, select Text.

Leave the Order field empty.

Leave the Default Value empty.

-~ o o 0 T o

In the Is Required list, do not mark the checkbox.
In the Is Enabled list, mark the checkbox.
In the I's Searchable list, mark the checkbox.

5 «Q

i. LeavetheOption List Type blank.
Click Save.

The Custom Metadata Page (page 5-80) is displayed, with the newly defined field
added to the list.

If you want, you can use the up and down arrows (‘3‘ and ¥ )to modify the display
order of the defined fields.

When you are done, click Submit Update.
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The Custom M etadata Page (page 5-80) is refreshed, with the new field and/or field
order activated. The new field is now included at the bottom of the Create Physical
Item and Search Physical Items pages.

Figure5-27 Archive Supervisor field at the bottom of the Create Physical Item page
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CREATING DISPOSITION RULES FOR
PHYSICAL CONTENT

Like records, physical items can be assigned retention schedules, which define their

life cycle. When creating a physical item, either as arecord or non-record content,

you can assign aretention schedule to it. Thislinks the physical item to a set of retention
and disposition rules, which specify how long an item should be stored and when and how
it should be disposed of .

The same retention schedules and disposition rules may be used for physical items as for
electronic records, but you may also define disposition rules specificaly for physical
items.

Note: For more information about setting up retention schedules and disposition rules for
physical item, refer to the Records Manager System Setup Guide.

SPECIFYING BARCODE VALUES FOR USERS

5-88

By default, the barcode value for a user (see page 9-3) consists of that user’slogin namein
al upper-case letters, for example ‘JISMITH’ or ‘MJONES'. If you do not want to use the
login name of a user as the barcode value, you can use Content Server’s User Admin
utility to specify adifferent value for that user.

Thisisespecially useful for login namesthat contain characters other than the basic |etters
(arz, A-Z) or numbers (0-9) (for example, accented letters such as ‘kmdiller’). By default,
the barcode values generated for such usersinclude hexadecimal representations of the
accented letters (for example, ‘KMC39CLLER’). You can avoid this behavior by setting
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specific barcode values for these users (for example, ‘KMULLER’), which are then used
rather than the (converted) user login names.

@ Tech Tip: You can run the “Update Users with no Barcode” batch service (see page 5-9)
to automatically set the barcode values for al usersthat currently do not have a barcode
value. Thisisuseful for usersthat are already in the system before Physical Content
Manager was installed. The barcode values are set in accordance with the rules above.
To manually set a specific barcode value for a user, complete the following steps:
1. Log into the content server as an administrator.
2. Choose Administration—Admin Applets.
3. Click the User Admin icon.
The User Admin utility is started.

4. Onthe Userstab, select the user whose barcode value you want to set, and click Edit.

The Edit User dialog is displayed.
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Figure5-28 Setting abarcode value for auser in the User Admin utility

=
m Edit User user1

|ﬂfﬂl Rnlesl
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Password:

Confirm Password:
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Supplemental Markings
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|C|:|ntribut|:|r

|

|

Enaglish-U5S

Security Classification |N|:| Markings

Alternate Reviewer |

Barcode |

] | Cancel | Help |

Jawva Applet Window

5. IntheBarcodefield, specify aunique value for the user. Thisvalue will be used in the
barcode label for that user rather than the user’slogin name (in all upper-case letters)
as specified in the Name field.

Note: You cannot use any accented lettersin the barcode value (an error message is

displayed if you try). Also, any lower-case |etters are automatically converted to upper
case after you click OK.

Note: The specified value must be unique for each user in the system. An error message
will be displayed if you attempt to set avalue that is not unique.

6. Click OK when you are done.
7. Closethe User Admin utility.
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OVERVIEW

This section deals with setting up and managing a storage environment in Physical
Content Manager. It covers the following topics:

Concepts

« About Storage Space (page 6-2)

+» Storage L ocation Properties (page 6-4)
+ Storage Space Considerations (page 6-9)

Interface

« Browse Storage Tree (page 6-10)

«» Exploring “[Location]” Pages (page 6-12)

+ Create/Edit Storage Page (page 6-18)

+« Create Batch Storage Import File Page (page 6-24)
+» Select Storage Location Dialog (page 6-29)

+ Storage Information Page (page 6-30)

+«» Physical Items Pages (page 6-32)
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Tasks

+« Creating a Storage L ocation (page 6-33)

+ Batch Creating Storage L ocations (page 6-34)

+« Editing a Storage L ocation (page 6-35)

« Viewing Information on a Storage L ocation (page 6-36)
+ Deleting a Storage L ocation (page 6-37)

% Blocking a Storage L ocation (page 6-38)

+ Reserving a Storage L ocation (page 6-39)

+ Viewing All Itemsin a Storage L ocation (page 6-40)

+« Printing Labels for Storage L ocations (page 6-41)

Examples

« Example: Creating a Single Storage L ocation (page 6-43)
+ Example: Creating a Batch of Storage Locations (page 6-44)

ABOUT STORAGE SPACE

Before you can use Physical Content Manager to keep track of the storage and retention
of physical content items, you need to set up the storage space environment for your
organization. This consists of defining the storage locations and their relationships.

You can define one storage location at atime (see page 6-33), or you can use the batch
storage creation feature to define a compl ete storage hierarchy by specifying a number
of creation rules (see page 6-24).

When checking in aphysical item (see chapter 12), you assign that item to a storage
location, so Physical Content Manager knows where it is stored and can keep track of it.

Storage Space Hierarchy

Storage space in Physical Content Manager is set up hierarchically—it describes storage
locations which contain other, smaller storage locations which contain still smaller storage
locations, etc., asillustrated in Figure 6-29 below. The out-of-the-box Physical Content
Manager application comes with the following storage space hierarchy:

Warehouse ((&;?) > Room ([F])) > Row (=) > Bay () > Shelf (&) > Position (&)
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Figure 6-29 Default storage space hierarchy

Position |
Shelf =
Bay
Row

&l | (LA

Room
Warehouse &)

As shown in Figure 6-29 above, a warehouse consists of one or more rooms, a room
consists of one or more rows, etc. The further down in the hierarchy, the more specific
(and smaller) the storage locations become.

Figure6-1 Example storage space environment
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Tech Tip: If you created a storage hierarchy on another computer, you can use the
export and import features to duplicate that hierarchy on other computers (see chapter 7).
This prevents you from having to re-define the storage hierarchy from scratch.

Storage Space Tracking

Physical Content Manager keeps track of the use of space in the defined storage
environment, and provides information about the available space in a storage location
on the information page for that location (see page 6-30). It will not allow usersto store
itemsin alocation that does not have sufficient space.

Important: By default, the available storage space is recal culated once aday at midnight.
This means that the displayed storage availability information may not be entirely up to
date as the day progresses since it still reflects the situation from the night before. If you
are an administrator with the PCM.Admin.Manager right, you can force an immediate
recalculation of al available storage space by running the “ Process Storage Space Counts’
batch service (see page 3-3).

STORAGE LOCATION PROPERTIES

Each storage location in the storage space hierarchy has anumber of properties, including:
¢ Location Type (page 6-4)

+  Object Type (page 6-6)

« Media Type (page 6-7)

% Storage Status (page 6-8)

Location Type

Each storage location is assigned alocation type, which helps specify whereit islocated
in the storage space hierarchy. The available location types are defined on the Configure
L ocation Types page (see page 5-43).

The out-of-the-box Physical Content Manager application comes with the following
predefined location types (in hierarchical order):

«» Warehouse

< Room
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< Row
< Bay
% Shelf
% Position

These location types can easily be modified to suit your specific storage requirements
(see page 5-40).

When defining a new storage location in the storage space environment, you select its
location type from alist of defined types:

Figure6-2 Dropdown list of defined location types

Storage Marme

Description
Location Type I—L[
Laocation Halds Warehouse
Roormn |
faximurm lterms Allowed |Faow
Bay |
Barcode o
Position

The available location types for a storage location depend on the hierarchical storage level
that the storage location is on. The table below explains what location types can be
selected for each predefined storage level (in hierarchical order):

At thisstoragelevel... You can add these location types

Top level (“Storage™) Warehouse
Room

Warehouse Room
Row
Bay
Shelf
Position
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At thisstorage level... You can add these location types
Room Row
Bay
Shelf
Position
Row Bay
Shelf
Position
Bay Shelf
Position
Shelf Position
Position —

Tech Tip: By default, at the highest storage level, you can only add the two highest-level
location types (*Warehouse” and “Room”). If you want more location typesto be
available, then you must modify the following configuration variablein [CS_Instance]/
custom/Physi cal ContentManager /physi cal contentmanager _environment.cfg:
NumberOfStorageTypeRootsToShow=x

where x is the number of location type levels that you want to be available at the highest
storage level. For example, if you want usersto be able to add storage | ocations of location
types Warehouse, Room, or Row, you need to change the default value from 2 (default)
to 3. Please note that you need to restart the content server for the change to take effect.

Object Type

The object type of astorage location in the storage space hierarchy specifies what type
of itemsthat storage location can hold.

The out-of-the-box Physical Content Manager application comes with the following
predefined object types:

< All [i.e, any of the defined object types, both predefined and custom]
< Box

7

< Document
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< Folder
« Micro
«» Optica
< Tape

You can also create your own object types (see page 5-63).

Media Type

Setting Up Storage Space

The mediatype of astorage location in the storage space hierarchy provides a further

specification of the type of items that storage location can hold.

The out-of-the-box Physical Content Manager application comes with a number of
predefined media types (see page 5-67), but you can also create your own (see page 5-73).

The available media types depend on the selected object type of the current storage
location. The table below explains which predefined media types can be selected for each

predefined object type:

This object type...

Supportsthese media types

Box

Box

Document

Mixed
Fax
Paper
Photo

Folder

Folder

Micro

Mixed
Microfiche
Microfilm

Optical

Mixed
CD
Disc
DVD
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This object type... Supportsthese media types

Tape Mixed
Audio
Data

Visual

All Mixed
Audio
Box

CD

Data

Disc

Dvd

Fax
Folder
Microfiche
Microfilm
Paper
Photo
Visual

Storage Status

If astorage location in the storage space can hold content items, its status determines
whether content can be stored in the unit, and if not, why not. The status of a storage
location is shown in the status column on the Exploring “[ Location]” pages (see page
6-12), and can be any of the following:

+ Available
Content can be stored in the storage location, and space is available. Thisisthe
default—in other words, if no status is provided, this one is assumed.

% Reserved
No content can be stored in the storage location or any of its child storage locations
because it has been reserved. There may be space available in the storage location, but
it has been set aside for future storage of physical items. You can, for example, use
this status to reserve space if you want to group batches of items and store them
together as they come in to be stored. Only an administrator or the person who
reserved a storage location can add itemsto it.
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Occupied

The storage location has reached its maximum storage capacity, and no further content
can be added to it. This statusisfor display and information purposes only, and cannot
be selected when defining or editing a storage location.

@ Note: If you do not select a specific storage status for alocation that can hold content,
the status * Available’ is assumed.

@ Note: If astorage location is blocked, its status column on the Exploring “[ Location]”
pages (see page 6-12) is empty.

@ Note: See also anumber of important storage space considerations bel ow.

STORAGE SPACE CONSIDERATIONS

Please note the following important considerations with regard to storage space
management:

7
0‘0

At theroot (top) level of the storage space hierarchy (“ Storage”), you can only

add the two highest-level location types (“Warehouse” and “Room”) by default.

If you want more location types to be available, then you must modify the following
configuration variable in [CS_Instance]/custon/Physical ContentManager/
physicalcontentmanager_environment.cfg:

NumberOfStorageTypeRootsToShow=x

where x is the number of location type levels that you want to be available at the
highest storage level. For example, if you want users to be able to add storage
locations of |ocation types Warehouse, Room, or Row, you need to change the value
from 2 (default) to 3. Please note that you need to restart the content server for the
change to take effect.

You can add as many top-level storage locations as you like (for example, one for
each warehouse).

At each level in the storage space hierarchy other than top level, you can only add
storage locations of alower location type level. For example, at the Row location type
level, you can add storage locations of the types Bay, Shelf, and Position.

Physical items not assigned to any other storage location are automatically assigned to
the“Other” storage location, which isalwaysthe last of the top-level storage locations
of the storage hierarchy.
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¢ You can delete storage locations from the hierarchy only if no items are stored in
them. You cannot delete the “Other” storage location, evenif it is empty.

«» All storage locations include a percentage which shows how much of the available
storage space in the location (and all its children) is currently occupied. For example,
25% means that one quarter of the maximum allowed number of stored itemsis
currently assigned to the storage location (and all its children). The percentage of a
storage location is automatically updated as soon as you add or remove physical items
in that storage location. However, the percentages of the parent storage location(s) are
not updated automatically. This is done automatically once a day (see next note).

« By default, the available storage space for the entire hierarchy is recalculated once a
day at midnight. This means that the displayed storage availability information may
not be entirely up to date as the day progresses since it till reflects the situation from
the night before. If you are an administrator with the PCM.Admin.Manager right, you
can force arecalculation of all available storage space by running the “ Process Storage
Space Counts’ batch service (see page 3-3).

¢+ You can block a storage location, which prevents any content from being stored in the
storage location or any of its child storage locations, even if it was marked to allow
storage of content. You can only block empty storage locations. You can use this
feature, for example, to create a“ dummy” storage location in a situation where a bay
cannot be used because there is a support pillar in front of it, but you do not want to
break the matching bay numbering across multiple rows.

If astoragelocation is blocked, its status column on the Exploring “[ Location]” pages
(see page 6-12) is empty.

BROWSE STORAGE TREE

You can view the defined storage environment in atree view with all defined storage
locationsin their hierarchical order by clicking Browse Storage in the Browse Content

tray:
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Figure6-3 Browse Storage tree in Browse Content tray

@ Browse Storage

EHED warehouse_001 - 0.0%
EHEL Warehouse 002 - 3.125%
EHEl Room_00L - 6.25%
E= Row_001 - 12.5%
E=— Bay_001 - 25.0%

G Shelf_001 - 50.0%
EHE] Position_001 - 100.0%
BHE] Position_00Z - 100.0%
] Position_003 - 0.0%
BHE Position_004 - 0.0%
G Shelf_00z - 0.0%

22 Bay_002 - 0.0%

HEE Row_002 - 0.0%

EHE] Room_002 - 0.0%

EHaD Other

Please note the following:
« The Browse Storage treeis not available in the Top Menus layout.
% Theiconsindicate the location type of the storage locations (see page 6-4).

«» All storage locations include a percentage which shows how much of the available
storage space in the location (and all its children) is currently occupied. For example,
25% means that one quarter of the maximum allowed number of stored itemsis
currently assigned to the storage location (and all its children). The percentage of a
storage location is automatically updated as soon as you add or remove physical items
in that storage location. However, the percentages of the parent storage location(s) are
not updated automatically. This is done automatically once a day (see next note).

« By default, the available storage space for the entire hierarchy is recalculated once a
day at midnight. This means that the displayed storage availability information may
not be entirely up to date as the day progresses since it till reflects the situation from
the night before. If you are an administrator with the PCM.Admin.Manager right, you
can force arecalculation of all available storage space by running the “ Process Storage
Space Counts’ batch service (see page 3-3).

¢ If you drill down deep enough in the hierarchy, you can also see theitems contained in
astorage location.
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7
0‘0

The Browse Storage tree will always include a storage location called “ Other” at the

bottom. Thisisthe default storage location for any physical items that were not
explicitly assigned to another storage location. This storage location cannot be

deleted, eveniif it is empty.

opened (see below).

If you click on any hyperlinked item in the storage space tree, its exploring pageis

EXPLORING “[Location]” PAGES

The Exploring “[Location]” pages show the child storage location of a defined storage
location. You can also display alist of al physical items stored in it (see page 6-32).

To access this page, compl ete the following steps:

1. Loginto the content server.

2. Open the Browse Content tray or top menu.

3. Click Browse Storage.

Note: You can also access the top-level storage exploring page from the Configure
Physical Content Management page (page 5-2) (Configuration—Storage).

6-12

4. The Exploring page for the top level (called “ Storage”) is displayed. You can use the

links on this page to drill down in the storage space hierarchy to the page whose
Exploring page you want to see. In the default Trays layout, you can also navigate
to a storage location in the tree view (see page 6-10) and click its hyperlink in the tree.

Figure6-4 Exploring “[Location]” page (at top level in storage space hierarchy)
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Figure6-5 Exploring “[Location]” page (at bottom level in storage space hierarchy)
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Breadcrumb Trail

At thetop of the pagethereisa*breadcrumb trail,” which shows you where you arein the
storage space hierarchy. Thistrail enables you to easily navigate between the levelsin the
hierarchy. You can click on any hyperlinked item in the trail to go to that level and show
its Exploring page.

Figure6-6 Breadcrumb trail on Exploring page

|5turage --= Warehouse_001 --> Room_001 -->= Bay_001 --= Shelf_001

Physical Item Links

Depending on where you are in the storage hierarchy, the exploring page may contain
links to the physical items currently assigned to the location. There are two links, each
of which link to physical item pages (see page 6-32):

« List Physical Itemsthat belong in [Storage_L ocation]—If you click thislink, alist
isdisplayed of all items that have the specified storage location as their permanent
location.

« List Physical Itemsthat are actually in [Storage L ocation]—If you click thislink,
alistisdisplayed of all items that have the specified storage location as their current
location. Thislist does not include any items that would normally be in the storage
location, but that are currently checked out.

If you want thelist to include al physical itemsin the child locations of the current storage
location, then select the I nclude Child Storage I tems check box before clicking the link.
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Page Features
The table below describes the various features of the Exploring “[Location]” pages.

Feature Description

Selection check boxes These enable you to select one or moreitemsin thelist.
To select all items, select the check box in the column
header.

Storage Name Thisisthe name of the storage location, as specified when

the location was defined (see page 6-33). If you click on
the link, a new Exploring page is displayed which lists the
storage locations contained in the sel ected storage location.
This enables you to move down to the lower levels of the
storage space hierarchy.

Location Type This specifies the type of the storage location. For more
details about location types, refer to page 6-4. The
available location types are defined on the Configure

L ocation Types page (see page 5-43).

Description Thisisthe description of the storage location, as specified
when the location was defined (see page 6-33).

Status This specifies the current status of the storage location.
For more details about the storage status, refer to page 6-8.

A status is displayed only for storage locations that can
hold content items. If a storage location cannot hold
content (at that level), the status column is empty.
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Feature Description

Space Used This shows the occupancy percentage of the storage
location and al its children. For example, 25% means that
one quarter of the maximum allowed number of items that
can be stored in the storage location (and all its children) is
currently assigned to that location. This percentageis
automatically updated as soon as you add or remove
physical itemsin the storage location. However, the
percentages of the parent storage locations are not updated
automatically.

If you are an administrator with the PCM.Admin.Manager
right, you can force arecalculation of all available storage
space by running the “Process Storage Space Counts”
batch service (see page 3-3).
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Feature

Description

Actions menu icon (kZ])

If you click on thisicon, a popup menu is displayed.
The available menu options depend on the storage location
in the row, and may include:

@,
0’0

Storage I nfor mation—Choose this option to display
the Storage Information page (see page 6-30).

Edit > Block Storage—Choose this option to block
the storage location and prevent further physical items
from being assigned to the storage location (see page
6-38). In essence, the “ Allow storage of content”
setting for the storage location is set to “No” (see page
6-18).

Edit > Reserve Sorage—Choose this option to
reserve the storage location for future storage of
physical items (see page 6-39).

Edit > Cancel Request—If the storage location is
currently reserved, choose this option to cancel the
reserved status of the storage location (see page 6-39).

Create Stor age | tem—Choose this option to add
anew storage location below the current storage
location (see page 6-33).

Delete—Choose this option to del ete the selected
storage location from the storage space hierarchy
(see page 6-37).

Create Physical |tem—Choose this option to add
anew physical content item to the selected storage
location (see page 12-3). You can add items only to
storage locations that allow content to be stored in
them (for example, storage locations of type
“Position”).
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Feature

Description

Actions menuicon
(continued)

« Labels—Choose this option opens a submenu with the
following options:

* Print L abel—Choose this option to print barcode
labels for the current storage location (see page
6-41). This option is available only for storage
locations that can hold items and do not have any
child locations. In addition, you need to have the
PCM.Admin.PrintLabel right to see this option.

e Schedule Print Label—Choose this option to
schedule the printing of alabel. See the Records
Manager System Maintenance Guide for more
information about scheduling.

Infoicon (i)

If you click on thisicon, the Storage Information page
(see page 6-30) is displayed.

Menu Bar

Thereisamenu bar at the top of the page with the following options (depending on your

assigned rights):

«  Sorage Infor mation—Choose this option to display the Storage Information Page
(page 6-30) for the current storage location.

+» Create Sorage | tem—Choose this option to create a new storage location (see page

6-33).

+» Labels—This opens a submenu with the following options:

e Print Labelsfor Children—Choose this option to print barcode labels for all
child locations of the current storage location (see page 6-41). This optionis
available only for storage locations that have child locations. In addition, you
need to have the PCM.Admin.PrintLabel right to see this option.

e Print Label Including Children—Choose this option to print barcode labels for
the current storage location as well as al its child locations (see page 6-41). This
option is available only for storage locations that can hold items and have child
locations. In addition, you need to have the PCM.Admin.PrintLabel right to see

this option.
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+ Change View—This opens a submenu with the following options:
e Thumbnail View—Choose this option to display the page in thumbnail view.
» Headline View—Choose this option to display the page in headline view.

CREATE/EDIT STORAGE PAGE

Create Storage Page

@ Note: You must have the PCM.Storage.Create right to access the Create Storage page.
By default, thisright is assigned to the predefined ‘ pcmadmin’ role.

Use the Create Storage page to create a new storage location that physical items can be
assigned to. To access this page, complete the following steps:

1. Log into the content server as an administrator.

2. Open the Browse Content tray or top menu.

3. Click Browse Sorage.

The Exploring “[ Location]” page (see page 6-12) for the top level of the storage
hierarchy is displayed.

@ Note: You can aso access the top-level storage exploring page from the Configure
Physical Content Management page (page 5-2) (Configuration—Storage).

4. Navigate to the storage space level—i.e., the Exploring “[ Location]” page (see page
6-12)—where you want to create a new child storage location.

5. Choose Create Storage | tem on the menu bar at the top of the page.

@ Note: You can also choose Create Stor age | tem from the actions icon menu (¥z]) for
astorage location in the list to add a new child storage location at that level.
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Figure6-7 Create Storage page
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Edit Storage Page

Note: You must have the PCM.Storage.Edit right to access the Edit Storage page.
By default, thisright is assigned to the predefined ‘ pcmadmin’ role.

Use the Edit Storage page to modify the properties of an existing storage location.
To access this page, compl ete the following steps:

1. Loginto the content server as an administrator.

2. Open the Browse Content tray or top menu.

3. Click Browse Storage.

The Exploring “[Location]” page (see page 6-12) for the top level of the storage
hierarchy is displayed.
Note: You can also access the top-level storage exploring page from the Configure
Physical Content Management page (page 5-2) (Configuration—Storage).

4. Navigate to the storage location whose properties you want to edit, and click on the
infoicon ((3)). Alternatively, you can also choose Storage I nfor mation on the menu
bar at the top of the page.

Note: You can also choose Storage | nfor mation from the actions icon menu (¥Z]) for
astorage location in the list to edit that location’s properties.

The Storage Information Page (page 6-30) is displayed.
5. Choose Edit—Edit from the menu bar.
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Figure6-8 Edit Storage page
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The table bel ow describes the various features of the Create Storage and Edit Storage

pages.
Feature Description
Storage Name Enter a unique name for the storage location.
% Required
% Maximum number of characters: 30.
Description Enter a brief description for the storage location.
+«  Maximum number of characters: 30.
Location Type Select the location type of the storagelocation. Thisfieldis

view-only on the Edit Storage page. For more details about
location types, refer to page 6-4. The available location
types are defined on the Configure Location Types page
(see page 5-43).

The location types that can be selected depend on where
you are in the storage hierarchy (see page 6-5).

+ Required

6-20
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Feature Description

Allow storage of content | Specify whether the storage location can hold content
items (i.e., items can be assigned directly to the location).
The default is the configured default setting for the
selected location type (see page 5-41), but you can
override the default if required.

Important: Thissetting only appliesto this specific
storage location, not to any child storage locations.
It controlswhether items can be assigned directly to
the storage location (stored in it). You do not need
to enabl e this check box for a storage location if any
of itschild locationswill hold content. For example,
you may have a storage location of type “ Shelf”
with anumber of positions, each of which can hold
content items. If you do not want any itemsto be
directly assigned at the shelf level but only to the
positions on ashelf (i.e., stored at a position, not on
ashdf), then you set the shelf storage location to
not allow storage of content, and the position
storage location to allow storage.

If you select this select box, al fields (except Reguestor)
below it become available.

Status Thisfield isavailable only for storage locations that can
hold items. It enables you to specify the current status of
the storage location. For more details about the storage
status, refer to page 6-8.

The default statusis * Available'. If you do not select a

specific status for a storage location, the status * Available’
is assumed.

Requestor Thisfield isavailable only if the storage location allows
storage of content and the storage status is set to
“Reserved.” It enables you to specify the user who
reserved the storage location, either by entering it
manually or by selecting it from the dropdown list of
available users.
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Feature

Description

Location Holds

Thisfield isavailable only for storage locations that can
hold items. It enables you to specify what type of physical
content items are stored in the storage location. You can
choose from all defined abject types (see page 5-57).

Note: You do not need to specify an object type
here. The storage location can then hold any type
of content. If you do select an object type, and

you attempt to assign a physical item of a different
object type to the storage location (see page 12-3),
an error message is displayed and you cannot check
in the physical item.

Maximum Items Allowed

Thisfield isavailable only for storage locations that can
hold items. It enables you to specify the maximum number
of items that the storage location can hold. Physical
Content Manager uses this number to track the space
availability in the storage location.

Note: If you do not specify anumber, 1 (one) is
assumed, which meansthat only a single item can
be assigned to the storage location.

Barcode Thisfield isavailable only for storage locations that can
hold items. It enables you so specify a unique barcode for
the storage location. If you do not specify one manually,
oneisautomatically assigned (arandom, 19-digit number).
«  Maximum number of characters: 30

Create button Click this button to create the storage location.

(Create page only)

Submit Update button Click this button to submit the updated location type

(Edit page only) definition.
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Feature Description

Reset button If you are creating a new storage location, clicking this
button resets the page to itsinitial default settings. If you
are editing an existing storage location, this returns the
original storage location settings before you made any
modifications.

Quick Help button Click this button to display context-specific help
information about this page.

Menu Bar
Thereisamenu bar at the top of the Edit Storage page with the following options
(depending on your assigned rights):
+« Edit—This opens a submenu with the following options:
» Edit—Choose this option to open the Edit Storage Page.

» Block Storage—Choose this option to block the storage location and prevent
further physical items from being assigned to the storage location (see page 6-38).
In essence, the “ Allow storage of content” setting for the storage location is set to
“No” (see page 6-18).

* Reserve Sorage—Choose this option to reserve the storage location for future
storage of physical items (see page 6-39).

+ Delete—Choose this option to delete the current storage location from the storage
space hierarchy. You can delete a storage location only if it isempty (i.e., no physical
items are assigned to it).

«»  Sorage Infor mation—Choose this option to display the Storage Information Page
(page 6-30).

+» Create Storage | tem—Choose this option to create a new storage location below the
current storage location (see page 6-33).

+» Labels—This opens a submenu with the following options:

e Print Labelsfor Children—Choose this option to print barcode labels for all
child locations of the current storage location (see page 6-41). This optionis
available only for storage locations that have child locations. In addition, you
need to have the PCM.Admin.PrintLabel right to see this option.
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e Print Label Including Children—Choose this option to print barcode labels for
the current storage location as well as all its child locations (see page 6-41). This
option is available only for storage locations that can hold items and have child
locations. In addition, you need to have the PCM.Admin.PrintLabel right to see
this option.

CREATE BATCH STORAGE IMPORT FILE PAGE

Use the Create Batch Storage Import File page to define a new storage hierarchy by
specifying a number of creation rules. These rules are then used to generate afile called
Soragelmport.hda, which can be imported to create the defined storage hierarchy (see
page 7-7). This enables you to easily create structured storage space without having to
define each storage location individually.

@ Note: You must have the PCM.Admin.Manager right to access the Create Batch Storage
Import File page. By default, thisright is assigned to the predefined ‘ pcmadmin’ role.
To access this page, compl ete the following steps:
1. Loginto the content server as an administrator.
2. Openthe External Content tray or top menu.
3. Click Configure Physical Content.
The Configure Physical Content Management page is displayed (see page 5-2).

4. Open the Configuration menu, and choose the Batch Stor age Creation option.

Figure6-9 Create Batch Storage Import File page
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Page Features

The table below describes the various features of the Create Batch Storage Import File
page.

Feature Description

Browse button Click this button to open the Select Storage Location
Dialog (page 6-29), where you can specify the locationin
the existing storage space that will hold the new storage
hierarchy defined on this page.

Location Type Select the location type of each level in the storage
hierarchy. You can choose from all defined location types
(both predefined and custom).

Important: You must obey the existing location
type hierarchy. This means that you must start with
the highest-level storage location and work your
way down the hierarchy. You cannot add a parent
location below achild location (for example, a shelf
above arow). If you attempt to do this, error
messages will be displayed when you import the
Soragelmport.hda storage definition file.

Name Prefix Specify aprefix for the storage location name.

The prefix isincluded in the name and description of the
storage location: [ Name_Prefix] +[ Sequential_Number].

Note: If you do not specify a name prefix, the name
and description of the storage location will consist
of nothing but numbers (for example, “003").
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Feature

Description

Start Number

Specify the number that the number sequence should start
with. For example, if you specify 5, then the number
seguence will run *005’, ‘006’ ‘007" (with the default
number of digits; see below), etc.

The sequential number isincluded in the
name and description of the storage location:
[Name_Prefix] +[ Sequential_Number].

Note: If you do not specify anumber, 1 (one) is
assumed.

Number Of ltems

Specify how many instances of the storage location
should be included in the storage space.

If you do not provide a number, 1 (one) is assumed.

Tech Tip: The default number of digitsused in the
numerical sequencesis 3, which means that you
will see names such as “Warehouse 001.” If you
want adifferent number of digits, you can modify
the AutoStorageNumberWidth parameter in the
[CS Dir]/custom/SorageCreationUtility/
storagecreationutility_environment.cfg file.

Make sure to restart the content server after you
change the parameter value.
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Feature

Description

Allow Content

Select this checkbox if you allow items to be stored in the
storage location (i.e., items can be assigned directly to the
storage location).

Important: Thissetting only appliesto this specific
storage location, not to any child storage locations.
It controlswhether items can be assigned directly to
the storage location (stored in it). You do not need
to enabl e this check box for a storage location if any
of itschild locationswill hold content. For example,
you may have a storage location of type “ Shelf”
with anumber of positions, each of which can hold
content items. If you do not want any itemsto be
directly assigned at the shelf level but only to the
positions on ashelf (i.e., stored at a position, not on
ashdf), then you set the shelf storage location to
not allow storage of content, and the position
storage location to allow storage.

Number of Content Items
Allowed

If you selected the “Allow Content” checkbox, specify the
maximum number of items that the storage location can
hold. Physical Content Manager uses this number to track
the space availability in the storage location.

Note: If you do not specify anumber, 1 (one) is
assumed, which means that only a single item can
be assigned to the storage location.
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Feature Description

Object Type If you selected the “ Allow Content” checkbox, select the
type of physical content itemsthat the storage location can
hold. You can choose from all defined object types (both
predefined and custom).

Note: If you do not select an object type, the storage
location can hold any type of physical content.

If you do select an object type, and you attempt

to assign a physical item of a different object type
to the storage location (see page 12-3), an error
message is displayed and you cannot check in the

physical item.
Create Click this button to create a Soragel mport.hda file, which
you can import into the existing storage hierarchy (see
page 7-7).
Reset Click thisbutton to delete all field input and selections, and

return the page to itsinitial situation (i.e., empty).

Quick Help button Click this button to display context-specific help
information about this page.

Note: See Example: Creating a Batch of Storage Locations (page 6-44) for a step-by-step
procedure of adding a defined storage structure to Physical Content Manager’s storage
environment.

See Importing a Batch-Created Storage Hierarchy (page 7-7) for a step-by-step
procedure of importing a generated Soragel mport.hda file into the existing storage
space environment.

Considerations

Please note the following considerations with regard to batch creating storage locations:

7

«» When defining a storage space, you must obey the existing location type hierarchy.
This means that you must start with the highest-level storage location and work your
way down the hierarchy. You cannot add a parent location below a child location
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(for example, ashelf above arow). If you attempt to do this, error messages will be
displayed when you import the Soragel mport.hda storage definition file (see page
7-7).

++ The name and description of each generated storage location is built from the name
prefix (if specified) and a sequential number—for example, “Warehouse 001,”
“R003,” or WH_NY-012."

¢ The default number of digits used in the numerical sequencesis 3, which means
that you will see names such as “Warehouse_001.” If you want a different number
of digits, you can modify the AutoStorageNumberWidth parameter in the
[CS Dir]/custonySorageCreationUtility/storagecreationutility_environment.cfg file.
Make sure to restart the content server after you change the parameter value.

SELECT STORAGE LOCATION DIALOG

Use the Select Storage Location dialog to select the location in the current storage
environment that will hold the new storage hierarchy defined on the Create Batch Storage
Import File Page (page 6-24). To access this dialog, click the Browse button on that page.
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Figure6-10 Select Storage Location dialog
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Themain box at the top shows the defined storage space environment. You can drill down
the hierarchy to navigate to the storage location that you want to select. Once you select
alocation in the hierarchy, the box at the bottom shows the full navigation path to the
selected location.

You can use the plus and minus icons in front of a storage location to unfold or collapse
all its child locations.

When you have selected the desired location, click OK to return to Create Batch Storage

Import File Page (page 6-24). You can click Clear to delete the current storage path and
select anew one.

STORAGE INFORMATION PAGE

Use the Storage Information page to view information about an existing storage location.

Note: You must have the PCM.Storage.Read right to view information about a storage

location. By default, both predefined physical content management roles (‘ pcmrequestor’
and ‘pcmadmin’) have thisright.
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To access this page, compl ete the following steps:
1. Loginto the content server.
2. Open the Browse Content tray or top menu.

3. Click Browse Storage.

The Exploring “[Location]” page (see page 6-12) for the top level of the storage

hierarchy is displayed.

Note: You can also access the top-level storage exploring page from the Configure
Physical Content Management page (page 5-2) (Configuration—Storage).

4. Navigate to the storage location whose properties you want to view, and click on the
infoicon ((i)). Alternatively, you can also choose Storage | nfor mation on the menu

bar at the top of the page.

Note: You can also choose Storage | nfor mation from the actions icon menu (k) for

astorage location in the list to edit that location’s properties.

Figure6-11 Storage Information page

Storage Information

wEdt  ~Creste  wlsbels  Delete  Storage Information

Storage ==> ‘Warshouse (01 ==> Room_001 ==> Bay 001 =-> Shelff 001
Storage Name: Sheli 001
Description: Shelf
Location Type:
Allow storage of content: Yes
Stabus: Available
Requestor:
Location Holds: Micro
Maximum Items Allowed: 10
Barcode: S4653268659866T9058
Space Available: 10
Space Used: 0

This page shows the current properties of the selected storage location, including the total

available spaces (calculated from all child storage locations) and the spaces currently

used. Thereis aso a breadcrumb trail at the top of the page, which shows where the
storage location is located in the storage space hierarchy.
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Tech Tip: By default, the available storage space is recalculated once a day at midnight.
This means that the displayed storage availability information may not be entirely up to
date as the day progresses since it still reflects the situation from the night before. If you
are an administrator with the PCM.Admin.Manager right, you can force a recal culation of

the available storage space by running the “ Process Storage Space Counts’ batch service
(see page 3-3).

Menu Bar

Thereisamenu bar at the top of the page with a number of options (depending on
your assigned rights). The menu bar isidentical to the one on the Edit Storage Page
(page 6-19).

PHYSICAL ITEMS PAGES

This page lists al physical items contained in a storage location (and its child locations,
if desired). It is essentially a search results page to a query (see page 13-6). You access
this page by clicking either of the following links on any of the Exploring pages (see
page 6-12):

% List Physical Itemsthat belongin [Storage_L ocation]—If you click thislink, alist

isdisplayed of all itemsthat have the specified storage location as their permanent
location.

«» List Physical Itemsthat are actually in [Storage_L ocation]—If you click thislink,
alistisdisplayed of all itemsthat have the specified storage location as their current
location. Thislist does not include any items that would normally be in the storage
location, but that are currently checked out.

If youwant thelist toinclude al physical itemsin the child locations of the current storage
location, then select the Include Child Storage Items check box before clicking the link.

Figure6-12 List Physical Itemslinks on Exploring page
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Figure6-13 List of the physical itemsin a storage location
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See Search Results Page (page 13-6) for a description of the features on this page.

CREATING A STORAGE LOCATION

@

Use this procedure to create a new storage location in the storage space hierarchy.
Note: You must have the PCM.Storage.Create right to create a storage location. By
default, thisright is assigned to the predefined ‘ pcmadmin’ role.

To create a storage location, complete the following steps:

1. Loginto the content server as an administrator.

2. Open the Browse Content tray or top menu.

3. Click Browse Storage.

The Exploring “[ Location]” page (see page 6-12) for the top level of the storage
hierarchy is displayed.

Note: You can also access the top-level storage exploring page from the Configure
Physical Content Management page (page 5-2) (Configuration—Storage).
4. Navigate to the storage space level—i.e., the Exploring “[ Location]” page (see page
6-12)—where you want to create a new child storage |ocation.
5. Choose Create Sorage I tem on the menu bar at the top of the page.
Note: You can also choose Create Stor age | tem from the actions icon menu (kz]) for
astorage location in the list to add a new child storage location at that level.
The Create Storage page (page 6-18) is displayed.
6. Specify the storage location properties, and click Create when you are done.
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The newly created storage location is now included in the storage space hierarchy
(page 6-12) at its assigned level.

BATCH CREATING STORAGE LOCATIONS

6-34

Use this procedure to add a number of storage locations to the storage space hierarchy in a
single batch. Thisisuseful in situations where the storage hierarchy (or part of it) consists
of awell-defined tree structure with consistent naming and numbering of its constituent
objects. This procedure enables you to define this storage location structure in one
operation, without having to define each object separately.

Note: You must have the PCM.Admin.Manager right to batch create storage locations.
By default, thisright is assigned to the predefined ‘ pcmadmin’ role.

You do not add the defined objectsto the storage hierarchy directly from this page. Rather,
you specify the naming and numbering rules that should be used to create the storage
locations. After you click OK, afile called Storagelmport.hdais generated, which you can
import into the existing storage hierarchy (see page 7-7).

To create a batch of storage locations, complete the following steps:
1. Loginto the content server as an administrator.
2. Openthe External Content tray or top menu.
3. Click Configure Physical Content.
The Configure Physical Content Management page is displayed (see page 5-2).
4. Open the Configuration menu, and choose the Batch Storage Creation option.
The Create Batch Storage Import File Page (page 6-24) is displayed.
5. Click the Browse button.
The Select Storage Location dialog (page 6-29) is displayed.

6. Navigate to the level in the storage hierarchy that the new storage location structure
should be added to, and click OK.

7. Specify the rules and parameters that should be used to create the batch of storage
locations. See Create Batch Storage Import File Page (page 6-24) for details.

8. Click Create when you are done to create the storage locations in accordance with the
defined specifications, or click Reset to return the screen to itsinitial values.
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A file called Soragel mport.hda is generated, and a dialog opens which allows you to
save thisfile to your hard drive. See Importing a Batch-Created Storage Hierarchy
(page 7-7) for details on importing the generated hda file into an existing storage
environment.

The newly created storage locations are now included in the storage space hierarchy
(page 6-12) at their assigned level.

EDITING A STORAGE LOCATION

@

Use this procedure to edit the properties of an existing storage location. Depending on the
storage location, you may not be able to edit all location properties.

Note: You must have the PCM.Storage.Edit right to edit a storage location. By default,
thisright is assigned to the predefined ‘ pcmadmin’ role.

To edit a storage location, compl ete the following steps:

1. Loginto the content server as an administrator.

2. Open the Browse Content tray or top menu.

3. Click Browse Storage.

The Exploring “[Location]” page (see page 6-12) for the top level of the storage
hierarchy is displayed.
Note: You can also access the top-level storage exploring page from the Configure
Physical Content Management page (page 5-2) (Configuration—Storage).

4. Navigate to the storage location whose properties you want to edit, and click on the
infoicon ((j)). Alternatively, you can also choose Storage | nfor mation on the menu
bar at the top of the page.

Note: You can also choose Storage | nfor mation from the actions icon menu (k) for
astorage location in the list to edit that location’s properties.

The Storage Information Page (page 6-30) is displayed.
5. Choose Edit—Edit from the menu bar.

The Edit Storage page (page 6-18) is displayed.

6. Modify the storage location properties as required, and click Submit Update when
you are done.
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A messages is displayed stating that the storage location has been updated
successfully, along with alist of the current storage location properties.

7. Click OK.

The Exploring “[Location]” page (see page 6-12) that you started from is displayed
again.

VIEWING INFORMATION ON A STORAGE LOCATION

6-36

@

Use this procedure to view information about a storage location.

Note: You must have the PCM.Storage.Read right to view information about a storage
location. By default, both predefined physical content management roles (* pcmrequestor’
and ‘pcmadmin’) have thisright.

To view information about a storage location, complete the following steps:

1. Loginto the content server as an administrator.

2. Open the Browse Content tray or top menu.

3. Click Browse Sorage.

The Exploring “[ Location]” page (see page 6-12) for the top level of the storage
hierarchy is displayed.
Note: You can also access the top-level storage exploring page from the Configure
Physical Content Management page (page 5-2) (Configuration—Storage).

4. Navigate to the storage location whose properties you want to view, and click on the
infoicon (()). Alternatively, you can also choose Sorage I nfor mation on the menu
bar at the top of the page.

Note: You can also choose Stor age I nfor mation from the actions icon menu (k=]) for
astorage location in the list to edit that location’s properties.
The Storage Information page (page 6-30) is displayed listing the current storage
location properties.
5. Click OK when you are done.
The Exploring “[Location]” page (see page 6-12) that you started from is displayed
again.
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DELETING A STORAGE LOCATION

Use this procedure to delete a storage | ocation from the storage space hierarchy. A storage
location must be empty before you can deleteit. A location is considered empty if it does
not contain any items. If a storage location has child storage locations that are all empty,
you can delete the entire branch. If you attempt to delete a non-empty storage location, an
error message is displayed.

@ Note: You must have the PCM.Storage.Delete right to delete a storage location. By
default, thisright is assigned to the predefined ‘ pcrmadmin’ role.

® Important: You cannot delete the predefined “ Other” storage location, even if it is empty.

To delete a storage location, complete the following steps:
1. Loginto the content server as an administrator.

2. Open the Browse Content tray or top menu.

3. Click Browse Storage.

The Exploring “[Location]” page (see page 6-12) for the top level of the storage
hierarchy is displayed.
@ Note: You can aso access the top-level storage exploring page from the Configure
Physical Content Management page (page 5-2) (Configuration—Storage).

4. Navigate to the storage location you want to delete, and click on the info icon ((i)).
Alternatively, you can also choose Stor age | nfor mation on the menu bar at the top of

the page.

@ Note: You can also choose Stor age I nfor mation from the actions icon menu (k¥]) for
astorage location in the list to edit that location’s properties.

The Storage Information Page (page 6-30) is displayed.
5. Click Delete on the menu bar at the top of the page.

@ Note: You can also delete multiple storage locations at once from the exploring pages
(see page 6-12) by selecting their check boxes and clicking Delete in the table menu bar.

If the storage location is empty, it isimmediately deleted from the storage space
hierarchy (without any further warnings), and the Exploring pageis refreshed.
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If the storage location is not empty, an error message is displayed and it will not be
deleted.

BLOCKING A STORAGE LOCATION

6-38

@

Use this procedure to block a storage location. If you block a storage location, it is not
possibleto store any itemsin the storage location and al its child locations, even if thereis
space available. You can only block empty storage locations. When you block a storage
location, its“ Allow storage of content” setting is set to “No” (see page 6-18).

Blocking a storage location may, for example, be useful to create a“ dummy” storage
location in a situation where a bay cannot be used because there is a support pillar in front
of it, but you do not want to break the matching bay numbering across multiple rows.

Note: You must have the PCM.Storage.Block right to block a storage location. By default,
thisright is assigned to the predefined ‘ pcmadmin’ role.

Blocking a Storage Location

To block a storage location, complete the following steps:
1. Loginto the content server as an administrator.

2. Open the Browse Content tray or top menu.

3. Click Browse Storage.

The Exploring “[Location]” page (see page 6-12) for the top level of the storage
hierarchy is displayed.

Note: You can also access the top-level storage exploring page from the Configure
Physical Content Management page (page 5-2) (Configuration—Storage).

4. Navigate to the storage space level—i.e., the Exploring “[Location]” page
(see page 6-12)—that includes the storage location you want to block.

5. Choose Edit—Block Storage on the actions icon menu (k¥Z]).

The Exploring “[ Location]” page (see page 6-12) that you started from is displayed
again, and content can no longer be assigned to the storage location. If the status
column previously showed “Available,” it is now empty. Also, if you look at the
information page of the storage location (see page 6-30), the “ Allow storage of
content” field is set to “No.”
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Unblocking a Storage Location

To cancel the blocked status of a storage location and allow storage of content again, you
need to edit the storage location (see page 6-35) and set its “ Allow storage of content”
setting to “ Yes.” After you unblock a storage location, its status column on the Exploring
“[Location]” pages (see page 6-12) shows “Available” again (it was empty while the
storage location was blocked).

RESERVING A STORAGE LOCATION

Use this procedure to reserve a storage location for future storage of physical content
items. This may be useful if you have groups of similar items that you want to store
together asthey come in for storage. If you reserve a storage location, al its child
locations are also reserved. Only an administrator or the person who reserved a storage
location can add items to it.

@ Note: You must have the PCM.Storage.Reserve right to reserve a storage location. By
default, both predefined physical content management roles (* pcmrequestor’ and
‘pcmadmin’) have thisright.

Reserving a Storage Location

To reserve a storage location, compl ete the following steps:
1. Loginto the content server as an administrator.

2. Openthe Browse Content tray or top menu.

3. Click Browse Storage.

The Exploring “[ Location]” page (see page 6-12) for the top level of the storage
hierarchy is displayed.

Note: You can also access the top-level storage exploring page from the Configure

Physical Content Management page (page 5-2) (Configuration—Storage).

4. Navigate to the storage space level—i.e., the Exploring “[Location]” page
(see page 6-12)—that includes the storage location you want to reserve.

5. Choose Edit—Reserve Sorage on the actions icon menu (Kz]).

The Exploring “[ Location]” page (see page 6-12) that you started from is displayed
again, and the storage location now shows “Reserved” in its status column, with the
name of the user who made the reservation in parentheses:
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Figure 6-14 Reserved status of storage location

Avvailable 0.0% s @)
Reserved (sysadmin) 0.0% 2 (@)

Cancelling the Reservation of a Storage Location

To cancel the reserved status of a storage location, complete the following steps:

1

2
3.
4

Log into the content server as an administrator.
Open the External Content tray or top menu.
Open the Browse Content tray or top menu.
Click Browse Stor age.

The Exploring “[Location]” page (see page 6-12) for the top level of the storage
hierarchy is displayed.

Note: You can also access the top-level storage exploring page from the Configure
Physical Content Management page (page 5-2) (Configuration—Storage).

5.

Navigate to the storage space level—i.e., the Exploring “[Location]” page
(see page 6-12)—that includes the storage location whose reserved status you want to
cancel.

Choose Edit—Cancel Reguest on the actions icon menu (kZ]).

The Exploring “[ Location]” page (see page 6-12) that you started from is displayed
again, and the storage location no longer shows “Reserved” in its status column.

VIEWING ALL ITEMS IN A STORAGE LOCATION

6-40

Use this procedure to view all items currently contained in a storage location.

Note: You must have the PCM.Storage.View right to view the physical itemsin a storage
location. By default, both predefined physical content management roles (‘ pcmrequestor’
and ‘ pcmadmin’) have this right.

Toview al itemsin a storage location, complete the following steps:

1. Loginto the content server.
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2. Open the Browse Content tray or top menu.

3. Click Browse Storage.
The Exploring “[Location]” page (see page 6-12) for the top level of the storage
hierarchy is displayed.

Note: You can also access the top-level storage exploring page from the Configure
Physical Content Management page (page 5-2) (Configuration—Storage).

4. Navigate to the storage space level—i.e., the Exploring “[Location]” page
(see page 6-12)—that includes the storage location whose items you want to view.
5. At the bottom of the page, click either of the following links:
e List Physical Itemsthat belong in [Location]—Thislists all items that have the
specified storage location as their permanent location.

» List Physical Itemsthat are actually in [Location]|—Thislists al items that
have the specified storage location as their current location. Thislist does not
include any items that would normally bein the storage location, but that are
currently checked out.

If you want the list to also show all items in the child locations of the current storage
location, make sure that you select the Include Child Sorage Items check box. This
check box is available only if the current storage location has child locations.

The Physical Items Pages (page 6-32) is displayed.

PRINTING LABELS FOR STORAGE LOCATIONS

Use this procedure to create a label for a storage location (see page 9-8 for more
information on these labels). The label file contains the barcodes and other information for
the current storage location and all its child storage locations (if any). Only storage
locations that can hold content items are included (in other words, locations that have
barcodes). This meansthat any “intermediate” storage levels are skipped if they are not set
up to hold content. By default, the label for a storage location contains a barcode that
uniquely represents the location, the location’s name, its description, and its location type.

The format of the label file depends on the Report Label Format setting on the Configure
Physical Content Manager page (see page 5-2).

Note: If the generated label fileisin the PDF format, you need at least version 6.0 of the
Acrobat software to view it. It cannot be accessed using Adobe Acrobat 5.x or earlier.
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Note: You must have the PCM.Admin.PrintLabel right to create storage location labels.
By default, thisright is assigned to the predefined ‘ pcmadmin’ role.

To create alabel for a storage location, complete the following steps:

1
2.
3.

Log into the content server as an administrator.
Open the Browse Content tray or top menu.
Click Browse Sorage.

The Exploring “[ Location]” page (see page 6-12) for the top level of the storage
hierarchy is displayed.

Note: You can aso access the top-level storage exploring page from the Configure
Physical Content Management page (page 5-2) (Configuration—Storage).

4. Navigate to the storage space level—i.e., the Exploring “[Location]” page

(see page 6-12)—for which you want to print a label.

Depending on the current storage location, select any of the following options actions
icon menu (k=) or the Labels menu at the top of the page:

e Labes>Print Labelsfor Children—This option isdisplayed if the current
storage location cannot hold items. Choose this option to create labels for al its
child locations that can hold items.

* Labels>Print Label—Thisoptionisdisplayed if the current storage location can
hold items and does not have any child locations. Choose this option to create a
label for the current storage location.

* Labels> Print Label Including Children—This option isdisplayed if the

current storage location can hold items and has child locations. Choose this option
to create labels for the current storage location aswell as al its child locations.

A label file called “ ResultSetReport.pdf” or “ ResultSetReport.plb” is created
(depending on the configured file format), and adialog is displayed in which you
can open or save the generated file.

Note: You can aso create alabel for a storage location from the Actions dropdown menu
or titlebar menu on its information page (see page 6-30). This menu will contain an option
to print alabel only if the storage location can hold content.
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EXAMPLE: CREATING A SINGLE STORAGE
LOCATION

This example explains how to create a storage location called “ Warehouse _003,” whichis
of location type Warehouse and resides at the top level of the storage hierarchy.

To create this storage location, compl ete the following steps:
1. Log into the content server as an administrator.

2. Open the Browse Content tray or top menu.

3. Click Browse Sorage.

The Exploring “[ Location]” page (see page 6-12) for the top level of the storage
hierarchy is displayed.

Note: You can also access the top-level storage exploring page from the Configure
Physical Content Management page (page 5-2) (Configuration—Storage).
4. Choose Create Storage | tem on the menu bar at the top of the page.
The Create Storage page (page 6-18) is displayed.
5. Enter “Warehouse 003" as the storage name and description.
6. Select “Warehouse” asthe location type.
7. Click Create.

The newly created storage location is now included in the storage space hierarchy
(page 6-12) at the top level:

Before: After:

&S Browse Storage Sl Browse Storage
EHap! Warchouse_001 ey Warehouse_D01
[HER) Warehouse_002 EHE? Warehouse_002
EHap! Other EHap! Warehouse_003

[EHE? Other
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LOCATIONS

This example explains how to create the definition file for a storage space structure and

then import thisfile to create the defined storage space within Physical Content Manager’s
storage environment. The storage space structure will consist of one warehouse at the top
level of the storage environment, with a number of subordinate storage locations. Each of
the lowest-level locations (Position) may hold five items, which can be of any object type.

Creating the Batch Storage Definition File

To create the batch storage definition file, complete the following steps:

1. Loginto the content server as an administrator.

2. Openthe External Content tray or top menu.

3. Click Configure Physical Content.
The Configure Physical Content Management page is displayed (see page 5-2).

4. Open the Configuration menu, and choose the Batch Stor age Creation option.
The Create Batch Storage Import File Page (page 6-24) is displayed.

5. Click Browseto select the highest point of the hierarchy. If you do not select one the
‘Storage’ level is defaulted.

The Select Storage Location Dialog (page 6-29) is displayed.
6. Provide the creation rules as shown:

Create Batch Storage Import File

Sebect Slorage Stard Poind I_ Baowize

Susmilser OF [bems
Location Type Mame Prefi Stark Murmbser Content Items Alowed Ohject Type

Warshouds W e ek sE 1 '—_l Al b
Room W Foom_ 2 0 Al W
Ao w Fow, 2 0 Al w
Bay - By 2 | &l w
Shef - Shelf_ 2 ] &l w
Position w Pacition [#] 5 &l w

[El:del[ﬁes:{ | Guick Help |




7.

8.
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Click Create.

A file download dialog is displayed.

Click Save to store the generated Soragel mport.hda file on your local hard drive.

Importing the Batch Storage Definition File

To import the batch storage definition file into Physical Content Manager, compl ete the
following steps:

1
2.
3.

Log into the content server as an administrator.

Open the Administration tray or top menu.

Click Configure Records M anagement.

The Configure Records Management page is displayed.

Choose Tasks—I mport/Export.

The Import/Export Content and Record Archive page (page 7-2) is displayed.

Unselect all items (including those under ‘ Show External Sources’) except for
Include Storage.

Click Browse next to the Archive File box to select the Soragel mport.hda file that
you saved earlier.

After you have selected thefile, click Import. The import adds the defined storage
gpace to the existing storage hierarchy at the location that was sel ected.

Viewing the New Storage Space Hierarchy

After importing the generated Soragel mport.hda file, you will see the following storage
hierarchy (under the Browse Content tray):
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Figure 6-15 Result of example batch storage definition

E}E B
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E}@ Shelf_n02

B

= Raw_002
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| EHE Position_001
[}&u Position_00z
| @] Position_003

EHE Position_001
HE] Position_002
HE] Position_003

| EHE Position_001
| {5 Position_002
| A Position_003

EHE Position_o01
EHE Position_oo0z2
EHE Position_003

0.0%
0.0%
0.0%
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0.0%
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Please note that only the first room and row are fully expanded here. The other rooms and
rows are exact images of this structure, but with their own numbering sequences.

Physical Content Manager Administration Guide



EXPORTING AND IMPORTING
PCM SETTINGS AND DATA

OVERVIEW

This section deals with exporting Physical Content Manager settings and importing them
into other Physical Content Manager instances in order to duplicate the PCM space
management definitions and other configuration settings. It covers the following topics:

Concepts
+«+ About Importing and Exporting (page 7-2)

Interface
+« PCM Items on Import/Export Content and Record Archive Page (page 7-2)

Tasks

«» Exporting PCM Settings and Data (page 7-5)

+« Importing PCM Settings and Data (page 7-6)

+« Importing a Batch-Created Storage Hierarchy (page 7-7)
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ABOUT IMPORTING AND EXPORTING

@

If you set up aPhysical Content Manager environment on one computer (including storage
gpace definitions, location types, and the like), you may want to copy this configuration
information to another computer—for example, from a development machineto a
production machine. You can easily accomplish this using Records Manager’s import

and export features. You can also use these features to back up or restore your space
management definitions and other configuration settings. The export feature copies a
variety of configuration settings to a separate .hda file that can be imported into another
Physical Content Manager instance or stored in a safe location for backup purposes.

The .hda fileisaplain-text, serialized data file that can be opened in any text editor.

Note: You must have the Admin.FilePlanArchive right in Records Manager to accessits
export and import features. By default, thisright is assigned to the predefined * rmaadmin’
role in Records Manager. To export archives, having the ‘admin’ rolein Content Server is
sufficient.

If Physical Content Manager isinstalled correctly, the Import/Exportt Content and Record
Archive page (see page 7-2) in Records Manager include a number of PCM-related items
that you can select to be included in the export or import:

+¢ location types (see page 5-40)

+ storage space definitions (see chapter 6)
+« custom PCM metadata (see page 5-79)
¢ reservations (see chapter 10)

Note: The export feature copies the space management definitions (i.e., the defined setup
and hierarchy of warehouses, rooms, bays, etc.), but none of the metadata of the items
stored at these locations.

PCM ITEMS ON IMPORT/EXPORT CONTENT AND
RECORD ARCHIVE PAGE

If Physical Content Manager isinstalled correctly, the Export Content and Record Archive
page in Records Manager includes a number of PCM-related items that you can select to
be included in the export file.
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Figure7-1 PCM items on Import/Export Content and Record Archive page

Import/Export Content and Record Archive

Archive File

Choose which types of ohjects you wish to import/export,
If irnporting, select an archive file from your local systern,
Click 'Irnpart' or 'Export’

If exporting you will save the archive to your local system,

Retention Schedules Objects

Content Related Objects

] Attermpt Update

Include Location Types

Include Storage

Include Custorm FCM Metadata
Include Supplemental Markings

Include Reservations

L] Include Dispositions History
Show External Sources

Browse...

[ Impu:urt] [ E wpart ] [ Heset] [ Quick Help ]

To access the Import/Export Content and Record Archive page in Records Manager,
complete the following steps:

1. Loginto the content server as arecords administrator (with the
Admin.FilePlanArchiveright).

2. Openthe Administration tray or top menu.

3. Click Configure Records M anagement—Tasks—I mport/Export.

Note: For further details on the Export Content and Record Archive Page, refer to the
Records Manager System Maintenance Guide.
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Retention Schedules Objects

Thefollowing PCM-related items are included in the Retention Schedules Objects area
of the Import/Export Content and Record Archive page:

+ Include L ocation Types:
If you select this option, all defined location types currently in the system are included
in the export.

+ Include Storage:
If you select this option, al defined storage space currently in the system isincluded
in the export.

Note: The export feature copies the space management definitions (i.e., the defined setup
and hierarchy of warehouses, rooms, bays, etc.), but none of the metadata of the items
stored at these locations.

% Include Custom PCM Metadata:
If you select this option, all defined custom metadata for Physical Content Manager
isincluded in the export.

Content-Related Objects

Thefollowing PCM-related items are included in the Content Related Objects area of the
Export Content and Record Archive page:

% Include Reservations:
If you select this option, all reservations currently in the system are included in the
export.

¢ Include Metadata of ‘Physical’ [under ‘ Show/Hide External Sources']
If you select this option, all metadata for physical content itemsin the system is
included in the export.

+ Include Dispositions History of *Physical’ [under ‘ Show/Hide External Sources']
If you select this option, the complete history of all disposition actions performed on
physical content itemsin the system is included in the export.

Note: If more Records Manager add-ons for external content are installed, the external
sources list will include metadata and disposition history options for these sources as well.

Select a check box to include the specified item in the export archive, or clear it to
excludeit.
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EXPORTING PCM SETTINGS AND DATA

Use this procedure to export Physical Content Manager configuration settings, either

for import into another server instance or for backup purposes. You can export the current
reservations, the storage space definitions, and the custom PCM metadata. You can export
these items separately or al together.

@ Note: You must have either the ‘admin’ rolein Content Server or the
Admin.FilePlanArchive right in Records Manager to export an archive. By default, the
Admin.FilePlanArchiveright is assigned to Records Manager’s predefined ‘ rmaadmin’
role. Please note that the predefined ‘ pcmadmin’ role in Physical Content Manager does
not have thisright.

To export PCM settings, complete the following steps:

1

Log into the content server as a records administrator (with the
Admin.FilePlanArchiveright).

Open the Administration tray or top menu.

Click Configure Records M anagement.

The Configure Records Management page is displayed.

Choose Tasks—I mport/Export.

The Import/Export Content and Record Archive page (page 7-2) is displayed.
Select all items that should be included in the export.

Click Export.

The File Download dialog is displayed.

To save the archive, click Save.

The Save Asdialog is displayed.

Specify aname for the archive, and navigate to the | ocation where you want to save
the .hda archivefile

Click Save.

Thefileis saved to the specified location, and you return to the Export Content and
Record Archive page.
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IMPORTING PCM SETTINGS AND DATA

Use this procedure to import an archive file that was exported using Records Manager’s
export features. For Physical Content Manager, you can import the reservations, storage
space definitions, and custom PCM metadata included in the archive file. You can import
these items separately or al together.

@ Note: You must have the Admin.FilePlanArchive right in Records Manager to import
PCM settings. If you want to import the dispositions history, you must also have the
Admin.PerformActions right in Records Manager. By default, these rights are assigned to
the predefined ‘rmaadmin’ role in Records Manager. Please note that the predefined
‘pcmadmin’ role in Physical Content Manager does not have this right.

To import PCM settings, compl ete the following steps:

1
2.
3.

Log into the content server as an administrator.

Open the Administration tray or top menu.

Click Configure Records Management.

The Configure Records Management page is displayed.

Choose Tasks—Import/Export.

The Import/Export Content and Record Archive page (page 7-2) is displayed.

Select all itemsthat should be included in the import, and specify whether you want to
update existing items or leave them untouched.

Click Browse next to the Archive File box to select the archive file (.hda) you want
to import.

After you have selected thefile, click Import. The import adds all new items and
updates any existing ones, if applicable. The results of the imported archive are
tracked in Records Manager’s audit trail for the enabled actions.
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IMPORTING A BATCH-CREATED STORAGE
HIERARCHY

Use this procedure to import a storage hierarchy definition file (Soragel mport.hda) that
was created using the batch storage creation feature (see page 6-24).

@ Note: You must have the Admin.FilePlanArchive right in Records Manager to import a
storage hierarchy definition file. By default, thisright is assigned to the predefined
‘rmaadmin’ role in Records Manager. Please note that the predefined * pcmadmin’ rolein
Physical Content Manager does not have thisright.

To import a storage hierarchy definition file, complete the following steps:

1
2.
3.

Log into the content server as an administrator.

Open the Administration tray or top menu.

Click Configure Records M anagement.

The Configure Records Management page is displayed.

Choose Tasks—I mport/Export.

The Import/Export Content and Record Archive page (page 7-2) is displayed.

Make sure that the “Include Storage” checkbox is selected. You do not have to
unselect all the other items; they will simply be ignored as none of them are included
in the Soragelmport.hda file.

Click Browse next to the Archive File box to select the Soragel mport.hda archive
file that was created when you batch-created the storage hierarchy.

After you have selected thefile, click Import. The import adds the storage hierarchy
contained in the Soragelmport.hda file to the existing storage space at the location
specified in the hda file.
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WORKING WITH BARCODES

OVERVIEW

This section deals with processing barcode files which are generated by barcode devices
that scan the storage information contained in barcodes on physical content items or
storage containers. It covers the following topics:

+«+ About Barcodes (page 8-1)

+«» Barcode Files (page 8-3)

% Barcode File Actions (page 8-3)

¢ Loading Barcode Information Using the Barcode Utility (page 8-4)
%+ Processing Barcode Files Manually (page 8-4)

ABOUT BARCODES

Barcodes are machine-readable symbols used to store bits of data. In the context of
physical content management, they can be used for purposes of identification, inventory,
tracking, and reservation fulfillment.

Figure8-1 Example of barcode
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@

Barcodes can be printed on labels (see chapter 9) that can be attached to physical content
items or storage containers holding such items (for example, abox). This helps you keep
track of their location and status. You can also create user labels, which help you process
reservation requests by users.

Technical Considerations

Please note the following technical considerations with regard to barcoding:

/7

+ Physical Content Manager uses the Code 3 of 9 barcoding standard (also called
Code 39). Thisisawidely used standard which produces al phanumeric barcodes that
can store upper-case characters, decimal numbers, and some punctuation characters
(dash, period, dollar sign, slash, percent sign, and plus symboal).

+ All lower-case |etters are automatically converted to upper case. For example, if auser
loginis ‘jsmith’, then its barcode valueis * JISMITH’.

+ Any accented |etters and double-byte characters (for example, Japanese and K orean)
are encoded in their hexadecimal values. For example, if auser loginis‘kmuller’, then
its barcode valueis‘KMC39CLLER’ (U = hex C39C). This means that the barcode
length barcode will increase as multiple hexadecimal characters are used to represent
each accented letter or double-byte character.

+«+ Barcode values for users default to their login names. You can override this behavior
for a user by setting a specific, unique barcode value for that user in Content Server’s
User Admin utility (see page 5-88).

Loading Barcode Information Into PCM

After scanning barcode information using a barcode reader, you can load this information
into Physical Content Manager, which prevents you from having to enter the information
manually. This eliminates many errors and often saves time and money, and is especially
useful if you need to process large numbers of items (for example, during the initial
Physical Content Manager implementation).

Note: For details on the barcode scanners supported by the Physical Content Manager
software, refer to the Universal Records Management Installation Guide.

There are two ways to load barcode information into Physical Content Manager:

@

«» Directly using the PCM Barcode Utility software (see page 8-4)

R/

+» Manually by processing generated barcode files (see page 8-4)
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BARCODE FILES

Barcode files are generated by barcode scanners which read storage information from
barcode labels (see chapter 9) and write thisinformation to afile. You can use the optional
PCM Barcode Utility to directly load barcode information into Physical Content Manager
(see appendix B), or you can process the barcode file manually.

Barcode files are plain-text files that can be viewed using any text editor. Figure 8-2
shows an example of abarcodefile.

9 Caution: Barcode files are created by barcode scanners and processed by Physical
Content Manager, and there is normally no reason to view or modify barcode files.

Figure8-2 Example of barcodefile

H 20050721130204 00 0000000000
20050721130145 00 2000
20050721130151 00 +W1R1R1B1S1F3
20050721130152 00 B3
20050721130153 00 2000
20050721130154 00 +W1RF1R1B151P4
20050721130156 00 B4

T 000

BARCODE FILE ACTIONS

When a barcode file is processed (automatically or manually), one of three actions will
be performed (specified for each item in the barcode file):

%+ Check In (page 8-3)
% Check Out (page 8-4)
% Set Home & Actual (page 8-4)

Check In

The Check In barcode action assigns an item to the location specified in the barcode file
for that item. Please note that it is only the current location that is set, not the permanent
location. Both the location and the item must aready exist in Physical Content Manager.
If either does not exist, an error is reported.
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Check Out

The Check Out barcode action checks an item out to the user specified in the barcode file
for that item (typically obtained by scanning a user label). Please note that the user does
not need to exist in the content server. The status for theitem is set to “Checked Out” and
its checkout user to the specified user (both values are shown on the Physical Item
Information page; see page 12-11). The item’s current location is automatically set to the
value of the Deliver To Location field for the associated reservation request (if thereis
one). If no value was entered in that field or if there is no reservation request, the current
location is set to “OTHER,” and the L ocation Comment field will show the name of the
checkout user.

Set Home & Actual

The Set Location barcode action assigns an item to the current and permanent locations
specified in the barcode file for that item. This enables you to move an item to a different
location. Both the locations and the item must already exist in Physical Content Manager.
If any of them do not exist, an error is reported.

LOADING BARCODE INFORMATION USING
THE BARCODE UTILITY

You can directly upload a barcode file from a barcode scanner to the Physical
Content Manager application using the optional PCM Barcode Utility. The installer
for this software isincluded on the Physical Content Manager distribution media,
and, after installation of the PCM software, also at [CS Instance_Dir]/custonv
Physical ContentManager/Client/. See Appendix B (Using the Barcode Utility)

for more information.

PROCESSING BARCODE FILES MANUALLY

This section coversthe following topics:

¢+ About Processing Barcode Files (page 8-5)
+«+ Barcode Processing Page (page 8-5)

¢+ Barcode File Processed Page (page 8-6)

¢ Processing a Barcode File (page 8-8)
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About Processing Barcode Files

You can directly upload information from a barcode scanner into Physical Content
Manager using the optional PCM Barcode Utility (see page 8-4), but you can also process
barcode files manually in the Physical Content Manager user interface.

Note: You must have the PCM .Barcode.Process right to process barcode filesin Physical
Content Manager. By default, thisright is assigned to the predefined ‘ pcmadmin’ role.

S

Note: You can also process barcode data files using the optional Barcode Utility.
For details, refer to Appendix B (Using the Barcode Utility).

©

Barcode Processing Page

Use the Barcode Processing page to select a barcode file to be processed, and process
that file.

@ Note: You must have the PCM .Barcode.Process right to access the Barcode Processing
page. By default, thisright is assigned to the predefined ‘ pcmadmin’ role.

To access this page, compl ete the following steps:
1. Log into the content server as an administrator.
2. Openthe External Content tray or top menu.
3. Click Configure Physical Content.
The Configure Physical Content Management page (page 5-2) is displayed.

4. Click Process Barcode File on the top menu bar.

Figure8-3 Barcode Processing page

Barcode Processing

* Select File to Process
Process File ] [ Heset] [ Cluick Help ]
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Page Features

The table below describes the various features of the Barcode Processing page.

Feature Description

Select Fileto Process Enter abarcode file to be processed, or use the Browse
button to select afile.

Browse Click this button to open afile selection dialog, where you
can navigate to a barcode file and select it for processing.

Process File Click this button to start the analysis and processing of the
selected barcodefile.

Reset Click this button to return to itsinitial default settings.
No barcodefile is processed.

Quick Help Click this button to display context-sensitive help
information on this page.

Barcode File Processed Page

The Barcode File Processed page is displayed after abarcode file has been selected (on the
Barcode Processing page) and processed. It shows information about all the itemsin the
barcode file, the actions performed on them, and any status and error messages.

Figure8-4 Barcode File Processed page
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Page Features
The table below describes the various features of the Barcode File Processed page.

Feature Description

Date Thisisthe date and time that the item was read by the
barcode scanner.

Action Thisisthe action that was performed on the item in the

barcode file (as specified in the barcode file). See page 8-3
for further details.

Object Type Thisisthe abject type of theitem (for example, “Box”).
See page 12-6 for further details.

Barcode Thisisthe barcode of the item as read by the barcode
scanner.

Location Type Thisisthe location type of the item (for example,

“Position”). See page 6-4 for further details.

Location Barcode Thisis the barcode of the location that the item should be
assigned to. See page 6-18 for further details.

Message Thisfield shows “Error Occurred” if the action was not
completed successfully for an item. If you click on theinfo
icon (i), apopup dialog is displayed with more specific
information about the error message.

Menu Bar
Depending on your assigned rights, there may be a menu bar with the following options:

+ Thumbnail View—Choose this option to display the page in thumbnail view.
% Headline View—Choose this option to display the page in headline view.
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Processing a Barcode File

Use this procedure to process a barcode file which contains barcode information obtained
using a barcode scanner.

@ Note: You must have the PCM .Barcode.Process right to process barcode files. By default,
thisright is assigned to the predefined ‘ pcmadmin’ role.
To process a barcode file, complete the following steps:
1. Loginto the content server as an administrator.
2. Openthe External Content tray or top menu.
3. Click Configure Physical Content.
The Configure Physical Content Management page (page 5-2) is displayed.
4. Click Process Barcode File on the top menu bar.
The Barcode Processing Page (page 8-5) is displayed.
5. Click the Browse button to select a barcode file to be processed.
A file selection dialog is opened.

6. Navigate to the barcode file to be processed, select it, and close the file selection
diaog.

7. Click Process File.

8. Thebarcodefileis processed, and the Barcode File Processed Page (page 8-6)

isdisplayed. If any errors occurred, these are reported in the Message column.
You can click theinfo icon ((j)) to see more specific information about the error

message.
9. After you are done viewing the results of the barcode processing, click OK to return
to the Barcode Processing Page (page 8-5).
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WORKING WITH LABELS

OVERVIEW

ABOUT

This section deals with creating labels. It covers the following topics:
« About Labels (page 9-1)

¢ User Labels (page 9-3)

++ Storage Location Labels (page 9-8)

+«» Physical Item Labels (page 9-11)

LABELS

Physical Content Manager enables you to create a number of labels that can be used for
various purposes including tracking, storage management, and reservation fulfillment.
There are three types of labels:

¢ User Labels (page 9-3)
+ Storage Location Labels (page 9-8)
+«» Physical Item Labels (page 9-11)

Note: You need to have the PCM.Admin.PrintLabel right to create labels. By default, this
right is assigned to the predefined ‘ pcmadmin’ role. If you do not have this right, no |abel
options will be available to you in the user interface.
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Label Format

The format of the generated labels is either Adobe Acrobat (PDF) or Physical Content
Manager’s own report format (PLB), depending on the Report Label Format setting on
the Configure Physical Content Manager page (see page 5-2). The PCM report format is
an XML-based, plain-text datafile with file extension PLB (for labels) or PRT (for
reports) that can be viewed and printed using the Print Report Utility, which can be
installed from the PCM distribution media and also from [CS Instance Dir]/custony
Physical ContentManager/Client. For further details on this utility, refer to Appendix A
(Using the Print Report Utility).

PDF Labels

The layout and contents of labelsin the PDF format are controlled by label templates.
These are plain-text HTML files with Idoc Script code embedded in them, much like
regular Content Server pages. This means that they can be customized in much the same
way as Content Server pages. The label template files are located at [ CS Instance Dir]/
custormyPhysical ContentManager/templates/. The following label templates are used:

< print_user_barcode label.ntm—Thisisthe template for user labels (page 9-3).

« print_storage barcode label.htm—Thisisthe template for storage location labels
(page 9-8).

< print_external_item_barcode_label.htm—Thisis the template for physical item
labels (page 9-11).

Note: For more information on customizations using Idoc Script, refer to the Content
Server developer documentation and to the readme file provided with the ReportM aker
component. You can find thisfile at [CS Instance_Dir]/custonVReportMaker/
readme.htm. If required, you may also want to seek the assistance of Oracle's support
services.

PLB Labels

The layout and contents of labels (in PLB data files) can be modified using the Crystal
Report Writer application. See Appendix A (Using the Print Report Utility) for further
details.
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USER LABELS

This section coversthe following topics:
+«¢ About User Labels (page 9-3)

+«» Print User Labels Page (page 9-5)
+« Creating User Labels (page 9-7)

About User Labels

Physical Content Manager enables you to print barcode labelsfor users, which can be used
for purposes of tracking and reservation fulfillment.

Figure9-1 Sample user label

USYSADMIN

Full Name: System Administrator

By default, the label provides the following information:
¢ abarcode representing the user’s login name (or barcode value, if specified),

% thelogin name or barcode value as readable text immediately below the barcode
(in all upper-case letters, preceded by the letter ‘U’), and

% theuser’'sfull name.

Make sure that you run the Update Users with no Barcodes batch service before printing
user labels for the first time. This action automatically creates barcode values for all users
in your system that do not yet have a barcode value assigned to them. If any usersin your
system do not have a barcode value and you create user labels, the generated PDF fileis
reported to be corrupt.

You can run the Update Users with no Barcodes service under External Content—
Configure Physical Content—Batch Services. The batch services are not displayed by
default; you need to enable them on the Configure Physical Content Management page
(see page 5-2).
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Tech Tip: Any lower-case lettersin the login name of a user are automatically converted
to upper case. Also, if alogin name contains any accented letters (for example, ‘kmidiller’),
then these letters are represented as hexadecimal values (for example, ‘KMC39CLLER’,
where C39C is the hexadecimal representation of the letter U). You can avoid this
behavior by setting a specific, unique barcode value for that user without any accented
letters (see page 5-88).

Label Format

The format of user labelsis either Adobe Acrobat (PDF) or Physical Content Manager’s
own report format (PLB), depending on the Report Label Format setting on the Configure
Physical Content Management page (see page 5-2). The PCM report format isan XML-
based, plain-text datafile with file extension PLB (for labels) or PRT (for reports) that can
be viewed and printed using the Print Report Utility, which can be installed from the PCM
distribution media and aso from [CS_Instance_Dir]/customy

Physical ContentManager/Client. For further details on this utility, refer to Appendix A
(Using the Print Report Utility).

PDF Labels

The layout and contents of user labelsin the PDF format are controlled by the
print_user _barcode label.htmtemplatein [CS Instance Dir]/customy

Physical ContentManager/templates/. Thisisaplain-text HTML file with Idoc Script,
which you can use to customize the label (much like regular Content Server pages).

Note: For more information on customizations using Idoc Script, refer to the Content
Server developer documentation and to the readme file provided with the ReportMaker
component. You can find thisfile at [CS _Instance_Dir]/custon/ReportMaker/
readme.htm. If required, you may also want to seek the assistance of Oracle’s support
services.

PLB Labels

The layout and contents of user labels (in PLB data files) can be modified using the
Crystal Report Writer application. See Appendix A (Using the Print Report Utility) for
further details.
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Print User Labels Page

Note: You must have the PCM.Admin.PrintLabel right to access the Print User Labels
page. By default, thisright is assigned to the predefined ‘ pcmadmin’ role.

Use the Print User Labels page to print barcode labels for a specific user or al users.
To access this page, compl ete the following steps:
1. Log into the content server as an administrator.
2. Openthe External Content tray or top menu.
3. Click Configure Physical Content.
The Configure Physical Content Management page (page 5-2) is displayed.
4, Click Reports—Print User Labels on the top menu bar.

Figure9-2  Print User Labels page

Print User Labels

Llserto Print w

[ Print a1l Users
[ Print Labells) | [ Reset| [ Quick Help |
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Page Features

The table below describes the various features of the Print User Labels page.

Feature

Description

User To Print

Specify the user for whom a barcode label should be
printed. You can manually enter a user name or select one
from the dropdown list.

If the specified user existsin the content server, his or

her login name and full name are included in the label;
otherwise, the label will include what you specified in this
field.

Tech Tip: If you manually enter a user name,

any lower-case |etters are automatically converted
to upper case on the label. Also, if the user name
contains any accented letters (for example,
‘kmaller”), then these letters are represented

as hexadecimal values on the label (for example,
‘KMC39CLLER’, where C39C is the hexadecimal
representation of the letter U).

Print All Users

Select this check box if you want user labels to be printed
for all defined usersin the content server. This check box
takes precedence over the User To Print field—that is, if
you specify auser in that field and you select the check
box, a PDF file is generated with barcode labels for all
users and not the one you specified.

Print Label(s) button

Click this button to generate the file with the user |abel (s)
in the configured format.

Reset button

Click this button to restore the page to its default settings
(i.e., empty User To Print field and cleared Print All Users
check box).
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Creating User Labels

Use this procedure to create barcode labels for a specific user or all users.

@ Note: You must have the PCM.Admin.PrintLabel right to print user labels. By default, this
right is assigned to the predefined ‘ pcradmin’ role.

To print user labels, complete the following steps:

1
2.
3.

Log into the content server as an administrator.

Open the External Content tray or top menu.

Click Configure Physical Content.

The Configure Physical Content Management page (page 5-2) is displayed.
Click Reports—Print User L abels on the top menu bar.

The Print User Labels Page (page 9-5) is displayed.

Inthe User to Print field, specify the name of the user for whom you want to print
auser label, or select the Print All User s check box to print user labelsfor al usersin
the system.

Click Print Label(s) to create the label file.

A label file called “ ResultSetReport.pdf” or “ ResultSetReport.plb” is created
(depending on the configured file format), and adialog is displayed in which you
can open or save the generated file.

@ Tech Tip: If you have the Print Report Utility installed on your computer, you can open
the generated PLB file directly in this application by choosing the “Open with” option and
selecting the Print Report Utility executable from the dropdown list.

Note: If the generated label fileisin the PDF format, you need at least version 6.0 of the
Acrobat software to view it. It cannot be accessed using Adobe Acrobat 5.x or earlier.
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STORAGE LOCATION LABELS

This section coversthe following topics:
+«+ About Storage Location Labels (page 9-8)
+ Creating Storage Location Labels (page 9-10)

About Storage Location Labels

A storage location label contains barcodes and other information for the current storage
location and, if desired, all its child storage locations (if any). Only storage locations that
can hold content items are included (in other words, locations that have barcodes). This
means that any “intermediate” storage levels are skipped if they are not set up to hold
content.

Figure9-3 Sample storage location |abel

18074 BSRETTTED

T4 E5Es

Storage Name: Position 1
Description: Position 1
Location Type: Position

By default, the label for a storage location provides the following information:

++ abarcode representing the barcode value that was specified when the storage location
was created, or, if none was specified, arandom, 19-digit number,

+¢+ the barcode value or random number as readable text immediately below the barcode
(as preceded by theletter *'S'),

+« the storage location’s name,
+» the storage location’s description, and

¢ the storage location’s location type.
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Tech Tip: Any lower-case lettersin the barcode value of a storage location are
automatically converted to upper case. Also, if a barcode value contains any accented
letters (for example, ‘MUNCHEN’), then these letters are represented as hexadecimal
values (for example, ‘MC39CNCHEN’, where C39C is the hexadecimal representation of
the letter U). If you want to avoid this behavior, make sure that you do not use accented
letters or any other characters than a-z, A-Z, and 0-9 in the barcode values of storage
locations.

Label Format

The format of storage location labelsis either Adobe Acrobat (PDF) or Physical Content
Manager’s own report format (PLB), depending on the Report Label Format setting on
the Configure Physical Content Manager page (see page 5-2). The PCM report format is
an XML-based, plain-text datafile with file extension PLB (for labels) or PRT (for
reports) that can be viewed and printed using the Print Report Utility, which can be
installed from the PCM distribution media and also from [ CS _Instance Dir]/customy
Physical ContentManager/Client. For further details on this utility, refer to Appendix A
(Using the Print Report Utility).

PDF Labels

The layout and contents of storage location labels in the PDF format are controlled
by the print_storage barcode label.htm templatein [CS _Instance Dir]/custormy
Physical ContentManager/templates/. Thisisaplain-text HTML file with Idoc Script,
which you can use to customize the label (much like regular Content Server pages).

@ Note: For more information on customizations using ldoc Script, refer to the Content
Server developer documentation and to the readme file provided with the ReportM aker
component. You can find thisfile at [CS Instance Dir]/custorm/ReportMaker/
readme.htm. If required, you may also want to seek the assistance of Oracle's support
services.

PLB Labels

The layout and contents of storage location labels (in PLB data files) can be modified
using the Crystal Report Writer application. See Appendix A (Using the Print Report
Utility) for further details.
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Creating Storage Location Labels

Use this procedure to create alabel for a storage location. The label file contains the
barcodes and other information for the current storage location and all its child storage
locations (if desired). Only storage locations that can hold content items are included (in
other words, locations that have barcodes). This means that any “intermediate” storage
levels are skipped if they are not set up to hold content.

The format of the label file depends on the Report Label Format setting on the Configure
Physical Content Manager page (see page 5-2).

@ Note: You must have the PCM.Admin.PrintLabel right to create storage location labels.
By default, thisright is assigned to the predefined ‘ pcrmadmin’ role.

To create alabel for a storage location, complete the following steps:

1

2
3.
4

Log into the content server as an administrator.
Open the Browse Content tray or top menu.
Click Browse Sorage.

Navigate to the storage space level—i.e., the Exploring “[Location]” page (see page
6-12)—for which you want to print alabel.

Depending on the current storage location, select any of the following optionsin the
action icon dropdown menu for the storage location that you want to print alabel for:

e Labels—Print Labelsfor Children—This option is displayed if the current
storage location cannot hold items. Choose this option to create labels for al its
child locations that can hold items.

* Labels—Print Label—Thisoptionisdisplayed if the current storage | ocation can
hold items and does not have any child locations. Choose this option to create a
label for the current storage location.

* Labels—Print Label Including Children—This option is displayed if the
current storage location can hold items and has child locations. Choose this option
to create labels for the current storage location aswell as al its child locations.

A label file called “ ResultSetReport.pdf” or * ResultSetReport.plb”is created
(depending on the configured file format), and adialog is displayed in which you can
open or save the generated file.

Tech Tip: If you have the Print Report Utility installed on your computer, you can open
the generated PLB file directly in this application by choosing the “Open with” option and
selecting the Print Report Utility executable from the dropdown list.
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@ Note: If the generated label fileisin the PDF format, you need at least version 6.0 of the
Acrobat software to view it. It cannot be accessed using Adobe Acrobat 5.x or earlier.

@ Note: You can aso create alabel for a storage location from the Actions dropdown menu
on itsinformation page (see page 6-30). This menu will contain an option to print alabel
only if the storage location can hold content.

PHYSICAL ITEM LABELS

This section covers the following topics:
«+ About Physical Item Labels (page 9-11)
+ Creating Physical Item Labels (page 9-13)

About Physical Item Labels

A physical item label contains abarcode of an individual physical item, along with some
other information for that item.

Figure9-4 Sample physical item label

IR

M
Name: Contracts2005
Title: Contracts for 2005

By default, the label for a physical item provides the following information:
+« abarcode representing the item’s name

+« theitem’'s name as readabl e text immediately below the barcode (in al upper-case
letters, preceded by the letter ‘O’),

+« theitem’'s name (see note below), and
« theitem’stitle.

Note: If the content server is using Oracle or DB2 as the database, the item’s name is
displayed in al upper-case | etters.
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9-12

Tech Tip: Any lower-case lettersin the name of a physical item are automatically
converted to upper case. Also, if aname contains any accented letters (for example,
‘“UBERPRUFUNG’), then these | etters are represented as hexadecimal values (for
example, ‘ C39CBERPRC39CFUNG’, where C39C is the hexadecimal representation of
the letter U). If you want to avoid this behavior, make sure that you do not use accented
letters or any other characters than a-z, A-Z, and 0-9 in the names of physical items.

Label Format

The format of physical item labelsis either Adobe Acraobat (PDF) or Physical Content
Manager’s own report format (PLB), depending on the Report Label Format setting on
the Configure Physical Content Manager page (see page 5-2). The PCM report format is
an XML-based, plain-text data file with file extension PLB (for labels) or PRT (for
reports) that can be viewed and printed using the Print Report Utility, which can be
installed from the PCM distribution media and also from [CS_Instance_Dir]/custom/
Physical ContentManager/Client. For further details on this utility, refer to Appendix A
(Using the Print Report Utility).

PDF Labels

The layout and contents of physical item labelsin the PDF format are controlled by the
print_external_item barcode |abel.htmtemplatein [CS Instance Dir]/custony
Physical ContentManager/templates/. Thisisaplain-text HTML file with Idoc Script,
which you can use to customize the label (much like regular Content Server pages).

Note: For more information on customizations using Idoc Script, refer to the Content
Server developer documentation and to the readme file provided with the ReportMaker
component. You can find thisfile at [CS _Instance_Dir]/custon/ReportMaker/
readme.htm. If required, you may also want to seek the assistance of Oracle’s support
services.

PLB Labels

The layout and contents of physical item labels (in PLB datafiles) can be modified using
the Crystal Report Writer application. See Appendix A (Using the Print Report Utility) for
further details.
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Creating Physical Item Labels

Use this procedure to create alabel for a physical item.
@ Note: You must have the PCM.Admin.PrintLabel right to create physical item labels.
By default, thisright is assigned to the predefined ‘ pcrmadmin’ role.
To create alabel for a physical item, complete the following steps:
1. Log into the content server.

2. Searchfor the physical item for which you want to print alabel. For further details,
refer to Chapter 13 (Searching for Physical Content).

3. Click the item’s action popup menu (¥=]) and choose the Print L abel.

A label file called “ ResultSetReport.pdf” or * ResultSetReport.plb”is created
(depending on the configured file format), and adialog is displayed in which you can
open or save the generated file.

@ Note: You can aso print labels for multiple items on the search results page by selecting
each of them and then choosing L abels—Print Exter nal Barcode L abelsin the menu bar
at the top of the page.

@ Tech Tip: If you have the Print Report Utility installed on your computer, you can open
the generated PLB file directly in this application by choosing the “ Open with” option and
selecting the Print Report Utility executable from the dropdown list.

@ Note: If the generated label fileisin the PDF format, you need at least version 6.0 of the
Acrobat software to view it. It cannot be accessed using Adobe Acrobat 5.x or earlier.
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WORKING WITH RESERVATIONS

OVERVIEW

This section covers the following topics:

Concepts

+ About Reservations (page 10-2)

¢ Reservation Process (page 10-3)

+ Reservation Workflow (page 10-5)

¢ Reservations History (page 10-6)

+ Reservation Request Properties (page 10-6)
¢ Request Item Actions (page 10-9)

Interface

«» Workflow Review for Request Page (page 10-11)
% Create/Edit Request Page (page 10-13)

¢ Search Reservations Page (page 10-18)

¢ Reservation Search Results Page (page 10-21)

¢ Request Information Page (page 10-25)

« ltemsfor Request Page (page 10-26)

+» Request Item Information Page (page 10-28)
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ABOUT

+» Edit Request Item Page (page 10-30)
+ Reguest Report Pages (page 10-32)

Tasks

+« Creating a Reservation Request (page 10-33)

+« Editing a Reservation Request (page 10-34)

« Deleting a Reservation Request (page 10-35)

+» Searching For Reservations (page 10-36)

¢ Saving Reservation Search Results (page 10-37)

+ Viewing Reservations for a Physical Item (page 10-38)
« Viewing Your Own Reservation Requests (page 10-38)
« Editing a Request Item (page 10-39)

+« Cancelling a Request Item (page 10-39)

+ Deleting a Request Item (page 10-40)

+« Changing the Status of a Request Item (page 10-41)

RESERVATIONS

10-2

Physical Content Manager offers circulation services for physical content items, in much
the same way asalibrary. Users can receive items, keep them for a specific period of time,
and then return them, so they can be stored at their designated location again for someone
else to check out.

Users can put a hold on items that are currently unavailable (for example, because
someone else aready has the item in their possession). If more than one person made a
reservation request for an item, there is awaiting list, which specifies the order in which
people made areservation for the item.

A reservation request may comprise multiple items.

After auser makes areservation request, an e-mail notification is sent to the system
administrator, who processes the request and starts the reservation fulfillment process
in accordance with the applicable procedures in your organization.
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Tech Tip: You can use the Print Report Utility (see Appendix A) to print a“pick list”
report which lists all reserved items that need to be take from storage for further
processing and reservation fulfillment.

Tech Tip: By default, each user can place only one reservation request for the same item.
If there are users that make reservation requests on behalf of multiple people (for example,
manager assistants), it may be useful to override this behavior. To accomplish this,

add the following variable to the [ CS_| nstance]/custonvPhysi cal ContentManager/
physicalcontentmanager _environment.cfg configuration file:

AllowMultipleRequests=true

RESERVATION PROCESS

Thetypica fulfillment process of areservation request is as follows:

Note: Your specific reservation process may differ from the one described here, depending
on the procedures in place in your organization.

1. A user creates areservation request for one or more items (see page 10-33).

As soon as the user submits the reservation request, the status (see page 10-7) of each
requested item isautomatically set to “1n Process,” or, if it was already “In Process’ or
“Checked Out,” it is set to “Waiting List.” In other words, each item is marked for
processing, or, if it is already being processed for a different reservation or is aready
checked out to someone, it is added to the waiting list for the item.

2. A reservation workflow isinitiated (see page 10-5), and the system administrator
receives an e-mail notification to review the reservation request.

@ Tech Tip: Itispossible to override this behavior (see page 10-5).

3. The system administrator approves (or rather, acknowledges) the reservation request
(see page 10-11).

4. If any itemsin the reservation request are not available or should be denied for some
reason, the system administrator can change their status accordingly (see page 10-41).

5. All available requested items (not already checked out) are gathered from their storage
location, in accordance with your organization’s procedures (for example, using the
pending request report; see page 10-32).
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6. The status (see page 10-7) of each available requested item should be changed to
“Checked Out.” If you use a barcode scanner (see chapter 8) to scan each item for
check-out, thisis done automatically after you upload the barcode file to the Physical
Content Manager application.

As soon as the status of the item changesto “ Checked Out,” its current location (as
shown on the Physical Item Information page; see page 12-11) is automatically set to
the deliver-to location that was specified when the reservation request was created.

If no deliver-to location was specified, the current location is set to “OTHER.” Also,
the current location comment on the Physical Item Information page; see page 12-11)
is set to the location comment specified for the associated reservation request. If no
comment was provided, it is set to the login name of the user who made the
reservation.

7. Thereguesting user can be notified and the reservation fulfilled in accordance with the
applicable procedures within the organization. (Thisis handled outside of Physical
Content Manager.)

The user can keep the checked-out items for a specific number of days (see page 5-5).

8. After theitemisreturned, it can be stored back in its assigned location. Its status
(see page 10-7) should be changed to “ Returned” and its current location set to its
assigned storage location. If you use a barcode scanner (see chapter 8) to scan theitem
for check-in, thisis done automatically after you upload the barcode file to the
Physical Content Manager application.

If thereisawaiting list for the item, the status for the next requestor on the list should
be changed from “Waiting List” to “In Process,” so the item can be processed for that
user. This can be done manually on any of the reservation pages, but if you use a
barcode scanner (see chapter 8) to scan the item for check-in, it may also be done
automatically, depending on how Physical Content Manager is configured (see page
5-7).

Note: The status of the item continues to be “Returned” until the reservation is deleted.
This can be done manually (see page 10-35) or automatically (after a certain number of
days, see page 5-5).
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RESERVATION WORKFLOW

Reservations in Physical Content Manager are handled using a special criteriaworkflow
called “ ReservationProcess,” which is used for approval and notification purposes.

@ Tech Tip: The reservation workflow is not used if the “Check in internal content item for
reservation workflow” setting on the Configure Physical Content Manager page (see page
5-2) isdisabled. In that case, users can still make reservations, but no-one will receive any
e-mail notifications about them (not even the system administrator). This meansthat a
different procedure to process reservations should be in place.

Users with the predefined ‘ pcmrequestor’ role can make reservations for physical items.
If you have the predefined ‘ pcmadmin’ role, you can also edit and process reservation
request.

By default, if auser submits areservation request for one or more items (see page 10-33),
anew content item is checked into the content server (in the Reservation security group).
This content item automatically enters the ReservationProcess workflow, and the system

administrator receives aworkflow review notification about the request.

Note: You can configure the default metadata values that are assigned to the reservation
workflow item that is checked into the content server (see page 5-76).

)

Tech Tip: By default, the ‘sysadmin’ rolein Content Server receives e-mail notifications
about pending reservations, and the requesting user is not notified. You can change this
behavior by changing the ReservationGroup alias in Content Server’s User Admin utility.
For example, you could set up the workflow to also send e-mail notifications to the user
who made the reservation request.

%

Figure10-1 Workflow review naotification for reservation request

= workflow Review Notification

Y'ou have been assigned to the following workflow step:

Message: Reseralion Kemy's Request'is ready for warkflow step 'RequesiReview”
Workflow Name: ReservationProcess

Workflow Step: ReguesiReview

Content Ttern: Reservalion Kerry's Request (res3222441 41306054 8446)

[ Beview workflow itern ] [ Request Infarmation ]
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Clicking the ‘ Review workflow item” link in the notification e-mail opens the Workflow
Review for Request page (see page 10-11), where the system administrator can approve
(or rather, acknowledge) the reservation request. As soon as the system administrator
clicks the Approve button on the Workflow Review for Request page, the reservation
reguest exits the workflow.

The system administrator can then proceed and fulfill the reservation request in
accordance with the applicabl e procedures within the organization.

Tech Tip: The reservation process can be modified to suit your organization’s need by
changing the ReservationProcess workflow. For more information on workflows, refer to
the Content Server administration and workflow documentation. If required, you may seek
the assistance of Oracle’s Consulting Services group.

RESERVATIONS HISTORY

All completed reservation requests are automatically logged in the reservations history.

A reservation request is considered completed if none of its request items are still pending
(in process), on awaiting list, or checked out—in other words, they are returned, denied,
not found, unavailable, or cancelled.

Tech Tip: By default, completed reservation requests are stored in the history log
indefinitely. However, you can limit the maximum number of days that a completed
reguest is included in the history by modifying settings on the Configure Physical Content
Manager page; see page 5-2).

A system administrator can view the current reservations history by searching for
reservations with the Completed field set to ‘ Yes' (see page 10-18).

RESERVATION REQUEST PROPERTIES

10-6

Each reservation request has a number of properties, including:
« Regquest Status (page 10-7)

+ Transfer Method (page 10-8)

¢ Priority (page 10-8)
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Request Status

The request status specifies the current status for a reserved physical item, which can be
any of the following:

+» Waiting List—This means that the request item is currently already checked out to
someone else. It will become available to the next requestor upon itsreturn (unlessthe
system administrator chooses to override the waiting list order).

% In Process (initial default)—This means that the reserved item is available and is
being prepared for delivery. Only one request item for areservation can have the
“In Process’ status.

+ Not Found—This means that the request item could not be located in its designated
location.

++ Unavailable—This means that the request item cannot currently be processed for
delivery.

+ Denied—This means that the reservation request has been rejected by the
administrator and cannot be fulfilled.

++ Canceled—This means that the reservation request was called off before it could be
fulfilled.

+ Checked Out—This meansthat the reserved itemis currently in the possession of
someone as part of areservation request. If aphysical item is checked out, its current
location (as shown on the Physical Item Information page; see page 12-11) is
automatically set to the value of the Deliver To Location field for the associated
reservation request. If no value was entered in thisfield, the current location is set
to “OTHER.” Also, the current location comment on the Physical Item Information
page) is set to the location comment specified for the associated reservation request.
If no comment was provided, it is set to the login name of the user who made the
reservation.

+» Overdue—This means that the reserved item is currently checked out to someone
who has failed to return the item within the configured checkout time (see page 5-2).
As aresult, the reservation request cannot currently be fulfilled.

@ Note: By default, an e-mail notification is sent out to the user who has an overdue item.
If you want, you can turn off this e-mail notification (see page 5-2).

+ Returned—This means that the checked-out item was returned to the storage
repository, so that it is available for other users to reserve and check out.
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@

A reservation request is considered completed if none of its request items are still pending
(in process), on awaiting list, or checked out (including overdue)—in other words, they
are returned, denied, not found, unavailable, or cancelled.

Note: You must have the PCM.Reservation.Process right to change the status of a
reservation request item. By default, thisright is assigned to the predefined ‘ pcmadmin’
role.

Transfer Method

The transfer method specifies how the person who made the request (the requestor) will
receive the reserved item. They specify the desired transfer method when they create a
reservation request (see page 10-33). The following transfer methods are supported:

®

« Copy—This means that the physical content item will be duplicated. and the copy
will be provided to the intended recipient. The copy can be physical (for example,
a document run through a copier or acopied DV D) or electronic (for example,

a scanned document or an 1SO image of a CD).

« Fax—Thismeans that the physical content item will be faxed to its intended recipient.

+» Mail—This means that the original physical content item will be mailed to its
intended recipient.

+ Pickup—This means that the intended recipient will pick up the physical content item
in person.

+» Email—This means that the content item will be e-mailed to its intended recipient.

Note: The default transfer method is set on the Configure Physical Content Manager page
(see page 5-2).

Priority

The priority of areservation request specifies the urgency with which it needsto be
fulfilled. User specify the desired priority when they create a reservation request (see
page 10-33). The following priorities are supported:

+ No Priority—This meansthat delivery of the requested item does not have any
particular priority (i.e., thereisno rush). Theitem can be delivered in accordance with
the applicable fulfillment procedures.

+» ASAP Rush—This means that the requested item should be delivered to itsintended
recipient as soon as possible after the reservation was made.
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« ThisMorning—This means that the requested item should be delivered to its
intended recipient the same morning that the reservation was made.

+» Today—This means that the requested item should be delivered to its intended
recipient the same day that the reservation was made.

+ ThisWeek—This means that the requested item should be delivered to its intended
recipient the same week that the reservation was made.

Note: The default priority is set on the Configure Physical Content Manager page
(see page 5-2).

REQUEST ITEM ACTIONS

If you are an administrator, you can perform a number of actions on arequest item to
changeits status as part of the reservation fulfillment process. These actions are accessible
through the actions popup menu (¥Z]) for arequest item on the Reservations Search
Results page (see page 10-21) or the Items for Request page (see page 10-26). You can
also perform the actions on multiple items simultaneously using the Actions dropdown
menu on the Items for Request page.

The following actions are supported:

@ Note: Not all actions may be available for a particular request item, depending on the
item’s current status. For example, if theitem is currently checked out, you can only delete
or return it.

< Delete
This option enables you to delete an item (see page 10-40) from areservation request.
If you delete an item, the request for that item is not included in the reservation log
(in other words, theitem isno longer in the item list for the reservation request).
This option is available only if the system has been set up to allow usersto delete
items from areservation request (see page 5-2). In addition, you can del ete requested
items only if you have the PCM.Reservation.Delete right (assigned to the predefined
‘pcmadmin’ role by default).

** Deny
This option enables you to reject the reservation request for an item. The item will
remain to be part of the reservation request, but it will not provided to the requestor.

% Not Found
This option enables you to change the status of an item because it could not be located
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in its designated location. The item will remain to be part of the reservation request,
but it cannot currently be provided to the requestor.

Unavailable

This option enables you to change the status of an item because it cannot currently be
processed for delivery. The item will remain to be part of the reservation request, but
it cannot currently be provided to the requestor.

Cancel

This option enables you to call off the reservation request for an item before it is
fulfilled (see page 10-39). If you cancel arequest item, the request for that item is still
included in the reservation log (in other words, theitem is still on theitem list for the
reservation, with its status set to “ Cancelled”).

You can cancel request items only if you have the PCM .Reservation.Edit right
(assigned to the predefined ‘ pcmadmin’ role by default). Also, you can only cancel a
request item if it hasthe “In Process’ status.

Check Out

This option enables you to change the status of an item because it was handed off to
its intended recipient, who can now keep the item for the configured checkout period.
After you check out arequest item, its current location (as shown on the Physical Item
Information page; see page 12-11) is automatically set to the value of the Deliver To
Location field for the associated reservation request. If no value was entered in this
field, the current location is set to “OTHER.” Also, the current location comment on
the Physical Item Information page) is set to the location comment specified for the
associated reservation request. If no comment was provided, it is set to the login name
of the user who made the reservation.

Returned

This option enables you to change the status of a checked-out item because it was
returned handed off to its intended recipient, who can now keep theitem for an agreed
period of time.
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WORKFLOW REVIEW FOR REQUEST PAGE

Use the Workflow Review for Request page to see what items are included in a
reservation request, and to approve or reject the request. To access this page, click on the
Review wor kflow item link in the workflow review notification e-mail that you received.

Figure10-1 Workflow Review for Request page

workflow Review for Request "Kerry's Request”

Reservation

Actions: Select an actioh %

L select &l Euternal Item Barcode Status Transfer Method Actions
P Test For Barcods D& (5]} I Procass Pickup "._l .!.:'
E‘ Err.me

This page shows the items that are included in the reservation request, including their
name, barcode, current status (see page 10-7), and selected transfer method (see page
10-8). You acknowledge the reservation request by clicking the Approve button; the
reservation workflow is then completed for the reservation. After clicking the Approve
button, you can start processing the item(s) in the reservation request. You can change
the status of the requested item(s) using the Actions dropdown menu or the action icon
popup menu (k=]). For example, you can deny the request item, or mark it as unavailable
or checked out.

The requesting user can now be notified and the reservation fulfilled in accordance with
the applicable procedures within your organization.

Page Features
The table below describes the various features of the Workflow Review for Request page.

Feature Description

Selection check boxes Select the check box for each item that you want to
perform the action in the main Actions dropdown menu on.
You can select the check box in the column heading to
select al items on the page.

External Item Thisisthe name of theindividual physical itemina
reservation reguest.
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Feature Description

Barcode Thisisthe barcode value of the individual itemin a
reservation request.

Status Thisisthe current status of the individual itemin a

reservation reguest (see page 10-7).

Transfer Method

Thisisthe selected transfer method for the individual item
in areservation regquest (see page 10-8).

Actions menu icon (kZ])

If you click on thisicon for a search result item, a popup
menu is displayed with anumber of options relevant to that
particular item. The menu options include:

0,

+ Request Item I nfor mation—Choose this option to
display the information page for the individual request
item (see page 10-28).

In addition, the popup menu for individual request items

includes a number of actions that enable you to change

the status of the item (see page 10-9).

Infoicon (i)

If you click on thisicon, the Request Item Information
page (page 10-28) is displayed.

Menu Bar

Depending on your assigned rights, there may be amenu bar at the top of the page. This
menu offers a number of options that apply to all items on the page. You can change the
view of the page (thumbnail view of headline view). In addition, the menu contains a
number of actions that enable you to change the current request status of the selected

item(s) (see page 10-7).
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CREATE/EDIT REQUEST PAGE

Create Request Page

Note: You must have the PCM.Reservation.Create right to access the Create Request
page. By default, thisright is assigned to the predefined ‘ pcmrequestor’ and * pcmadmin’
roles.

Use the Create Request page to create a new reservation request. To access this page,
complete the following steps:
1. Loginto the content server.

2. Search for the physical item(s) that you want to reserve, and add them to your
content basket.

Note: For more information on searching for physical content, refer to chapter 13.

For more information on the content basket, refer to chapter 15.

3. Choose My Content Server—My Content Basket to open your content basket.
The Content Basket page (see page 15-8) is displayed.

4. Select the check box of each physical item that you want to reserve, and choose
Request Selected Items from the Request menu at the top of the page. If you want to
reserve al itemsin your content basket, you can also choose Request All Items.

A prompt is displayed asking you whether the sel ected items should be removed from
the content basket after they are reserved.

5. Click Yesor No according to your preference. If you click Cancel, the reservation
reguest is cancelled.
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Figure 10-2 Create Request page

Create Requeast

Bequest Name |

Request Date |2!21;'[E 355 P

* Requestor |s;sadmin

* Security Group m
Transfer Method W

Priority lm

Required By Date |

Deliver To Location |

Location Comment

i

comments

SR TS

Browse. ..

Create | Reset | Quick Help |

Edit Request Page

Note: You must have the PCM.Reservation.Edit right to access the Edit Request page.
By default, thisright is assigned to the predefined ‘ pcmrequestor’ and ‘ pcmadmin’ roles.

Use the Edit Request page to modify the properties of an existing reservation reguest.
To access this page, compl ete the following steps:

1.
2.
3.

Log into the content server.

Open the External Content tray or top menu.

Click Physical Content

The basic search page is displayed (see page 13-2).

Click Search—Reser vations.

The Search Reservations Page (page 10-18) is displayed.

Specify the criteria by which to search, and click Search.
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Note: If you want to see your own requested items, you can also open the My Content
Server tray or top menu and choose My Reservations.

The Reservation Search Results Page (page 10-21) is displayed, which lists all
reservations requests that meet your search criteria.

6. Locatethereservation request that you want to edit, and choose Request Infor mation
from its actions popup menu (k¥=]).

The Request Information Page (page 10-25) is displayed.

7. Choose Edit in the menu bar.

Page Features

The table below describes the various features of the Create Request and Edit Request

pages.

Feature

Description

Request Name

Specify anamefor the reservation request. This name does
not have to be unigue (in other words, you can create
multiple reservation requests with the same name).

% Required

®

«»  Maximum number of characters: 30.

Tech Tip: Each reservation regquest has a system-
internal reference that is unique. The PCM
application keeps track of each reservation request
using thisinternal reference, not the request name.

Request Date

Thisisthe date and time that the reservation request was
made. The default is the current date and time.
Thisfield isview-only on the Edit Request page.

R/

+ Required

Physical Content Manager Administration Guide
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Feature Description

Requestor Specify the person who submitted the reservation request.
The default isthe user that is currently logged in. You can
select adifferent user from the dropdown list, or manually
enter a user.

Thisfield is view-only on the Edit Request page.
+ Required

Security Group Select the security group that the reservation regquest
should be assigned to. Security groups are sets of fileswith
the same access permissions. You can use security groups
to limit the reservation requests that users have access to.

+ Required.

Transfer Method Select the desired transfer method for the reservation
reguest (see page 10-8).
% Required

Priority Select the desired priority for the reservation request
(see page 10-8).
+ Required

Required By Date Specify the date that the reserved item(s) should be
available. You can click the calendar icon to select a date
from a popup dialog.

Providing atime along with adate is optional. If you do
not specify atime, 12:00 PM (midnight) is assumed.
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Feature

Description

Deliver To Location

Specify the location that the reserved item(s) should be
delivered to. If thislocation is somewhere in the storage
space environment, you can use the Browse button to
select the location (see page 12-10). Otherwise, specify
‘Other’ or leave thisfield empty. You can then use the
Location Comment field to provide delivery details.

If anitem is checked out, its current location (as shown
on the Physical Item Information page; see page 12-11)
isautomatically set to the value of thisfield for the
associated reservation request. If no value was entered,
the current location is set to “OTHER.”

Location Comment

If required, specify details about the delivery location
(for example, “Building A, Room 315").

If anitem is checked out, the value of thisfield isshownin
the Current L ocation Comment field on the Physical Item
Information page; see page 12-11). If you do not specify a
location comment here, the Current Location Comment
field will show the login hame of the user who made the
reservation.

Comments If required, specify additional comments about the
reservation request (for example, delivery or handling
instructions).

Create button Click this button to create the reservation request.

(Create page only)

Submit Update button Click this button to submit the updated reservation request.

(Edit page only)

Reset button If you are creating a new reservation request, clicking this

button resets the page to itsinitial default settings. If you
are editing an existing reservation request, this returns the
original request settings before you made any
modifications.
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Feature Description

Quick Help button Click this button to display context-specific help
information about this page.

As soon as areservation request is submitted, the status of all request itemsis
automatically changed to “In Process,” unless their statusis already “In Process’ or
“Checked Out.” In that case, it is changed to “Waiting List.”

@ Note: Userswith the standard reservation privileges (i.e., with the predefined
‘pecmrequestor’ role) cannot make any changes to an existing reservation by default.
If you want to enable them to edit existing reservation requests, you need to give them
the PCM.Reservation.Edit right.

@ Tech Tip: By default, each user can place only one reservation request for the same item.
If there are usersthat make reservation requests on behalf of multiple people (for example,
manager assistants), it may be useful to override this behavior. To accomplish this,
add the following variable to the [ CS_Instance]/custom/Physical ContentManager/
physicalcontentmanager _environment.cfg configuration file:
AllowMultipleRequests=true

SEARCH RESERVATIONS PAGE

Use the Search Reservations page to find existing reservations that meet your search
criteria

@ Note: You must have the PCM .Reservation.Read right to access the Search Reservations
page. By default, thisright is assigned to the predefined ‘ pcmrequestor’ and ‘ pcmadmin’
roles.
To access this page, compl ete the following steps:
1. Loginto the content server.
2. Openthe External Content tray or top menu.
3. Click Physical Content
The basic search page is displayed (see page 13-2).

4. Search—Reservations.

10-18 Physical Content Manager Administration Guide



Working With Reservations

Figure 10-3 Search Reservations page

Search Reservations
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Page Features

The table below describes the various features of the Search Reservations page.

Feature

Description

Criteria Definition

Display Individual
Request Items

If you select this check box, the search results (page 10-21)
will display all individual request items within the
reservations that meet your search criteria. If you clear it,
only the reservations are displayed (and not theitemsin
them).

Search criteriafields

Use these fields to specify the search criteria by which to
search the existing reservations.

If the search field contains a date, you can use the calendar
icon to the right of the field to pick a date from a calendar
popup.

For more general information about searching, refer to the
Records Manager User Guide and Content Server User
Guide.

Please note the following

A reservation request is considered completed if hone
of itsrequest items are still pending (in process), on a
waiting list, or checked out—in other words, they are
returned, denied, not found, unavailable, or cancelled.

Results Options

Results Per Page Specify the maximum number of reservations displayed
on each search results page.
< Default: 20.

Sort By Select an attribute by which to sort the results.

Thelist contains al of the search criteria options
for reservations.
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Feature Description

Sort order list Specify the sort order of the search results:

% Ascending (default)—Sorts al phabetical resultsin
A-Z order; numerical resultsin 0-9 order; and date
resultsin oldest to newest order.

% Descending—Sorts alphabetical resultsin Z-A order;
numerica resultsin 9-0 order; and date resultsin
newest to oldest order.

Search Commands

Search button Click thisbutton to perform a search for reservations based
on your specified criteria.

Clear button Click this button to clear all criteriafields on the page and
reset the page to itsinitial blank state.

Quick Help button Click this button to display context-specific help
information about this page.

RESERVATION SEARCH RESULTS PAGE

This page shows the results of a search query for reservations based on the criteria
specified on the Search Reservations page (see page 10-18). It is displayed after you click
the Search button on that page.

Figure 10-4 Reservation search results (without individual regquest items)

Resarvation Search Results Found 1 potential itern matching the query.

Actions: [§¢I:|:t an action 3
Request HName ::thm.-:.l: Date [ Requestor Completed ] Actions

Contracts 3/L7/06 B144 AM sysadmin Mo =D
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Figure 10-5 Reservation search results (with individua request items)

Reservation Search Results Found 2 potential items matching the query,

Actions: [Select sn action =

| Request Date . Requestor . External Item Barcode Status [ Actions
317706 G:dd &M sysadriin Contracts2005 CONTRACTEZ005 N Process L= A}
31706 Sidd AM sysadmin Contracts 2004 CONTRACTS2004 | n Process LE RN

Page Features (Without Individual Request Items)
The table below describes the various features of the Reservation Search Results page

without the individual request items—that is, the “ Display individual request items’ check

box on the Search Reservations page (see page 10-18) was not selected.

Feature

Description

Request Name

Thisistheidentifier that referencesthe reservation request,
as specified when the reservation request was made (see
page 10-13).

Request Date

Thisisthe date and time that the reservation request was
made.

Requestor

Thisisthe person who submitted the reservation request.

Completed

This specifies whether the reservation reguest has been
completed or not (“Yes’ or “N0O”). A reservation request is
considered completed if none of its request items are still
pending (in process), on awaiting list, or checked out—
in other words, they are returned, denied, not found,
unavailable, or cancelled.

10-22
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Feature Description

Actions menu icon (¥=]) If you click on thisicon for a search result item, a popup
menu is displayed with the following options:

% Request Infor mation—Choose this option to display
the information page for the reservation request (see
page 10-25).

+ Delete—Choose this option to delete the selected
reservation request (see page 10-35). You can
delete reservations only if you have the
PCM .Reservation.Delete right (assigned to the
predefined ‘ pcmadmin’ role by default).

Infoicon () If you click on thisicon, the Request Information page
(page 10-25) is displayed.

Page Features (With Individual Request Items)

The table below describes the various features of the Reservation Search Results page
with the individual request items—that is, the “ Display individual request items” check
box on the Search Reservations page (see page 10-18) was selected.

Feature Description

Request Date Thisisthe date and time that the reservation request was
made.

Requestor Thisisthe person who submitted the reservation request.

External Item Thisisthe name of an individual physical item that is

currently included in a reservation request.

Barcode Thisisthe barcode value of an individual item that is
currently included in areservation request.

Status Thisisthe current status of an individual item that is
currently included in areservation request (see page 10-7).
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Feature

Description

Actions menu icon (kZ])

If you click on thisicon for a search result item, a popup
menu is displayed with the following options:

% Request Infor mation—Choose this option to display
the information page for the reservation request (see
page 10-25).

+ Request Item I nfor mation—Choose this option to
display the information page for the individual request
item (see page 10-28).

% Physical Item | nfor mation—Choose this option to
display the information page for the physical item
(see page 12-11).

In addition, the popup menu includes a number of actions

that enable you to change the status of the item (see page

10-9) as part of the reservation fulfillment. The available

actions depend on the current status of the request item.

Infoicon (i)

If you click on thisicon, the information page for the
physical item (see page 12-11) is displayed.

Menu Bar

Depending on your assigned rights, there may be amenu bar at the top of the page. This
menu offers a number of optionsthat apply to al items on the page. The following options

are available:

+« Thumbnail View—Choose this option to display the page in thumbnail view.

+» Headline View—Choose this option to display the page in headline view.

% Save Search Results—Choose this option to save the search results to afile. Thefile
format depends on the Report Format setting on the Configure Records Management
page. For further details, refer to the Records Manager Setup Guide.

10-24
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REQUEST INFORMATION PAGE

Use the Request Information page to view the properties of an existing reservation
regquest.

@ Note: You must have the PCM.Reservation.Read right to access the Request Information
page. By default, thisright is assigned to the predefined ‘ pcmrequestor’ and ‘ pcmadmin’
roles.
To access this page, compl ete the following steps:

1. Loginto the content server.

2. Search for the reservation request whose properties you want to view (see page
10-18).

@ Note: If you want to see your own requested items, you can open the My Content Server
tray or top menu and choose My Reservations.
The Reservation Search Results Page (page 10-21) is displayed, which lists all

reservations requests that meet your search criteria.

3. Locate the reservation request whose properties you want to view, and choose
Request Information from its actions popup menu (k).

Figure 10-6 Request Information page

Request Information

Actions: | Select an action x|
Request Name: MyRegquest
Request Date: 212106 355 FM
Requestor: sysadmin
Security Group: Fublic
Completed: Yes
Transfer Method: Fickup
Priority: Mo Priority

Deliver To Location: OTHER
Storage--»=0ther

Location Comment: Building A Room 215,

This page shows the current properties of the selected reservation request, including its
name, request date, requestor, transfer method, priority, and delivery location. It also
shows whether the reservation request has been completed. A reservation request is
considered completed if none of its request items are still pending (in process), on a
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waiting list, or checked out—in other words, they are returned, denied, not found,
unavailable, or cancelled.

Menu Bar

Depending on your assigned rights, you may aso see a menu bar at the top of the page
with the following options:

+« Edit—This option allows you to edit the properties of the reservation request.
For more information, see page 10-30.

« Delete—This option allows you to delete the reservation request. For more
information, see page 10-35. You can delete reservations only if you have the
PCM .Reservation.Delete right (assigned to the predefined ‘ pcmadmin’ role).

+ List Request |tems—Choose this option to display the Items for Request Page
(page 10-26), which lists al individual itemsincluded in the reservation request.

ITEMS FOR REQUEST PAGE

10-26

@

A reservation may consist of more than one requested item. Use the Items for Request
pageto view alist of al individual itemsincluded in areservation request.

Note: You must have the PCM.Reservation.Edit right to access the Items for Request
page. By default, thisright is assigned to the predefined ‘ pcmadmin’ role.
To access this page, compl ete the following steps:
1. Loginto the content server.
2. Search for the reservation request whose request items want to view (see page 10-18).
Note: If you want to see your own requested items, you can open the My Content Server
tray or top menu and choose My Reservations.
The Reservation Search Results Page (page 10-21) is displayed, which lists all
reservations requests that meet your search criteria.

3. Locate the reservation request whose request items you want to view, and choose
Request Information from its actions popup menu (k).

The Request Information Page (page 10-25) is displayed.
4. Choose List Request |temson the menu bar.

Physical Content Manager Administration Guide



Figure 10-7 Items For Request page
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This page shows the items that are included in the reservation request, including their
name, barcode, current status (see page 10-7), and selected transfer method (see page

10-8).

Page Features

The table below describes the various features of the Items for Request page.

Feature

Description

Selection check boxes

Select the check box for each item that you want to
perform the action in the main Actions dropdown menu on.

You can select the check box in the column heading to
select all items on the page.

External Item Thisisthe name of theindividual physical itemina
reservation request.

Barcode Thisisthe barcode value of theindividual itemin a
reservation request.

Status Thisisthe current status of the individual itemin a

reservation reguest (see page 10-7).

Transfer Method

Thisisthe selected transfer method for the individual item
in areservation regquest (see page 10-8).
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Feature Description

Actions menu icon (¥=]) If you click on thisicon for a search result item, a popup
menu is displayed with a number of options relevant to that
particular item. The menu options include:

+ Request Item I nfor mation—Choose this option to
display the information page for the individual request
item (see page 10-28).

% Delete—Choose this option to del ete the sel ected
reguest item (see page 10-40). You can delete request
items only if you have the PCM.Reservation.Delete
right (assigned to the predefined ‘ pcmadmin’ role by
default) and the delete options have been enabled on
the Configure Physical Content Manager page
(see page 5-2).

In addition, the popup menu for individual request items

includes a number of actions that enable you to change

the status of the item (see page 10-9).

Infoicon ((3)) If you click on thisicon, the Request Item Information
page (page 10-28) is displayed.

Menu Bar

Depending on your assigned rights, there may be amenu bar at the top of the page. This
menu offers a number of options that apply to all items on the page. You can change the
view of the page (thumbnail view of headline view). In addition, the menu contains a
number of actions that enable you to change the current request status of the selected
item(s) (see page 10-7).

REQUEST ITEM INFORMATION PAGE

Use the Request Item Information page to view the properties of an individual item in an
existing reservation request.

Note: You must have the PCM.Reservation.Edit right to access the Request Item
Information page. By default, thisright is assigned to the predefined ‘ pcmadmin’ role.
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To access this page, compl ete the following steps:
1. Loginto the content server.
2. Search for the request item whose properties you want to view (see page 10-18).

@ Note: On the Search Reservations page (see page 10-18), make sure that you select the
“Display individual request items” check box.

Note: If you want to see your own requested items, you can open the My Content Server
tray or top menu and choose My Reservations.

©

The Reservation Search Results Page (page 10-21) is displayed, which lists all
reservations requests that meet your search criteria.

3. Locate the request item that you want to edit, and choose Request [tem I nfor mation
from its actions popup menu (kZ]).

Figure 10-8 Request Item Information page

Request Item Information
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This page shows the current properties of the selected request item: its name and status,
and whether thisitem can be checked out for a different period of time than the default.

Menu Bar

Depending on your assigned rights, you may also see a menu bar at the top of the page,
where you can edit the properties of the request item or delete the item. The Delete option
isavailable only if your PCM administrator has allowed users to delete itemsfrom a
reservation request. You can delete reservations only if you have the

PCM .Reservation.Delete right (assigned to the predefined ‘ pcmadmin’ role).
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EDIT REQUEST ITEM PAGE

Use the Edit Request Item page to modify the properties of an item in an existing
reservation request. You can change the status of the item and add or modify comments.

@ Note: You must have the PCM.Reservation.Edit right to access the Edit Request Item
page. Also, you must have the PCM.Reservation.Process right to change the status of
an item. By default, both these rights are assigned to the predefined ‘ pcrmadmin’ role.
To access this page, compl ete the following steps:
1. Loginto the content server.

2. Search for the request item that you want to edit (see page 10-18).

@ Note: On the Search Reservations page (see page 10-18), make sure that you select the
“Display individual request items” check box.

Note: If you want to see your own reguested items, you can open the My Content Server
tray or top menu and choose My Reservations.

The Reservation Search Results Page (page 10-21) is displayed, which lists all
reservations requests that meet your search criteria.

3. Locatethe request item that you want to edit, and choose Request Item I nfor mation
from its actions popup menu (k¥Z]).

The Request Item Information Page (page 10-28) is displayed.

4. Choose Edit on the menu bar.
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Figure 10-9 Edit Request Item page
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Page Features
The table below describes the various features of the Edit Request Item page.

Feature Description
External Item Thisisthe name of the request item.
Status Thisisthe status of the request item (see page 10-7).

The default isthe item’s current status. You can select a
different status from the dropdown list.

Note: You must have the PCM .Reservation.Process
right to change the status of an item.

Checkout Date If the request item is currently checked out by someone,
this field shows the date and time the item was checked
out.

Due Date If the request item is currently checked out by someone,

this field shows the date and time the item should be
returned (in accordance with the checkout period set on the
Configure Physical Content Manager page; see page 5-2).
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Feature Description

Comments Thisfield enables you to add or modify comments about
the requested item.

Transfer Date If the request item is currently checked out by someone,
thisfield shows the date and time the item was transferred
to itsintended recipient (if atimestamp was specified).

Submit Update button Click this button to submit the updated information about
the request item.

Reset button Click this button to return the original settings before you
made any modifications.

Quick Help button Click this button to display context-specific help

information about this page.

REQUEST REPORT PAGES

10-32

Physical Content Manager provides a number of predefined reports about reservation
requests. The following reports are available:

< A report that shows all reservations requests that are pending

« A report that shows all request items that are currently checked out

< A report that shows al request items that are currently overdue (i.e., not returned

ontime)

Note: You must have the PCM.Admin.Manager right to access the request report pages.
By default, thisright is assigned to the predefined ‘ pcrmadmin’ role.

To access the request report pages, complete the following steps:

1. Loginto the content server as an administrator.

2. Open the External Content tray or top menu.

3. Click Configure Physical Content.

The Configure Physical Content Management page is displayed (see page 5-2).

4. Choose Reportsin the menu bar.
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5. Select any of the available reports.

Figure 10-10 Request report page (all pending requests)

Eequest Items In Process  Feund 2 potential tems matching the query.

Actions: | Salect an ackion ;I

Request Date Requestor External Item Barcode :'Trani'fer Hethnd': Actions
ILT/D6 8144 AM sysadrmin Contracts 2005 CONTRACTSZ00S Pickup LEY
317004 8:44 AM sysadmin Contracts 2004 CONTRACTS2004 Pickup LS| 4

This page shows all existing request items that meet the report criteria. The information
presented on the page is identical to the information on the Reservation Search Results
page with the individual request items (see page 10-21).

CREATING A RESERVATION REQUEST

Use this procedure to create a new reservation request for one or more physical items.

@ Note: You must have the PCM.Reservation.Create right to create a new reservation
request. By default, thisright is assigned to the predefined ‘ pcmrequestor’ and
‘pcmadmin’ roles.

@ Note: You can only make reservation requests for physical (external) items.
Error messages will be displayed if you attempt to reserve electronic (internal) items.

@ Tech Tip: By default, each user can place only one reservation request for the same item.
If there are usersthat make reservation requests on behalf of multiple people (for example,
manager assistants), it may be useful to override this behavior. To accomplish this,
add the following variable to the [ CS_Instance]/custom/Physical ContentManager/
physicalcontentmanager _environment.cfg configuration file:
AllowMultipleRequests=true

@ Note: If you create areservation request for aphysical item that has other items within in
(see page 12-22), then all these items are included in the reservation as well. You do not
see the child itemsin the request, but when you check out the parent item, all child items
are also checked out. You can still create requests for each of the child items, but you
cannot check them out until its parent item is returned.
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To make areservation request, complete the following steps:
1. Loginto the content server.

2. Search for the physical item(s) that you want to reserve, and add them to your
content basket.

@ Note: For more information on searching for physical content, refer to chapter 13.
For more information on the content basket, refer to chapter 15.
3. Choose My Content Server—My Content Basket to open your content basket.
The Content Basket page (see page 15-8) is displayed.

4. Select the check box of each physical item that you want to reserve, and choose
Request Selected Items from the Request menu at the top of the page. If you want to
reserve al itemsin your content basket, you can also choose Request All Items.

A prompt is displayed asking you whether the selected items should be removed from
the content basket after they are reserved.

5. Click Yesor No according to your preference. If you click Cancel, the reservation
reguest is cancelled.
The Create Request page (see page 10-13) is displayed.

6. Specify the properties of the new reservation request, such as the transfer method,
priority, and delivery location.

7. Click Create when you are done.

The status of all request itemsis now automatically changed to “In Process,” unless their
statusisalready “In Process’ or “Checked Out.” In that case, it is changed to “Waiting
List.” Theitems are reserved, and the system administrator is notified of your reservation
request. After the administrator processes the reservation request, it can be fulfilled in
accordance with the procedures in your organization.

EDITING A RESERVATION REQUEST

Use this procedure to modify the properties of an existing reservation request.

Note: You must have the PCM.Reservation.Edit right to edit areservation request. By
default, thisright is assigned to the predefined ‘ pcmadmin’ role. You may be allowed to
edit your own reservations without this right, depending on a setting on the Configure
Physical Content Manager page (see page 5-2).
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To edit areservation request, complete the following steps:
1. Loginto the content server.
2. Openthe External Content tray or top menu.
3. Click Physical Content—Search Reservations.
The Search Reservations Page (page 10-18) is displayed.
4. Specify the criteria by which to search, and click Search.
Note: If you want to see your own requested items, you can also open the My Content
Server tray or top menu and choose My Reservations.
The Reservation Search Results Page (page 10-21) is displayed, which lists all
reservations requests that meet your search criteria.

5. Locatethereservation request that you want to edit, and choose Request Infor mation
from its actions popup menu (k¥=]).

The Request Information Page (page 10-25) is displayed.
6. Choose Edit in the menu bar.
The Edit Request page (see page 10-14) is displayed.

7. Modify the properties of the reservation request as required, and click Submit Update
when you are done.

DELETING A RESERVATION REQUEST

Use this procedure to del ete an existing reservation request. Deleting areservation request
effectively cancelsit.

@ Note: You must have the PCM.Reservation.Delete right to delete a reservation request.
By default, thisright is assigned to the predefined ‘ pcmadmin’ role. You may be allowed
to delete your own reservations without this right, depending on a setting on the Configure
Physical Content Manager page (see page 5-2).
To delete areservation request, complete the following steps.
1. Loginto the content server.
2. Openthe External Content tray or top menu.

3. Click Physical Content—Search Reservations.
The Search Reservations Page (page 10-18) is displayed.

Physical Content Manager Administration Guide 10-35



Working With Reservations

4. Specify the criteria by which to search, and click Search.
Note: If you want to see your own requested items, you can also open the My Content
Server tray or top menu and choose My Reservations.

The Reservation Search Results Page (page 10-21) is displayed, which lists all

reservations requests that meet your search criteria.

5. Locate the reservation request that you want to del ete, and choose Request
Infor mation from its actions popup menu (kK=]).

The Request Information Page (page 10-25) is displayed.
6. Choose Delete in the menu bar.

The reservation request is deleted immediately, without any further prompts. If there
were no errors, amessage is displayed stating that the reservation request was deleted
successfully.

SEARCHING FOR RESERVATIONS

10-36

@

Use this procedure to search for an existing reservation reguest in the system.
Note: You must have the PCM.Reservation.Read right to search for reservations.
By default, By default, thisright is assigned to the predefined ‘ pcmrequestor’ and
‘pcmadmin’ roles.
To search for reservations, complete the following steps:
1. Log into the content server.
2. Openthe External Content tray or top menu.
3. Click Physical Content

The basic search page is displayed (see page 13-2).
4. Search—Reservations.

The Search Reservations Page (page 10-18) is displayed.

5. Specify the criteria by which you want to search. If you want the search resultsto
display all individual request items contained in reservations in addition to the
reservations themselves, select the “ Display individual request items’ check box.

6. Click Search when you are done.
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The Reservation Search Results Page (page 10-21) is displayed, which shows all
current reservations in the system that meet the specified criteria.

SAVING RESERVATION SEARCH RESULTS

Use this procedure to save the results of a search for reservations in the system.

@ Note: You must have the PCM.Reservation.Read right to save the results of asearch
for reservations. By default, thisright is assigned to the predefined ‘ pcmrequestor’
and ‘pcmadmin’ roles.

To save reservation search results, complete the following steps:

1
2.
3.

Log into the content server.

Open the External Content tray or top menu.

Click Physical Content

The basic search page is displayed (see page 13-2).
Search—Reservations.

The Search Reservations Page (page 10-18) is displayed.

Specify the criteria by which you want to search. If you want the search results to
display all individual request items contained in reservations in addition to the
reservations themselves, select the “ Display individual request items’ check box.

Note: If you want to see your own regquested items, you can open the My Content Server
tray or top menu and choose My Reservations.

6.

Click Search when you are done.

The Reservation Search Results Page (page 10-21) is displayed, which shows all
current reservations in the system that meet the specified criteria.

Click Save Search Results on the menu bar.

The search results are saved to afile.

Note: The file format depends on the Report Format setting on the Configure Records
Management page. For further details, refer to the Records Manager Setup Guide.
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VIEWING RESERVATIONS FOR A PHYSICAL ITEM

Use this procedure to view al outstanding reservation requests for a physical item.

@ Note: You must have the Reservation.Read right to view the reservations of a physical
item. By default, thisright is assigned to both predefined physical content management
roles (‘pcmrequestor’ and ‘ pcmadmin’).
To view the reservations of a physical item, complete the following steps:

1. Loginto the content server.

2. Search for the physical item for which you want to see the current reservation
reguests. For further details, refer to Chapter 13 (Searching for Physical Content).

3. Onthe search results page, choose the I nformation > View Reservationsoption in
the item’s action popup menu (¥5]).

@ Note: You can also choose the Information > View Reservations option on the Physical
Item Information page (page 12-11).

The Reservation Search Results page is displayed (see page 10-21), which lists al
outstanding reservation request for the current physical item.

VIEWING YOUR OWN RESERVATION REQUESTS

Use this procedure to view all of your own outstanding reservation requests.

Note: You must have the PCM.Reservation.Read right to view your own reservation
reguests. By default, By default, thisright is assigned to the predefined ‘ pcmrequestor
and ‘pcmadmin’ roles.

To view your own reservations, complete the following steps:
1. Log into the content server.

2. Openthe My Content Server tray or top menu.

3. Click My Reservations.

The Reservation Search Results Page (page 10-21) is displayed, which shows all your
own current request items (i.e., for which you are the requestor).
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EDITING A REQUEST ITEM

@

©

Use this procedure to edit the status and/or comments of arequest item in an existing
reservation request.

Note: You must have the PCM.Reservation.Edit right to edit arequest item. By defaullt,
thisright is assigned to the predefined ‘ pcmadmin’ role. You may be allowed to edit your
own request items without this right, depending on a setting on the Configure Physical
Content Manager page (see page 5-2).

To edit arequest item, complete the following steps:

1. Loginto the content server.

2. Search for the request item that you want to edit (see page 10-18).

Note: On the Search Reservations page (see page 10-18), make sure that you select the
“Display individual request items” check box.

Note: If you want to see your own requested items, you can also open the My Content
Server tray or top menu and choose My Reservations.

3. Onthe Reservation Search Results Page (page 10-21), locate the request item that you
want to edit, and choose Request Item I nformation from its actions popup menu

(K=])-
The Request Item Information Page (page 10-28) is displayed.

4. Choose Edit on the menu bar.
The Edit Reguest Item Page (page 10-30) is displayed.

5. Modify the item status and/or comments, and click Submit Update when you are
done.

CANCELLING A REQUEST ITEM

Usethis procedure to cancel arequest item in an existing reservation request. If you cancel
arequest item, the request for that item is still included in the reservation log (in other
words, theitem is still on the item list for the reservation, with its status set to
“Cancelled).
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@

Note: You must have the PCM.Reservation.Edit right to cancel arequest item. By default,
By default, thisright is assigned to the predefined ‘ pcmadmin’ role. You may be allowed
to cancel your own request items without this right, depending on a setting on the
Configure Physical Content Manager page (see page 5-2).

Note: You can only cancel request items whose current statusis “In Process’ or
“Waiting List.”

To cancel arequest item, complete the following steps:

1. Log into the content server.

2. Search for the request item that you want to cancel (see page 10-18).

Note: On the Search Reservations page (see page 10-18), make sure that you select the
“Display individual request items” check box.

Note: If you want to see your own requested items, you can also open the My Content
Server tray or top menu and choose My Reservations.

3. Inthelist of request items, locate the one that you want to cancel, and choose Cancel
from its actions popup menu (k¥=]).

DELETING A REQUEST ITEM

10-40

Use this procedure to delete arequest item from an existing reservation request. If you
delete arequest item, the request for that item is not included in the reservation log
(in other words, the item is no longer in the item list for the reservation).

Note: You must have the PCM .Reservation.Delete right to delete a request item.

By default, thisright is assigned to the predefined ‘ pcmadmin’ role. You may be allowed
to delete your own request items without this right, depending on a setting on the
Configure Physical Content Manager page (see page 5-2).

Note: You can only cancel request items whose current statusis “In Process.”

To cancel arequest item, complete the following steps:
1. Loginto the content server.

2. Search for the request item that you want to delete (see page 10-18).
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@ Note: On the Search Reservations page (see page 10-18), make sure that you select the
“Display individual request items” check box.

@ Note: If you want to see your own requested items, you can also open the My Content
Server tray or top menu and choose My Reservations.

3. Inthelist of request items, locate the one that you want to cancel, and choose Delete
from its actions popup menu (k=]).

@ Note: You can also delete request items from the Items for Request Page (page 10-26) or
the Request Item Information Page (page 10-28).

CHANGING THE STATUS OF A REQUEST ITEM

Use this procedure to change the status of arequest item in an existing reservation request.

@ Note: You must have the PCM.Reservation.Edit right to change the status of a request
item. By default, thisright is assigned to the predefined ‘ pcmadmin’ role. Depending on a
setting on the Configure Physical Content Manager page (see page 5-2), you may be able
to cancel or delete arequest item.
To change the status of arequest item, complete the following steps”
1. Loginto the content server.

2. Search for the request item whose status you want to change (see page 10-18).

Note: On the Search Reservations page (see page 10-18), make sure that you select the
“Display individual request items” check box.

©

@ Note: If you want to see your own requested items, you can also open the My Content
Server tray or top menu and choose My Reservations.

3. Onthe Reservation Search Results Page (page 10-21), locate the request item whose
status you want to change, and choose Request Item Information from its actions

popup menu (K=]).
The Request Item Information Page (page 10-28) is displayed.

4, Choose Edit on the menu bar.

The Edit Request Item Page (page 10-30) is displayed.
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5. Select anew status from the Status dropdown list, and click Submit Update when
you are done.
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WORKING WITH CHARGEBACKS

OVERVIEW

This section covers the following topics:

Concepts
+ About Chargebacks (page 11-2)
¢+ Chargeback Process (page 11-3)

Interface

¢ Configure Chargebacks Page (page 11-4)

+«+ Browse Invoices Page (page 11-5)

+«+ Transactions Not Assigned to an Invoice Page (page 11-7)
¢+ Create Charge Transaction page (page 11-9)

¢+ Screen Contents and Records for Invoice Page (page 11-10)
+ Content and Record Criteria Page (page 11-13)

¢+ Schedule Screening Report Page (page 11-14)

%+ Transaction Information Page (page 11-15)

¢ View Invoice Details Page (page 11-17)
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Tasks

¢+ Creating a Transaction (page 11-18)

+ Deleting a Transaction (page 11-19)

+« Viewing a Transaction (page 11-20)

+ Creating an Invoice (page 11-20)

++ Scheduling an Invoice (page 11-21)

+« Adjusting an Invoice (page 11-22)

+« Deleting an Invoice (page 11-22)

+ Viewing Invoice Information (page 11-23)
% Browsing Invoices (page 11-24)

+« Printing an Invoice (page 11-24)

¢ Printing Invoice Data (page 11-25)

+ Marking an Invoice As Paid (page 11-26)

ABOUT CHARGEBACKS

11-2

Chargebacks are fees that are charged to people or businesses for the use of storage
facilities or actions performed on physical itemsin the storage facilities. The Physical
Content Manager application enables you to generate invoices for the storage, use,
reservation, and destruction of the managed content. These invoices can then be sent to the
internal or external customers in accordance with the applicable business procedures.

The system administrator sets up charge types (billable events), payment types (methods
of payment), and billers (users or organizations that will be billed). Once set up, each
billable action (creation, reservation, storage, destruction) can be transacted to a particular
biller by creating invoices which contain one or more transactions on physical items that
have occurred for these billers.

A chargetypeisadefined transaction that is triggered by certain criteria. For example,
creation of aphysical item of object type ‘Box” and mediatype “Paper” may cost, say,
$5 per occurrence, while reservation of an item with priority “ASAP Rush” may cost $20.
Every time someone performs an action that meets the criteria of a charge type, abillable
transaction is recorded for the associated user or organization (biller). The system will
aways use the charge type that is most specific—in other words, if charge type A hastwo
criteriaand charge type B has the same two criteria plus another one, it will be charge type
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B that is recorded for atransaction that meets all three criteria of charge type B (even
though it also meets the two criteria of charge type A).

Each charge type has an amount of money associated with it, which can be per record or
for a specific period of time. For example, you could charge afee every time a physical
item is created (or reserved or destroyed), or you could charge a monthly fee to store
aphysical item.

A payment type specifies how internal or external customers pay for the services
rendered. There are three predefined payment types (credit card, check, and invoice),
but you can also create custom payment types.

Billersare internal or external users or organizations that are charged for the services
rendered on physical items. They will receive the invoices generated by Physical Content
Manager (in accordance with the applicable business procedures) and make the payments
for the chargebacks.

Once the charge types, payment types, and billers are defined, they can be used to create
invoices to submit to the different billers for each billable event (transaction). These
invoices can be run on as as-needed basis or they can be scheduled automaticaly in
accordance with defined criteria.

CHARGEBACK PROCESS

Thetypical fulfillment process of a chargeback isasfollows:

Note: Your specific reservation process may differ from the one described here,
depending on the procedures in place in your organization.

1. A user performs abillable action (for example, creates, reserves, or stores a physical
item in storage).

As soon asthe user performs one of these actions on the physical item, thoseitems are
matched against all defined charge types. Each action on each item is matched against
current transactions. If there is no match to a transaction, the action will not be
recorded for chargeback.

2. Thetransaction isrecorded in the system. The system administrator should make sure
that there are transactions in place to cover as many variations as possible regarding
actions on physical items. In thisway chargeback can be made more automatic and
require lessindividual attention for each request that is made for a physical item.
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3. The system administrator generates an invoice, either automatically through using
scheduled invoices or manually by generating individual ivoices.

4. Theinvoiceis sent to the biller according to business procedures. The Physical
Content Manager application does not e-mail invoices or otherwise deliver them.

5. Thehill is paid or otherwise considered paid according to company procedures.

6. Oncethebill ispaid, the system administrator marks the invoice as paid within the
Physical Content Manager application.

CONFIGURE CHARGEBACKS PAGE

The Configure Chargebacks page is the main page where you can perform a number of
configuration and administrative tasks related to chargebacks.

Note: You must have the PCM.Admin.Manager and CBC.CharegBacks.Admin rights
to access this page. By default, thisright is assigned to the predefined ‘ pcmadmin’ role.
To access this page, compl ete the following steps:
1. Loginto the content server as an administrator.
2. Open the External Content tray or top menu.
3. Click Configure Physical Content.
The Configure Physical Content Management page is displayed (see page 5-2).
4. Choose Configure—Chargebacks.

Figure 11-11 Configure Chargebacks page

Configure Chargebacks
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[] Enahle Automatic FProcessing of Creation Charges
[] Enahle Automatic FProcessing of Destruction Charges
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[ Submit Update ] [ Heset] [ Cluick Help ]

Note: See Configuring Chargebacks (page 5-11) for the configuration tasks related to
chargebacks.
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Menu Bar

A menu bar is available to users with the right permission level. The following
configuration options are available in the Configure menu:

Configure—This opens a menu with a number of configuration options.
See Configuring Chargebacks (page 5-11) for more information.

Browse—This menu has the following options:
» Invoices—Click this option to open the Browse Invoices Page (page 11-5).

e Transactionswith noinvoice—Click this option to open the Transactions Not
Assigned to an Invoice Page (page 11-7).

Add Transaction—Click this option to open the Create Charge Transaction page
(page 11-9).

Screen Char ges—Click this option to open the Screen Contents and Records for
Invoice Page (page 11-10).

BROWSE INVOICES PAGE

Use the Browse Invoices Page page to view al invoices. All invoices will appear until
specifically deleted from thislist. From this page each individual invoice can be viewed,
edited, deleted, or printed.

@ Note: You must have the PCM.Admin.Manager and CBC.ChargeBacks. Admin rightsto
access this page. By default, thisright is assigned to the predefined ‘ pcmadmin’ role.

To access this page, compl ete the following steps:

1
2.
3.

Log into the content server.

Open the External Content tray or top menu.

Click Configure Physical Content.

The Configure Physical Content Management page is displayed (see page 5-2).
Choose Configure—Char gebacks.

The Configure Chargebacks Page (page 5-14) is displayed.

Choose Browse—I nvoices.
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Figure11-1 Browse Invoices page
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Page Features

The table below describes the various features of the Browse Invoices page.

Feature Description

Delete Check the box to mark the invoice for deletion.

Invoice # The invoice number, listed sequentially.

Date The date the invoice was created.

Biller ID ID of the biller the invoiceis sent to or otherwise assigned
to.

Description Short description of the invoice (if entered).

Amount Total amount due on the invoice.

Paid Listed ‘Yes' or ‘“No’ depending on whether the invoice
was paid.
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Feature Description

Actions menu icon (¥=]) If you click on thisicon, a popup menu is displayed with

the following options (depending on your assigned rights):

+« Invoice I nfor mation—Choose this option to display
the information to the selected invoice.

% View Transactions—Choose this option to display
the individual transactions for the invoice.

+ Adjust Invoice—Choose this option to edit the
selected invoice.

% Mark Paid—Choose this option to mark the invoice
paid.

+« Print Invoice—Choose this option to print the

selected invoice

% Print Invoice Data—Choose this option to print the
specific invoice data for the selected invoice.

+ Delete Invoice—Choose this option to delete the
selected invoice.

TRANSACTIONS NOT ASSIGNED TO AN
INVOICE PAGE

Use the Transactions Not Assigned to an Invoice page to view the transactions that have
been made, but not yet collected into an invoice to be sent to a biller. New transactions can
also be added from this page.

@ Note: You must have the PCM.Admin.Manager and CBC.ChargeBacks. Admin rightsto
perform thisinquiry. By default, this right is assigned to the predefined ‘ pcmadmin’ role.
To access this page, compl ete the following steps:
1. Loginto the content server.
2. Openthe External Content tray or top menu.
3. Click Configure Physical Content.
The Configure Physical Content Management page is displayed (see page 5-2).
4. Choose Configure—Char gebacks.
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The Configure Chargebacks Page (page 5-14) is displayed.

5. Choose Browse—Transactions with no invoice.

Figure 11-2 Transactions not assigned to an invoice page
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Page Features
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The table below describes the various features of the Transactions not assigned to an

invoice page.
Feature Description
Delete Check the box to mark the transaction for deletion.
Date The date the transaction was created.
Description The description of the transaction.

Charge Type ID

The charge type of the transaction as defined when created
on the Create/Edit Charge Type Page (page 5-17).

Action Creation, destruction, reservation, or storage
Amount Total amount charged for the transaction.
External Item The external item associated with eht transaction, of

applicable..

Actions menu icon (¥5])

If you click on thisicon, a popup menu is displayed with
options (depending on your assigned rights) to view or
delete the transaction.

11-8
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Working With Chargebacks

Use the Create Charge Transaction page to create transactions. The transaction wil include
the type of object and media as well asthe amount and charge type and other information.
Once atransaction is created it can be then collected into an invoice.

@ Note: You must have the PCM.Admin.Manager, CBC.ChargeBacks.Admin, and
CBC.Chargebacks.Create rights to perform this creation. By default, thisright is assigned

to the predefined ‘ pcmadmin’ role.

To access this page, compl ete the following steps:
1. Loginto the content server.
2. Openthe External Content tray or top menu.

3. Click Configure Physical Content.

The Configure Physical Content Management page is displayed (see page 5-2).

4. Choose Configure—Char gebacks.

The Configure Chargebacks Page (page 5-14) is displayed.

5. Click Add Transaction.

Figure 11-3 Create Charge Transaction page

Create Charge Transaction

Date 38071057 AM E
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Charge Type 1D W

Charge Amount
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Requestor
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Page Features
The table below describes the various features of the Create Charge Transaction page.

Feature Description

Date The date the transaction is created.

Description The description of the transaction.

Charge Type ID The charge type of the transaction as defined when created
on the Create/Edit Charge Type Page (page 5-17).

Charge Amount The amount that the transaction will be billed for.

Object Type The abject type of the physical items being transacted.

Media Type The mediatype of the physical items being transacted.

Name The name of the physical item being transacted.

Requestor The person requesting the transacton, and who will be
charged on the invoice once the transaction is posted to an
invoice.

Create button Click this button to create the transaction.

Reset button Click this button to reset the page to itsinitial default
settings.

Quick Help button Click this button to display context-specific help
information about this page.

SCREEN CONTENTS AND RECORDS FOR
INVOICE PAGE

Use the Screen Contents and Records for Invoice page to filter transactions based on
selected parameters and use the filtered transactions to create a new invoice. This can be
done at any time, or it can also be scheduled to run at any defined interval.

Note: You must have the PCM.Admin.Manager and CBC.ChargeBacks. Admin rights to
perform thisinquiry. By default, thisright is assigned to the predefined ‘ pcmadmin’ role.
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To access this page, compl ete the following steps:
1. Loginto the content server.
2. Open the External Content tray or top menu.
3. Click Configure Physical Content.
The Configure Physical Content Management page is displayed (see page 5-2).
4. Choose Configure—Char gebacks.
The Configure Chargebacks Page (page 5-14) is displayed.
5. Click Screen Charges.

Figure 11-4 Screen Contents and Records for Invoice page

Screen Contents and Records for Invoice
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Content and Record Criteria

[ 1nclude Records for Storage
[ 1nclude Storage Period Basic Monthly Solrage » [1
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Page Features

The table below describes the various features of the Screen Content and Records for

Invoice page.

Feature

Description

Content and Record
Criteria

Defines te particular transactions and records used to
create the invoice. Information isfilled when Select is
pressed and the Content and Record Criteria Page
(page 11-13) is displayed in a pop-up window.

Include Records for
Storage

Mark the checkbox to include storage items as well asthe
physical itemswithin it.

Charge Type ID

The charge type of the transaction as defined when created
on the Create/Edit Charge Type Page (page 5-17).

Charge Amount The amount that the transaction will be billed for.
Object Type The abject type of the physical items being transacted.
Media Type The mediatype of the physical items being transacted.
Name The name of the physical item being transacted.
Requestor The person requesting the transacton, and who will be

charged on the invoice once the transaction is posted to an
invoice.

Generate I nvoice button

Click this button to generate the invoice as a PDF file.

Clear button

Click this button to reset the page to itsinitial default
Settings.

Schedule button

Click this button to schedul e the screening action, soit is
performed automatically. See the Records Manager
System Maintenance Guide for more information on
scheduling.

Quick Help button

Click this button to display context-specific help
information about this page.
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CONTENT AND RECORD CRITERIA PAGE

Use the Content and Records Criteria page to filter transactions based on selected
parameters and use the filtered transactions to create a new invoice.

@ Note: You must have the PCM.Admin.Manager and CBC.ChargeBacks. Admin rightsto
perform thisinquiry. By default, this right is assigned to the predefined ‘ pcmadmin’ role.

To access this page, compl ete the following steps:

1
2.
3.

6.

Log into the content server.

Open the External Content tray or top menu.

Click Configure Physical Content.

The Configure Physical Content Management page is displayed (see page 5-2).
Choose Configure—Char gebacks.

The Configure Chargebacks Page (page 5-14) is displayed.

Click Screen Charges.

The Screen Contents and Records for Invoice Page (page 11-10) is displayed.
Click Select.

Figure 11-5 Content and Record Criteria page (partial)
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This page includes all fields that can be included in the Screen Contents and Records for
Invoice Page (page 11-10) criteria for searching transactions to include on an invoice.

SCHEDULE SCREENING REPORT PAGE

Use the Schedule Screening Report page to define the filter for transactions based on
selected parameters and use the filtered transactions to create a new invoice. This can be
done at any time, or it can also be scheduled to run at any defined interval.

@ Note: You must have the PCM.Admin.Manager and CBC.ChargeBacks. Admin rightsto
perform thisinquiry. By default, this right is assigned to the predefined ‘ pcmadmin’ role.
To access this page, complete the following steps:
1. Loginto the content server.
2. Openthe External Content tray or top menu.
3. Click Configure Physical Content.
The Configure Physical Content Management page is displayed (see page 5-2).
4. Choose Configure—Char gebacks.
The Configure Chargebacks Page (page 5-14) is displayed.
5. Click Screen Charges.
The Screen Contents and Records for Invoice Page (page 11-10) is displayed.
6. Click Schedule.

Figure 11-6 The Schedule Screening Report page

Schedule Screening Report
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The table below describes the various features of the Schedule Screening Report page.

Feature

Description

Report Name

The name of the scheduled report.

Start Date

The first date to run the report and automatically create
invoices.

Is Recurring

Check the box to make the report run on aregular
schedule.

Period

The number of regular periods the scheduled report waits
before running again. For example, to run a screening
report every two weeks, the entered period should be ‘2’
and the period nameis‘weeks . Thisfield isonly available
when the Is Recurring checkbox is checked.

Period Name

The length of time the scheduled report waits before
running again. For example, to run a screening report
every two weeks, the entered period should be ‘2" and the
period nameis ‘weeks'. Thisfield is only available when
the Is Recurring checkbox is checked.

OK button

Click this button to close this dialog.

Reset button

Click this button to reset the page to itsinitial default
settings.

Quick Help button

Click this button to display context-specific help
information about this page.

TRANSACTION INFORMATION PAGE

Use the Transactions Information page to view the specific information about the selected

transaction.

Note: You must have the PCM.Admin.Manager, CBC.ChargeBacks.Admin, and
CBC.ChargeBacks.Read right to perform this task. By default, thisright is assigned to the

predefined ‘ pcmadmin’ role.

Physical Content Manager Administration Guide
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To access this page, compl ete the following steps:
1. Loginto the content server.
2. Open the External Content tray or top menu.
3. Click Configure Physical Content.
The Configure Physical Content Management page is displayed (see page 5-2).
4. Choose Configure—Char gebacks.
The Configure Chargebacks Page (page 5-14) is displayed.
5. Choose Browse—Transactions with no invoice.
The Transactions Not Assigned to an Invoice Page (page 11-7) is displayed.

6. Click thelnfoicon (§) for the transaction whose information you want to see.

Figure 11-7 Transaction Information page

Charge Transactions for invoice --> Transaction Information
| Delete

Date: 31407 205 P

Description: Media Storage

Charge Type ID: Mo Other D
Action: Storage

Charge Amount: $0.25

Object Type: Box

Media Type:

Requestor; Sysadmin

Page Features

The table below describes the various features of theTransaction Information page.

Feature Description

Date The date the transaction was created.

Description The description of the transaction.

Charge Type ID The charge type of the transaction as defined when created
on the Create/Edit Charge Type Page (page 5-17).

Action Creation, destruction, reservation, or storage.
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Feature Description

Charge Amount Total amount charged for the transaction.

Object Type The external item associated with eht transaction, of
applicable..

Media Type The mediatype of the physical item being transacted.

Name Thisfield does not appear if blank.

Requestor The person requesting the transacton, and who will be
charged on the invoice once the transaction is posted to an
invoice.

VIEW INVOICE DETAILS PAGE

Use the View Invoice Details page to view the specific information for the selected
invoice.

@ Note: You must have the PCM.Admin.Manager, CBC.ChargeBacks.Admin, and
CBC.ChargeBacks.Read right to perform this task. By default, thisright is assigned to the
predefined ‘ pcmadmin’ role.
To access this page, compl ete the following steps:
1. Loginto the content server.
2. Open the External Content tray or top menu.
3. Click Configure Physical Content.
The Configure Physical Content Management page is displayed (see page 5-2).
4. Choose Configure—Char gebacks.
The Configure Chargebacks Page (page 5-14) is displayed.
5. Choose Browse—Invoice.
The Browse Invoices Page (page 11-5) is displayed.

6. Click thelInfoicon (i) for the invoice whose information you want to see.

Physical Content Manager Administration Guide 11-17



Working With Chargebacks

Figure 11-8 View Invoice Details page

Yiew Invoice Details
~Edit  ~Print Delete View Transactions

Invoice #: 1
Date: 358507 1:21 PM
Amount: F0.00
Paid: Mo
Amount Paid: $0.00

Page Features

The table below describes the various features of the View Invoice Details page.

Feature Description

Invoice # The number of the invoice as sequentially created.

Date The date the invoice was created.

Amount Thetotal amount of the invoice, combining all charges for

al transactions.

Paid Lists whether or not the invoice has been paid.
Amount Paid Amount the biller has paid toward the total amount of the
invoice.

CREATING A TRANSACTION

Use this procedure to create a new transaction.

Note: You must have the PCM.Admin.Manager, CBC.ChargeBacks.Admin, and
CBC.Chargebacks.Create rights to perform this creation. By default, this right is assigned
to the predefined ‘ pcmadmin’ role.

To create a transaction, complete the following steps:
1. Loginto the content server.
2. Openthe External Content tray or top menu.

3. Click Configure Physical Content.
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The Configure Physical Content Management page is displayed (see page 5-2).
Choose Configure—Char gebacks.

The Configure Chargebacks Page (page 5-14) is displayed.

Click Add Transaction.

The Create Charge Transaction page (page 11-9) is displayed.

Specify the properties of the transaction and click OK .

The new transaction is listed on the Transactions Not Assigned to an Invoice Page
(page 11-7).

DELETING A TRANSACTION

Use this procedure to delete an existing transaction.

@ Note: You must have the PCM.Admin.Manager, CBC.ChargeBacks.Admin, and
CBC.ChargeBacks.Delete rights to perform this deletion. By default, thisright is assigned
to the predefined ‘ pcmadmin’ role.

To delete atransaction, compl ete the following steps:

1
2.
3.

Log into the content server.

Open the External Content tray or top menu.

Click Configure Physical Content.

The Configure Physical Content Management page is displayed (see page 5-2).
Choose Configure—Char gebacks.

The Configure Chargebacks Page (page 5-14) is displayed.

Click Browse—Transactions with no invoice.

The Transactions Not Assigned to an Invoice Page (page 11-7) is displayed.

In the list of transactions, click the Delete checkbox for the one you wish to delete.
Click Delete.
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VIEWING A TRANSACTION

@

Use this procedure to view atransaction.
Note: You must have the PCM.Admin.Manager, CBC.ChargeBacks.Admin, and
CBC.ChargeBacks.Read rightsto perform thisinquiry. By default, thisright isassigned to
the predefined ‘ pcmadmin’ role.
To view atransaction, complete the following steps:
1. Loginto the content server.
2. Openthe External Content tray or top menu.
3. Click Configure Physical Content.
The Configure Physical Content Management page is displayed (see page 5-2).
4. Choose Configure—Char gebacks.
The Configure Chargebacks Page (page 5-14) is displayed.
5. Clickthelnfoicon (§) for the transaction whose information you want to see.

The Transaction Information Page (page 11-15) is displayed.

CREATING AN INVOICE
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@

Use this procedure to create a new invoice.

Note: You must have the PCM.Admin.Manager, CBC.ChargeBacks.Admin, and
CBC.Chargebacks.Create rights to perform this task. By default, thisright is assigned to
the predefined ‘ pcmadmin’ role.

To create an invoice, complete the following steps:
1. Loginto the content server.
2. Openthe External Content tray or top menu.
3. Click Configure Physical Content.
The Configure Physical Content Management page is displayed (see page 5-2).
4. Choose Configure—Char gebacks.
The Configure Chargebacks Page (page 5-14) is displayed.
5. Click Screen Charges.
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The Screen Contents and Records for Invoice Page (page 11-10) is displayed.

Specify the properties of the invoice. The transactions to add to the invoice are added
by entering the search criteria for transactions and records in the Content and Record
Criteriatext box. Thisbox isfilled by clicking Select.

The Content and Record Criteria Page (page 11-13) is displayed.
Enter the necessary criteriato filter the desired transactions. Click Generate I nvoice.

Theinvoice will appear at the bottom of the Browse Invoices Page (page 11-5).

SCHEDULING AN INVOICE

Use this procedure to create a scheduled invoice. Scheduled invoices are generated
automatically in accordance with the set criteria.

@ Note: You must have the PCM.Admin.Manager, CBC.ChargeBacks.Admin, and
CBC.Chargebacks.Create rights to perform this task. By default, thisright is assigned to
the predefined ‘ pcmadmin’ role.

To create a scheduled invoice, complete the following steps:

1
2.
3.

Log into the content server.

Open the External Content tray or top menu.

Click Configure Physical Content.

The Configure Physical Content Management page is displayed (see page 5-2).
Choose Configure—Char gebacks.

The Configure Chargebacks Page (page 5-14) is displayed.

Click Screen Charges.

The Screen Contents and Records for Invoice Page (page 11-10) is displayed.

Specify the properties of the invoice. The transactions to add to the invoice are added
by entering the search criteria for transactions and records in the Content and Record
Criteriatext box. Thisbox isfilled by clicking Select.

The Content and Record Criteria Page (page 11-13) is displayed.
Enter the necessary criteriato filter the desired transactions. Click Schedule.

The Schedule Screening Report Page (page 11-14) is displayed.
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8.

Enter the necessary report criteriaand click OK.

Each invoice, when generated, will appear at the bottom of the Browse Invoices Page
(page 11-5).

ADJUSTING AN INVOICE

Use this procedure to edit an invoice.

@ Note: You must have the PCM.Admin.Manager, CBC.ChargeBacks.Admin, and
CBC.Chargebacks.Edit rights to perform thistask. By default, thisright is assigned to the
predefined ‘ pcmadmin’ role.

To create a transaction, compl ete the following steps:

1
2.
3.

Log into the content server.

Open the External Content tray or top menu.

Click Configure Physical Content.

The Configure Physical Content Management page is displayed (see page 5-2).
Choose Configure—Char gebacks.

The Configure Chargebacks Page (page 5-14) is displayed.

Choose Browse—I nvoice.

The Browse Invoices Page (page 11-5) is displayed.

For the desired invoice, click the Action menu icon (¥z]) and choose Edit—
Adjust Invoice.

A screen is displayed where you can adjust the information on the invoice.

DELETING AN INVOICE

Use this procedure to delete an invoice.

Note: You must have the PCM.Admin.Manager, CBC.ChargeBacks.Admin, and
CBC.ChargeBacks.Delete right to perform thistask. By default, thisright is assigned to
the predefined ‘ pcmadmin’ role.
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To delete atransaction, compl ete the following steps:

1
2.
3.

Log into the content server.

Open the External Content tray or top menu.

Click Configure Physical Content.

The Configure Physical Content Management page is displayed (see page 5-2).
Choose Configure—Char gebacks.

The Configure Chargebacks Page (page 5-14) is displayed.

Choose Browse—I nvoices.

The Browse Invoices Page (page 11-5) is displayed.

In thelist of invoices, click the Delete checkbox for the one you wish to delete.

Click Delete.

VIEWING INVOICE INFORMATION

Use this procedure to view an invoice.

@ Note: You must have the PCM.Admin.Manager, CBC.ChargeBacks.Admin, and
CBC.ChargeBacks.Read right to perform this task. By default, thisright is assigned to the
predefined ‘ pcmadmin’ role.

To view an invoice, complete the following steps:

1
2.
3.

Log into the content server.

Open the External Content tray or top menu.

Click Configure Physical Content.

The Configure Physical Content Management page is displayed (see page 5-2).
Choose Configure—Char gebacks.

The Configure Chargebacks Page (page 5-14) is displayed.

Choose Browse—Invoices.

The Browse Invoices Page (page 11-5) is displayed.

Click the Infoicon (j) for the invoice whose information you want to see.

The View Invoice Details Page (page 11-17) is displayed.
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BROWSING INVOICES

@

Use this procedure to view alist of all invoices.
Note: You must have the PCM.Admin.Manager, CBC.ChargeBacks.Admin, and
CBC.ChargeBacks.Read right to perform this task. By default, thisright is assigned to the
predefined ‘ pcmadmin’ role.
To browse invoices, compl ete the following steps:
1. Loginto the content server.
2. Openthe External Content tray or top menu.
3. Click Configure Physical Content.
The Configure Physical Content Management page is displayed (see page 5-2).
4. Choose Configure—Char gebacks.
The Configure Chargebacks Page (page 5-14) is displayed.
5. Choose Browse—Invoices.

The Browse Invoices Page (page 11-5) is displayed.

PRINTING AN INVOICE

11-24

@

Use this procedure to print an invoice.
Note: You must have the PCM.Admin.Manager, CBC.ChargeBacks.PrintInvoices rights
to perform this task. By default, thisright is assigned to the predefined ‘ pcmadmin’ role.
To print an invoice, complete the following steps:
1. Loginto the content server.
2. Openthe External Content tray or top menu.
3. Click Configure Physical Content.
The Configure Physical Content Management page is displayed (see page 5-2).
4. Choose Configure—Char gebacks.
The Configure Chargebacks Page (page 5-14) is displayed.

5. Choose Browse—Invoices.
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The Browse Invoices Page (page 11-5) is displayed.

Click the Action menu icon (j=]) for the invoice that you want to print, and choose
Print—Print Invoice.

A PDF version of the invoice is generated which you can save locally for further
processing or distribution.

PRINTING INVOICE DATA

Use this procedure to print the transaction information for all transactions contained in an
invoice. Thisis not equivalent to an invoice and is not intended to be sent to a biller.

@ Note: You must have the PCM.Admin.Manager, CBC.ChargeBacks.PrintInvoices rights
to perform this task. By default, thisright is assigned to the predefined ‘ pcmadmin’ role.

To print invoice data, complete the following steps:

1
2.
3.

Log into the content server.

Open the External Content tray or top menu.

Click Configure Physical Content.

The Configure Physical Content Management page is displayed (see page 5-2).
Choose Configure—Char gebacks.

The Configure Chargebacks Page (page 5-14) is displayed.

Choose Browse—Invoices.

The Browse Invoices Page (page 11-5) is displayed.

Click the Action menu icon (k=]) for the invoice whose data you want to print, and
choose Print—Print I nvoice Data.

A PDF version of the invoice datais generated which you can save locally for further
processing or distribution.
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MARKING AN INVOICE AS PAID

Use this procedure to mark an invoice as paid.

@ Note: You must have the PCM.Admin.Manager, CBC.ChargeBacks.Admin, and
CBC.Chargebacks.Edit rights to perform this task. By default, thisright is assigned to the
predefined ‘ pcmadmin’ role.

To mark an invoice as paid, complete the following steps:
1. Loginto the content server.
2. Openthe External Content tray or top menu.
3. Click Configure Physical Content.
The Configure Physical Content Management page is displayed (see page 5-2).
4. Choose Configure—Char gebacks.
The Configure Chargebacks Page (page 5-14) is displayed.
5. Choose Browse—Invoices.
The Browse Invoices Page (page 11-5) is displayed.

6. Click the Action menu icon (kz]) for the invoice that you want to mark as paid,
and choose Print—Mark Paid.
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WORKING WITH
PHYSICAL CONTENT

OVERVIEW

This section deals with creating and managing physical items with the Physical Content
Manager application. It covers the following topics:

Concepts
¢ About Physical (External) Content (page 12-2)

Interface

+ Create/Edit Physical Item Page (page 12-3)
«» Select Storage L ocation Dialog (page 12-10)
+«» Physical Item Information Page (page 12-11)
% Freeze Details Page (page 12-14)

Tasks

+» Creating a Physical Item as a Record (page 12-15)

% Creating aPhysical Item as Non-Record Content (page 12-18)
+» Creating a Physical Item Within Another Item (page 12-22)

+ Editing aPhysical Item (page 12-23)
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ABOUT

+ Deleting aPhysical Item (page 12-23)

+ Moving aPhysical Item (page 12-24)

¢ Freezing and Unfreezing a Physical I1tem (page 12-25)

+«+ Adding Physical Items To Your Content Basket (page 12-28)
+«» Printing aLabel for aPhysical Item (page 12-29)

% Viewing Reservations for a Physical Item (page 12-30)

« Marking aPhysical Item as Reviewed (page 12-30)

Note: For further details about checking in records and non-record content, refer to the
Records Manager User Guide.

See also:

— Chapter 10 (Working With Reservations)

— Chapter 13 (Searching for Physical Content)
— Chapter 14 (Processing Physical Content)

PHYSICAL (EXTERNAL) CONTENT

12-2

As opposed to internal, electronic content managed by the Oracle suite of content
management products, no copy of external, physical content is stored in the content server.
Only its metadata (including storage information and retention schedule, if any) is stored.
When you “check in” an external, physical content item, you provide its basic metadata
information and you specify where the item is stored by selecting alocation in the defined
storage space hierarchy (see chapter 6). If you have the appropriate privileges, you can
also assign aretention schedule to the item, which determinesitslife cycle.

Note: You can create physical items within other physical items (see page 12-22). This
may be useful in situations where you want to create a“ container” physical item (for
example, of object type “Box”) and add a number of “content” physical itemswithin it
(for example, of object type “Folder™).
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CREATE/EDIT PHYSICAL ITEM PAGE

Create Physical Iltem Page

@ Note: You must have the PCM.Physical.Create right to access the Create Physical Item
page. By default, both predefined physical content management roles (‘ pcmrequestor’ and

‘pcmadmin’) have this right. If you want to be able to assign alife cycle (i.e., retention
schedule) to the physical item, you also need the Record.Create right in Records Manager.

Use the Create Physical Item page to “check in” anew physical content item—that is,
provide its metadata, storage information, and retention schedule (if any) to Physical
Content Manager. To access this page, complete the following steps:

1. Loginto the content server.
2. Open the External Content tray or top menu.
3. Click Physical Content
The basic search page is displayed (see page 13-2).
4. Click Create Item on the menu bar.

Note: You can also access the Create Phusical Item page by clicking Physical on the
New Check In dropdown menu of the Content Server interface.
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Figure12-1 Create Physical Item page

Create Physical Ttem

" Marng

Title

* Author

* Security Group
Object Type
Media Type
Current Location

Current lacation comments

Fermanent Location

Barcode Label

* Tvpe

Record Activation Dale
Ricond Expiration Drate
Originating Grganization
Record Fomat
Supplermeantal Markings

* Category or Folders
Archive Superisor
Diate First Stored

Additional Storage Date

ysadrin syeadmin e

Browese,

ADACTT « Acree Accounting Depatment b

O 1z Recard
e
|
Diefadt e
Tet Teut w

[ Subject To Audi

[ subject 1o Review

——
00co -
=

[Cieste | [Reset] [ Quck Help |

Edit Physical Item Page

Note: You must have the PCM.Physical .Edit right to access the Edit Physical Item page.
By default, both predefined physical content management roles (‘ pcmreguestor’ and
‘pcmadmin’) have this right.

Usethe Edit Physical Item page to modify the properties of an existing physical content
item. To access this page, compl ete the following steps:
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1. Loginto the content server.

2. Search for the physical item whose properties you want to edit. For further details,
refer to Chapter 13 (Searching for Physical Content).

3. Onthe search results page, choosethe Edit > Edit External Item option in the action
popup menu (¥=]) of the physical item that you want to edit.

@ Note: You can also open the item’s content information page ((i) ) and choose Edit >

Edit External Item.

Page Features

The table below describes the various features of the Create Physical Item and Edit

Physical Item pages.

Feature

Description

Name

Enter aunique name for the physical item. Thisfieldis
view-only on the Edit Physical Item page.

+ Required
%  Maximum number of characters; 30

Note: If you use accented letters and any other
characters other than a-z, A-Z, and 0-9 in the names
of physical items, these characters are represented
as hexadecimal values in barcodes, as shown in
physical item labels (for example, ‘U’ = *C39C").

@ Note: If the content server isusing DB2 or Oracle
as the database, all names of physical items are
automatically converted to upper case, even if
you enter them in lower case.

@ Note: If the content server is set up to auto-generate
content IDs (in the System Properties utility),
then the name of a physical item is generated
automatically, and the Name field is not displayed
on the Create Physical Item page. It is displayed on
the Edit Physical Item page, but you cannot modify
it.

Physical Content Manager Administration Guide
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Feature

Description

Title

Specify adescriptive title for the physical item.
% Required
% Maximum number of characters: 80

Filer

Specify the person who submitted the physical item. The
default isthe user that is currently logged in. If you have
administrative permission, you can select an alternative
filer in the dropdown list of available users.

+ Required.

Security Group

Select the security group that the physical content item
should be assigned to. Security groups are sets of fileswith
the same access permissions.

«» Default: Public
% Required.

Object Type

Select the type of the physical content item. Therearea
number of predefined object types (see page 5-57), but you
can also create your own (see page 5-56).

Note: You do not need to select an object type for
aphysical item. However, if you do, you should
select atype that matches the object type of the
storage location that you assign the item to (if one
was specified for the location; see page 6-18).
Otherwise an error message is displayed and you
cannot check in the physical item.

Media Type

Select the type of information carrier of the physical
content item. The available media types depend on the
selected object type. There are a number of predefined
media types (see page 5-67), but you can also create your
own (see page 5-66).

12-6
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Feature

Description

Current Location

Specify the current location of the physical item.

You can manually enter alocation, but it is much easier to
click the Browse button and open the Select Storage

L ocation dialog, where you can drill down the storage
space hierarchy and select the location.

After you have selected alocation, the Current Location
field contains areference to that location. Thiswill either
be the barcode specifically provided for that location on its
definition page, or, if noneis specified, a 19-digit number.
Below the Current Location field, you can see the full
hierarchical storage path to the selected location.

If you do not provide a current location, it is automatically
set to “OTHER” (i.e., assigned to the ‘ Other’ storage
location).

Note: On the Edit Physical Item page, only users

with the PCM.Physical.Move right can modify an
item’s current location (assigned to the predefined
‘pcmadmin’ role by default).

Current Location
Comments

If required, enter a comment about the current location
(for example, handling instructions or the reason the
content item is there).

Physical Content Manager Administration Guide
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Feature Description

Permanent Location Specify the permanent storage location of the physical
item. Thisisthe location that is permanently assigned to
the content item, which may be temporarily moved to a
different location (for example, due to areservation). In
that case, its current location is updated.

You can manually enter alocation, but it is much easier to
click the Browse button and open the Select Storage

L ocation dialog, where you can drill down the storage
space hierarchy and select the location.

After you have selected alocation, the Permanent L ocation
field contains areference to that location. Thiswill either
be the barcode specifically provided for that location on its
definition page, or, if noneis specified, a 19-digit number.
Below the Permanent Location field, you can see the full
hierarchical storage path to the selected location.

If you do not provide a permanent location, it is
automatically set to match the current location.

Note: On the Edit Physical Item page, only users
with the PCM.Physical.Move right can modify an
item’s permanent location (assigned to the
predefined ‘ pcmadmin’ role by default).

Barcode L abel Specify the label used for the barcode for the physical
content item (i.e., the text printed below the barcode on
the item labdl).

If you do not provide a barcode labdl, it is automatically
set to match the specified item name (in all upper-case
letters, with spaces stripped).

Note: If the content server is set up to auto-generate
content IDs (in the System Properties utility),

then the barcode matches the automatically
generated name (typically a number, possibly
preceded by a prefix; for example, ID_002319).

Type Select the content type from the dropdown menu, which
lists all defined content types in the content server.

12-8 Physical Content Manager Administration Guide



Working With Physical Content

Feature

Description

Is Record

If you select this check box, the external, physical content
item is considered a record, and a number of records-
related metadata fields are added to the page.

If you select this check box, the security group is
automatically changed to RecordsGroup.

For more information about checking in records, refer to
the Records Manager User Guide.

Record Activation Date,
Record Expiration Date,
riginating Organization,
Record Format,

Supplemental Markings

These fields are specific to Records Manager. See the
Records Manager documentation for further details.

Subject To Audit,

Audit,

Reviewer

Review Period

Create button Click this button to check in the information about the

(Create page only) physical content item into the content server.

Submit Update button Click this button to submit the updated definition of the

(Edit page only) physical content item.

Reset button If you are creating anew physical content item, clicking
this button resets the page to itsinitial default settings.
If you are editing an existing physical content item, this
returns the original content item settings before you made
any modifications.

Quick Help button Click this button to display context-sensitive help

information about this page.

Note: If you entered this page through the retention schedules in Records Manager,
then the top of the page will include the full retention schedule path
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See also:

— Creating a Physical Item as a Record (page 12-15)

— Creating a Physical Item as Non-Record Content (page 12-18)
— Creating a Physical Item Within Another Item (page 12-22)

SELECT STORAGE LOCATION DIALOG

12-10

Use the Select Storage Location dialog to select the storage location of a physical content
item. To accessthis dialog, click the Browse button next to either of the location fields on
the Create Physical Item page or Edit Physical Item page (see page 12-3).

Figure 12-2 Select Storage Location dialog

A Select Storage Location -- Web Page Dialog [# |
Select Storage Location e

= @ Storage
#1 (g Main'Ware
EHaY Warehouse_001 - 0.0%
E={f]) room_001 - 0.0%
EIE= Bay_001 - 0.0%,
= shef_001 - 0.0%
[85] Poskion_001 - 0.0%
] Postion_00Z - 0.0%
A Postion_003 - 0.0%
[ =8 shelf_00Z - 0.0%
EEE Row_002 - 0,0%
[EHEg} Other

The main box at the top shows the defined storage space hierarchy. You can drill down
the hierarchy to navigate to the location where the physical item is stored. If you select
alocation in the hierarchy, the box at the bottom shows the full navigation path to the
selected location.
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You can use the plus and minus icons in front of a storage location to unfold or collapse
all its child locations.

You can only select storage locations that allow storage of itemsin them (by default,
only the locations of type “Position”). All selectable locations are visually marked as
hyperlinks.

When you have selected the desired location, click OK to return to the Create Physical
Item page or Edit Physical Item page (see page 12-3). You can click Clear to delete the
current storage path and select a new one.

PHYSICAL ITEM INFORMATION PAGE

Use the Physical Item Information page to view information about an existing physical
item.

@ Note: You must have the PCM.Physical.View right to view information about a physical
item. By default, both predefined physical content management roles (‘ pcmrequestor’ and
‘pcmadmin’) have thisright.
To access this page, compl ete the following steps:
1. Loginto the content server.

2. Search for the physical item whose properties you want to view. For further details,
refer to Chapter 13 (Searching for Physical Content).

3. Onthe search results page, click on theinfo icon ((§)) for the item whose information
you want to view. Alternatively, you can also choose | nfor mation > External Item
Information from the actions popup menu (¥5]).
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Figure 12-3 Physica Item Information page
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This page shows the current properties of the physical item, including its basic metadata
(name, title, filer, and security group), its freeze status, its object and mediatypes, its
storage location, and barcode |abel.
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Please note the following:

« If the content server is set up to auto-generate content IDs (in the System Properties
utility), then the name of a physical item was generated automatically. It will typically
be a number, possibly preceded by a prefix (for example, ID_002319).

«» |If the physical item has been assigned alife cycle (i.e., retention schedule and
disposition rules), then the information page al so includes a Retention Schedule
Information section, which provides disposition processing and security information
for the item. For more information, refer to the Records Manager documentation.

«» If thephysical itemis currently checked out (see chapter 10), its current location is set
to the value of the deliver-to location as specified when the associated reservation
regquest was created (see page 10-13). If no location was provided, the current location
issetto “OTHER.”

Also, if alocation comment was specified for the associated reservation request, then
the Current Location Comments field will show this comment. Otherwise it contains
the login name of the user who created the reservation request.

+« |If the physical item is contained within another physical item (see page 12-22), the
current location and/or permanent location field includes a Container Detailslink,
which opens the information page of the parent physical item (the “container”).

Menu Bar

Depending on your assigned rights, there may be amenu bar at the top of the page.
This menu may include the following options (depending on the item status):

« Information > List Itemsthat belong here—Choose this option to view alist of all
physical items whose permanent location is assigned to the current physical item.
Thisisuseful only for physical itemsthat have other physical items contained in them
(see page 12-22).

« Information > List Itemsthat are actually here—Choose this option to view alist
of all physical items whose actual location is assigned to the current physical item.
Thisisuseful only for physical itemsthat have other physical items contained in them
(see page 12-22). Thelist does not include any items that would normally bein the
storage location, but that are currently checked out.

+ Information > View Reser vations—Choose this option to view the reservations for
the current physical item (see page 12-30).

+ Information > Freeze Details—Choose this option to open the Freeze Details page
for the current physical item (see page 12-14).
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Edit > Edit External |tem—Choose this option to edit the properties of the current
physical item (see page 12-23).

Edit > Freeze—Choose this option to freeze the current physical item (see page
12-25).

Edit > Unfreeze—Choose this option to unfreeze the current physical item (see page
12-25).

Create Physical Item Within—Choose this option to create a new physical item
within the current physical item (see page 12-22).

Delete External Item—Choose this option to delete the current physical item

(see page 12-23).

Print L abel—Choose this option to print alabel for the current physical item
(see page 12-29).

FREEZE DETAILS PAGE

12-14

Use the Freeze Details page to view detailed freeze information about a physical item—
that is, alist of al freezesthat are currently applied to the item.

@ Note: You must have the Record.Freeze/Unfreeze right in Records Manager to view the
freeze details of a physical item. By default, thisright is assigned to Records Manager’s
predefined ‘rmaadmin’ role. Neither of the predefined physical content management roles
(‘pcmrequestor’ and ‘ pcmadmin’) have this right by default.

To access this page, compl ete the following steps:

1
2.

4.

Log into the content server.

Search for the frozen physical item whose freeze details you want to view.
For further details, refer to Chapter 13 (Searching for Physical Content).

Click on the item’sinformation icon ((§)) or choose the Edit > External Item
Information option in its action popup menu (k¥5]).

The Physical Item Information page (page 12-11) is displayed.

Choose | nfor mation > Freeze Details on the menu bar.

@ Note: Thisoptionisonly availableif the item is currently frozen.
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Figure 12-4 Freeze Details page for a physical item
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This page shows all freezes that are currently applied to the physical item. If the item
inherited its freeze status from its parent folder, that folder’s name is shown in the

Inherited From column for the inherited freeze. If you click theinfo icon ((§)) for afreeze

in the list, the content information page of the record is displayed.

To save the information on this page to afile, choose the Save Freeze Details option from

the mnu bar. The report will be saved in the report format specified on the Configure

Records Management page (see the Records Manager Setup Guide).

Note: If the generated report fileisin PDF format, it cannot be viewed using Adobe

Acrobat 5.x or earlier. You need at least version 6.0 of the Acrobat software.

CREATING A PHYSICAL ITEM AS A RECORD

When creating a new physical item as arecord, you check its metadata, storage
information, and retention schedule into the content server. Thisinformation is
subsequently used to track the physical item and manage its life cycle.

There are two ways to create physical items as records:
+ Onthe Create Physical Item pagein Physical Content Manager (page 12-16)
«+ Within the retention schedules of Records Manager (page 12-17)

See also:
— Creating a Physical Item as Non-Record Content (page 12-18)
— Creating a Physical Item Within Another Item (page 12-22)
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Using the Create Physical Iltem Page in
Physical Content Manager

Usethis procedureto create anew physical item asarecord using the Create Physical [tem
page in Physical Content Manager.

Note: You must have the PCM.Physical.Create right in Physical Content Manager and
the Record.Create right in Records Manager to create a new physical item as a record.

By default, the PCM.Physical.Create right is assigned to both predefined physical content
management roles (‘ pcmrequestor’ and ‘ pcmadmin’). The Record.Create right is assigned
to the predefined records management roles ‘rmaprivileged’ and ‘rmaadmin’.

To create the new physical item as arecord, complete the following steps:

1
2.
3.

4.

Log into the content server.

Open the External Content tray or top menu.
Click Physical Content

The basic search page is displayed (see page 13-2).

Click Create Item on the menu bar.

Note: You can also access the Create Phusical Item page by clicking Physical on the
New Check In dropdown menu of the Content Server interface.

The Create Physical Item page (page 12-3) is displayed.
Select the | s Record check box.

Provide the information for the new physical item as required, including its storage
and record-related information.. Do not forget to assign aretention category or records
folder to the physical item in order to set its retention schedule.

Note: For more information about the record-specific fields, refer to the Records Manager
User Guide.

7. Click Create to submit the information about the new physical item to the content

server.

The Physical Item Information page for the new physical item is displayed
(see page 12-11).
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Within the Retention Schedules of
Records Manager

Use this procedure to create anew physical item as arecord within the retention schedules
hierarchy in Records Manager. You do this by placing the item directly into aretention
category or records folder.

@ Note: You must have the PCM.Physical.Create right in Physical Content Manager and
the Record.Create right in Records Manager to create a new physical item as arecord.
By default, the PCM.Physical.Create right is assigned to both predefined physical content
management roles (‘ pcmrequestor’ and ‘ pcmadmin’). The Record.Createright is assigned
to the predefined records management roles ‘ rmaprivileged’ and ‘rmaadmin’.
To create the new physical item as arecord, complete the following steps:
1. Loginto the content server.
2. Openthe Browse Content tray or top menu.
3. Click Retention Schedules.
4

Navigate to the records retention category or recordsfolder in the hierarchy where you
want to add the physical item, either using the exploring pages or, in the Trays layout,
using the tree view on the | eft.

5. Onthe menu bar of the exploring page of the category or folder, choose Create >
Create Physical Record.

The Create Physical Item page (page 12-3) is displayed, with the full retention
schedul e path to the current retention category at the top of the page.

Figure 12-5 Full retention schedule path on Create Physical Item page

Create Physical Item

Retention Schedules --» Series 1 --= Cateqaory 1

*Marme

Title

* Authar gyzadmin gyzadmin W
* Secutity Group RecordsGroup W

Note: For more information about the record-specific fields, refer to the Records Manager
User Guide.
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6. Providetheinformation for the new physical item as required.

Note: The page does not contain the Life Cycle field as the physical item is automatically
assigned the retention and disposition rules of the current (or inherited) retention category.
7. Click Create to submit the information about the physical item to the content server.

The Physical Item Information page for the new physical item is displayed
(see page 12-11). Please note that the | s Record field is set to “ Yes.”

CREATING A PHYSICAL ITEM AS NON-RECORD
CONTENT

12-18

When creating a new physical item as non-record content, you check its metadata, storage
information, and retention schedule (if any) into the content server. Thisinformation is
subsequently used to track the physical item and manage itslife cycle.

There are three ways to create physical items as non-record content:

++ Onthe Create Physical Item page in Physical Content Manager (page 12-18)
«» Within the storage space hierarchy in Physical Content Manager (page 12-19)
«+ Within the retention schedules of Records Manager (page 12-21)

See also:
— Creating a Physical Item as a Record (page 12-15)
— Creating a Physical Item Wthin Another Item (page 12-22)

Using the Create Physical Iltem Page In
Physical Content Manager

Use this procedure to create a new physical, non-record item using the Create Physical
Item page in Physical Content Manager.

Note: You must have the PCM.Physical.Create right to create a new physical, non-record
item. By default, both predefined physical content management roles (‘ pcmrequestor’ and
‘pcmadmin’) have thisright.

To create the new physical, non-record item, complete the following steps:

1. Loginto the content server.
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2. Openthe External Content tray or top menu.
3. Click Physical Content
The basic search page is displayed (see page 13-2).
4. Click Create Item on the menu bar.
Note: You can also access the Create Phusical Item page by clicking Physical on the
New Check In dropdown menu of the Content Server interface.
The Create Physical Item page (page 12-3) is displayed.

5. Provide the information for the new physical item as required, including its storage
information.

Note: If you have the Record.Create right in Records Manager, you can assign alife cycle
(i.e., retention schedule) and publication date to the non-record physical item.
6. Click Create to submit the information about the new physical item to the content

SEerver.

The Physical Item Information page for the new physical item is displayed
(see page 12-11).

Within the Storage Space Hierarchy in
Physical Content Manager

Use this procedure to create a new physical, non-record item within the storage space
hierarchy in Physical Content Manager. You do this by placing the item directly into a
storage location.

@ Note: You must have the PCM.Physical.Create right to create a new physical, non-record
item. By default, both predefined physical content management roles (‘ pcmrequestor’ and
‘pcmadmin’) have thisright.
To create the new physical, non-record item, complete the following steps:
1. Loginto the content server.
2. Open the Browse Content tray or top menu.
3. Click Browse Sorage.

The Exploring page for the top level (called “Storage”) is displayed.

Physical Content Manager Administration Guide 12-19



Working With Physical Content

4. Navigate to the storage location where you want to add the new non-record physical
item, either using the exploring pages or, in the Trays layout, using the tree view on
the left.

@ Note: You can add items only to storage locations that can hold content.

5. Inthe menu bar on the exploring page of the storage location, choose Create Physical
Item.

@ Note: If thisoption is hot in the menu, the storage location has not been configured to
store content.

@ Note: You can also add a physical item by choosing Create Physical 1tem in the actions
icon menu (¥=]) of a storage location.

The Create Physical Item page (page 12-3) is displayed, with the Current L ocation and
Permanent Location fields already pointing to the current storage location.

Figure 12-6 Pre-filled Current Location and Permanent Location fields

Current Location 2779770392803020439

Skorage--=Warehouse_001-->Room_001

Current location comments

Permanent Location 2779770392803020439

Shorage-->Warehouse_001--=Room_001
Barcode Label

* Type ADACCT - Acme Accounting D epartment b

6. Providetheinformation for the new physical item as required.

@ Note: If you have the Record.Create right in Records Manager, you can assign alife cycle
(i.e., retention schedule) and publication date to the non-record physical item.

7. Click Create to submit the information about the physical item to the content server.

The Physical Item Information page for the new physical item is displayed
(see page 12-11).
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Within the Retention Schedules of
Records Manager

Use this procedure to create a new physical, non-record item within the retention
schedules hierarchy in Records Manager. You do this by placing the item directly into a
retention category or records folder. This procedure is useful only if you want to assign a
retention schedule to the physical item.

@ Note: You must have the PCM.Physical.Create right in Physical Content Manager and
the Record.Create right in Records Manager to create a new physical, non-record item.
By default, the PCM.Physical.Create right is assigned to both predefined physical content
management roles (‘ pcmrequestor’ and ‘ pcmadmin’). The Record.Create right is assigned
to the predefined records management roles ‘rmaprivileged’ and ‘rmaadmin’.
To create anew physical, non-record item, complete the following steps:
1. Log into the content server.
2. Open the Browse Content tray or top menu.
3. Click Retention Schedules.
4

Navigate to the non-record retention category in the hierarchy where you want to add
the physical item, either using the exploring pages or, in the Trays layout, using the
tree view on the left.

5. Onthe menu bar of the exploring page of the category or folder, choose Create >
Check in New Physical Item.

The Create Physical Item page (page 12-3) is displayed, with the full retention
schedule path to the current non-record retention category at the top of the page.

Figure 12-7 Full retention schedules path on Create Physical Item page

Create Physical Item

Retention Schedules --» Series 1 -->= Category 1

*Mame

Title

*Author suzadmmin ghzadmin W
* Becurity Group RecordzGroup W

6. Providetheinformation for the new physical item as required.
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Note: The page does not contain the Life Cycle field as the physical item is automatically
assigned the retention and disposition rules of the current retention category.
7. Click Create to submit the information about the physical item to the content server.

The Physical Item Information page for the new physical item is displayed
(see page 12-11). Please note that the Is Record field is set to “No.”

CREATING A PHYSICAL ITEM WITHIN ANOTHER ITEM

12-22

Use this procedure to create a new physical item within another, existing physical item.
This may be useful in situations where you want to create a“ container” physical item
(for example, of object type “Box”) and add a number of “content” physical items within
it (for example, of object type “Folder”).

Note: You must have the PCM .Physical.Create right to create a physical item within
another item. By default, both predefined physical content management roles
(‘pcmrequestor’ and ‘ pcmadmin’) have thisright.

To create the physical item within another item, complete the following steps:

1. Loginto the content server.

2. Search for the physical item within which you want to create another physical item.
For further details, refer to Chapter 13 (Searching for Physical Content).

3. Onthe search results page, choose the Create Physical Item Within option in the
item’s action popup menu (k¥=]).

Note: You can aso choose the Create Physical Item Within option on the Physical Item
Information page (page 12-11).
The Create Physical Item page (page 12-3) is displayed.

4. Provide the information for the new physical item as required. The current and
permanent location are already provided, pointing to the “parent” physical itemin the
storage hierarchy.

Note: If you have the Record.Create right in Records Manager, you can assign alife cycle
(i.e., retention schedule) and publication date to the non-record physical item.

5. Click Create to submit the information about the new physical item to the content
Server.
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The Physical Item Information page for the new physical item is displayed
(see page 12-11).

See also:
— Creating a Physical Item as a Record (page 12-15)
— Creating a Physical Item as Non-Record Content (page 12-18)

EDITING A PHYSICAL ITEM

Use this procedure to edit the properties of an existing physical item.

@ Note: You must have the PCM.Physical.Edit right to edit a physical item. By default, both
predefined physical content management roles (‘ pcmrequestor’ and ‘ pcmadmin’) havethis
right.

To edit aphysical item, complete the following steps:
1. Loginto the content server.

2. Searchfor the physical item whose properties you want to edit. For further details,
refer to Chapter 13 (Searching for Physical Content).

3. Onthe search results page, choose the Edit > Edit External Item optionintheitem’s
action popup menu (k=]).

@ Note: You can also choose the Edit > Edit External Item option on the Physical Item
Information page (page 12-11).
The Edit Physical Item page is displayed.

4. Modify the physical item properties as required, and click Submit Update when you
are done.

The item’s information page is displayed, with the updated properties.

DELETING A PHYSICAL ITEM

Use this procedure to delete an existing physical item. When deleting a physical item,
you remove its metadata, storage, and retention information from the content server.
This means the item can no longer be tracked and managed.
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Note: You must have the PCM .Physical.Delete right to delete aphysical item. By default,
thisright is assigned to the predefined physical content management role ‘ pcrmadmin’.

Note: You cannot delete a physical item if it has other physical items contained within it
(see page 12-22).

To delete aphysical item, complete the following steps:

1
2.

Log into the content server.

Search for the physical item that you want to delete. For further details, refer to
Chapter 13 (Searching for Physical Content).

On the search results page, choose the Delete External Item option in the item’s
action popup menu (kZ]).

Note: You can a so choose the Delete External I1tem option on the Physical Item
Information page (page 12-11).

The physical item is deleted immediately, without any further prompts. If there were
no errors, amessage is displayed stating that the physical item was deleted
successfully.

MOVING A PHYSICAL ITEM

12-24

Use this procedure to move an existing physical item from one location in the storage
space hierarchy to another.

Note: You must have the PCM.Physical.Move right to move a physical item. By default,
both predefined physical content management roles (‘ pcmrequestor’ and ‘ pcmadmin’)
have this right.

To move a physical item, complete the following steps:

1
2.

Log into the content server.

Search for the physical item that you want to move. For further details, refer to
Chapter 13 (Searching for Physical Content).

On the search results page, click on the item’s information icon ((3)) or choose the
Information > External 1tem Information option in its action popup menu (kK=]).

The Physical Item Information page (page 12-11) is displayed.
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4. Modify the Current Location and/or Permanent Location fields as required, and click
Submit Update when you are done.

Theitem’s information page is displayed again, with the updated location(s).

FREEZING AND UNFREEZING A PHYSICAL ITEM

©

Use this procedure to freeze or unfreeze an existing physical item. Freezing a physical
item inhibits disposition processing for that item. For example, it will not be flagged for
destruction, even if that action is due, until theitem is unfrozen (i.e., its frozen status
revoked). This may be necessary in order to comply with legal or audit requirements
(for example, as aresult of litigation).

You can apply more than one freeze to an item. You can view the Freeze Details page
(see page 12-14) for the record to see alist of all freezes currently applied to the record.

If you freeze a physical item that has other physical items within it (see page 12-22), then
al these items are frozen as well.

Note: After aphysical item has been frozen, you cannot edit its metadata.

Note: For more information about freezes, please refer to the Records Manager
documentation.

Note: You must have the Record.Freeze/Unfreeze right in Records Manager to freeze

or unfreeze aphysical item. By default, thisright is assigned to Records Manager’s
predefined ‘rmaadmin’ role. Neither of the predefined physical content management roles
(‘pcmrequestor’ and ‘ pcmadmin’) have this right by default.

Freezing a Physical Item
To freeze a physical item, complete the following steps.
1. Loginto the content server.

2. Searchfor the physical item that you want to freeze. For further details, refer to
Chapter 13 (Searching for Physical Content).

3. Onthesearch results page, choose the Edit > Freeze option in the item’s action popup

menu (¥=)).
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Note: You can also choose the Edit > Freeze option on the Physical Item Information page
(page 12-11).

Note: If you want to freeze all items on the search results page, you can also choose
the Freeze Results option in the menu bar on that page.

The Freeze dialog is displayed.

Figure 12-8 Selecting afreezeto apply to aphysical item

a Freeze — Web Page Dialog

Fregze

Freeze Mame Leqal Case A 'I

Freeze Reason  |Litigation with corpany XYZ

EI Cancel |

In the Freeze Name dropdown list, select the freeze that should be applied to the
record. Thelist contains all freezes that have been defined in Records Manager.
If you want, you can also provide areason for the freeze. If you do not want to
enter areason, simply leave the text box empty.

4, Click OK to confirm the freeze. If you click Cancel, the entire action is aborted.

If you confirmed the action, the information page of the affected item displays
“Is Frozen: Yes’ aswell asaDetails hyperlink, which linksto the Freeze Details page
for theitem (see page 12-14).

Figure 12-9 Frozen status of physical item

S = [=1 I3 T (-
Is Frozen: YVes Defails
Security Group: RECOMDS5GIOUD
Object Type: Document

Note: Once an item is frozen, you cannot edit its freeze reason. If the freeze is no longer
correct, you should unfreeze the item and freeze it with a new reason.
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Unfreezing a Physical Item
To unfreeze a physical item (i.e., cancel its frozen status), complete the following steps:
1. Log into the content server.

2. Searchfor the physical item that you want to unfreeze. For further details, refer to
Chapter 13 (Searching for Physical Content).

3. Onthe search results page, choose the Edit > Unfreeze option in the item’s action
popup menu (K=]).

Note: You can aso choose the Edit > Unfreeze option on the Physical Item Information

page (page 12-11).

The Unfreeze dialog is displayed.

Figure 12-10 Selecting a freeze to cancel for a physical item

a Unfreeze - Web Page Dialog E

e

Unfreaze

Freeze Name Legal Case A vI

Unfresze [
Reason

EI Cancel |

=

In the Freeze Name dropdown list, select the freeze that should be cancelled for
theitem. The list contains al freezes currently applied to the item (at the item level).
If you want, you can also provide areason for the unfreeze action. If you do not
want to enter areason, simply leave the text box empty.

4, Click OK to confirm the freeze. If you click Cancel, the entire action is aborted.
If you confirmed the action, the Retention Schedule Information area of the content

information page displays “Is Frozen: No” and no Details hyperlink is displayed.

Figure 12-11 Unfrozen status of physical item

I Is Frozen: MO I

Security Group: RECOMO5GIOUD
Object Type: Document
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Important: Multiple freeze may be applied to an item. Therefore, after an item has been
unfrozen, the Actions dropdown menu for that item may continue to include an Unfreeze
option if other freezes are till applied to the item.

ADDING PHYSICAL ITEMS TO YOUR
CONTENT BASKET

12-28

Use this procedure to add one or more physical items to your content basket. The content
basket serves as a personal storage space for users where they can temporarily store
multiple items for later processing. For example, if users want to reserve physical items
for check-out, they search for all itemsthat they want to reserve, and add each of them to
their content basket. After adding all items, they can open their content basket and make a
reservation request for the items in the basket.

Once an item is added to your content basket, you can access the content basket from
the My Content Server tray or top menu.

Note: For further details on the content basket, refer to Chapter 15 (Working Wth the
Content Basket).

To add a physical item to the content basket, compl ete the following steps:
1. Loginto the content server.

2. Search for the physical item(s) that you want to add to your content basket.
For further details, refer to Chapter 13 (Searching for Physical Content).

3. Onthe search results page, select the check box of each item that you want to add to
your content basket.

4. Click Content Basket in the menu bar at the top of the page, and choose any of the
following options depending on what you want to add to the content basket:
* Add Selected Itemsto Basket - Native
* Add Selected Itemsto Basket - Web
* AddAll Itemsto Basket - Native
e AddAll Itemsto Basket - Web
Note: The“All Items’ options add all items on the current page to the content basket,

which may not be all itemsin the complete search results. If you want to add all itemsin
the complete search results list, you need to add them per page.
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The Content Basket pageis displayed, which lists al items currently in the content
basket.

PRINTING A LABEL FOR A PHYSICAL ITEM

Use this procedure to print alabel for a physical item. By default, the label contains a
barcode for the item, aswell asits name, title, security group, and account (if applicable).

@ Note: You must have the PCM.Admin.PrintLabel right to create labels for physical items.
By default, thisright is assigned to the predefined ‘ pcmadmin’ role.

@ Note: For more information about labels for physical items, refer to page 9-11.

To print alabel for aphysical item, complete the following steps:
1. Loginto the content server.

2. Search for the physical item for which you want to print alabel.
For further details, refer to Chapter 13 (Searching for Physical Content).

3. Onthe search results page, choose the Print Label option in the item’s action popup
menu (¥=)).

@ Note: You can also choose the Print Label option on the Physical Item Information page
(page 12-11).

Thefileis generated in the format specified on the Configure Physical Content
Management page. A PDF file can be viewed and printed using Adobe Acrobat 6.0 or
higher, and PLB files can be viewed and printed using the Print Report Utility (see
appendix A). Thisisan optional utility that can be installed from the PCM distribution
media and also from [CS Instance_Dir]/custonvPhysical ContentManager/Client.

For further details on this utility, refer to Appendix A (Using the Print Report Utility).

Figure 12-12 L abel for physical item

IR

M
Name: Contracts2005
Title: Contracts for 2005
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VIEWING RESERVATIONS FOR A PHYSICAL ITEM

Use this procedure to view al outstanding reservation requests for a physical item.

@ Note: You must have the Reservation.Read right to view the reservations of a physical
item. By default, thisright is assigned to both predefined physical content management
roles (‘pcmrequestor’ and ‘ pcmadmin’).

@ Note: For more information about reservations, refer to Chapter 10 (Working With
Reservations).
To view the reservations of a physical item, complete the following steps:
1. Log into the content server.

2. Search for the physical item for which you want to see the current reservation
regquests. For further details, refer to Chapter 13 (Searching for Physical Content).

3. Onthe search results page, choose the I nformation > View Reservations option in
the item’s action popup menu (¥=]).

@ Note: You can also choose the Information > View Reservations option on the Physical
Item Information page (page 12-11).

The Reservation Search Results page is displayed (see page 10-21), which lists al
outstanding reservation request for the current physical item.

MARKING A PHYSICAL ITEM AS REVIEWED

Use this procedure to mark a physical item as reviewed, after receiving a notification that
the item was due for review (as part of adisposition instruction; see chapter 14):

1. Log into the content server.

2. Search for the physical item that you want to mark as reviewed.
For further details, refer to Chapter 13 (Searching for Physical Content).

Note: You can also view all itemsthat are due for review in the My Retention
Assignments area under My Content Server (see page 14-5).

3. Onthe search results page, choose the Mark Reviewed option in the item’s action
popup menu (K=]).
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Note: You can a so choose the Mark Reviewed option on the Physical Item Information
page (page 12-11).

S

Note: The Mark Reviewed option isavailable only for items that were marked as “ Subject
to Review” when the item was created (see page 12-3).

S

4. You are prompted to enter areason for the action. If desired, enter areason, and click
OK to confirm. If you do not want to enter areason, leave the text box empty, and
click OK. If you click Cancel, the entire action is aborted.

@ Note: You can see the review history of an item by choosing I nfor mation > Recent
Reviews in the menu bar on that item’s information page.
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SEARCHING FOR
PHYSICAL CONTENT

OVERVIEW

This section explains how to find physical items managed by the Physical Content
Manager application. It covers the following topics:

Concepts
¢ About Searching for Physical Content (page 13-2)

Interface

+ Basic Search Page (page 13-2)

¢+ Advanced Search Page (page 13-4)

% Search Results Page (page 13-6)

¢+ Screening for Content and Records Page (page 13-9)

+ Content and Records Screening Results Page (page 13-10)

Tasks

+«+ Browsing to Physical Content (page 13-11)
+«» Searching for Physical Content (page 13-11)
++ Screening for Physical Content (page 13-12)
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ABOUT SEARCHING FOR PHYSICAL CONTENT

Contrary to internal (electronic) content items managed by the Oracle suite of content
management products, no copies of external, physical content itemsare typically stored in
the content server. Only their metadata (including storage information and retention
schedules, if any) are stored.

You can search for information about physical items managed by Physical Content
Manager using the basic search page (see below) or the advanced search page (see
page 13-4). Alternatively, if you have the appropriate rights, you can also use Records
Manager’s screening features (see page 13-9) to find physical content.

Note: You can aso find physical content items by browsing through the storage space
hierarchy (see chapter 6).

Note: For more general information about searching for content, refer to the Content
Server User Guide and Records Manager User Guide.

BASIC SEARCH PAGE

13-2

@

Use the basic search page to search for physical content items managed by the Physical
Content Manager application using some common search criteria, and also to perform a
number of other tasks related to physical content.

Note: You must have the PCM .Physical.Read right to access this page. By default, both
predefined physical content management roles (‘ pcmrequestor’ and ‘ pcmadmin’) havethis
right.

To access this page, compl ete the following steps:

1. Log into the content server.

2. Openthe External Content tray or top menu.

3. Click Physical Content.

Note: You can also access this page by choosing the ‘ Physical’ option on the Search
dropdown menu at the top of the Content Server interface.
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Figure 13-1 Basic search page

Search Physical Items
w Saarch Creabte Ttern Configure

Title |

Mame |

Barcode Label |
Current Location | EBrowize...

Record Filing Date From | To |

Sort By: | Name _=| |Descending =|  Search

Here you can search for physical items based on a number of common criteria. To build
your own search query using custom criteria, choose Search—Advanced Search. This
opens the Advanced Search Page (page 13-4).

Menu Bar

This page contains a menu bar with the following options (depending on your assigned
rights):

7

+¢ Search—This menu has the following options:

* Advanced Search
Choose this option to create a new search using custom criteria. See Advanced
Search Page (page 13-4) for further details.

*  Search Reservations
Choose this option to search all existing reservations for physical content items.
See Chapter 10 (Working With Reservations) for further details.

% Createltem
Choose this option to submit a physical content item to the content server (i.e., store
its metadata, location, and retention information). See Chapter 12 (Working With
Physical Content) for further details.

% Configure

Choose this option to open the Configure Physical Content Management page
(page 5-2), where you can perform a number of configuration and administration
tasks.
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ADVANCED SEARCH PAGE

The advanced search page enables you to define your own search queries based on custom
criteria. Search criteriaare all selected individually, and can be combined in multiple
variations using AND/OR logic. Advanced searches cannot be saved.

@ Note: You must have the PCM.Physical.Read right to access this page. By default, both
predefined physical content management roles (‘ pcmrequestor’ and ‘ pcmadmin’) havethis
right.

To access the advanced search page, open the Search menu on the Basic Search Page
(page 13-2), and choose Advanced Sear ch.

Figure 13-2 Advanced search page

Search Physical Items
I voearch  Createltem  Configure |

Search | Clesr| QuickHelo |

Search Builder

| Record Activation Date =] |Onoviiter =] | = i
E.G.ND 'I |I3F|u:|ze-n 3 [Sut-etling 3 [ﬂ IN:- EI #®
[2ND =] [Crecked Out By =] [Matche: =1 | | =X+

Results Options

Results Per Page: [20 Sort By: | Hame | [Ascendng =]

Seaich | Clear|  Quick Help |

Page Features

The table below describes the various features of the Advanced Search Physical Items
page.

Note: The menu bar on this page is the same as the one on the Basic Search Page
(page 13-2).
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Feature

Description

Search Commands

Search button
(top and bottom of page)

Searches for physical itemsin the system that meet your
criteria, and displays the results in the Search Results Page

(page 13-6).

Clear button
(top and bottom of page)

Clears all search criteriafields and selections, and returns
the page toitsinitia blank appearance.

Search Builder

Search criteriafields

This section allows you to build a search query by
specifying metadata fields and values that you want to
search on.

Some fields are text entry fields, while others also allow
you to select avalue from adropdown list. If afield
reguires adate, you can click on the calendar icon next to
it to select a date from a popup dialog.

Note: See the Content Server User Guide and
Records Manager User Guide for general
information about searching for content items.

Remove criterion icon

()

Click thisicon to remove a criterion from your search
query.

Add criterion icon (d)

Click thisicon to add another criterion to your search
query.

Results Options

Results Per Page Specifies the maximum number of items displayed on each
search results page.
< Default: 20.

Sort By Select an attribute by which to sort the results. The list

contains al the search criteriafields on the page.
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Feature Description

Sort order list Specifies the sort order of the screening results:

% Ascending (default)—Sorts al phabetical resultsin
A-Z order; numerical resultsin 0-9 order; and date
resultsin oldest to newest order.

% Descending—Sorts alphabetical resultsin Z-A order;
numerica resultsin 9-0 order; and date resultsin
newest to oldest order.

Metadata Search Operators

Search operators can be used to refine the search criteriafor a number of metadata fields.
These operators are listed as options in dropdown lists immediately to the left of each
field. For an explanation of the available search operators and their use, refer to the
Content Server User Guide.

Metadata Search Conjunctions

Each field on the page may have a search conjunction dropdown list on the left, depending
on a setting on the Configure Records M anagement page (see the Records Manager Setup
Guide). Thisenablesyou to use the Boolean logical operators AND and OR inyour search
criteriato expand or restrict the query.

Figure 13-3 Metadata fields with search conjunctions

And 'FI Tile |"-'\.|;||-\.'_-_-_; dl
and x| Tree |Substrey  F |

Figure 13-4 Metadata fields without search conjunctions

Title |SJ:-'.-:|IF9 :‘ |

Typn |3J'_-'.-:u=n,' j |

SEARCH RESULTS PAGE

The search results page lists al items in the system that meet the specified search criteria.
It is displayed after you click Search on the Basic Search Page (page 13-2) or Advanced
Search Page (page 13-4).
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Note: In line with the Content Server and Records Manager security policies, you will
always only see the physical itemsthat you are entitled to see. If a physical item meet the
search criteriabut you do not have the appropriate rights to seeit, then that item will not be
included in the search resultslist.

Figure 13-5 Search results page

Found 2 potential Rems
Freeze Results  wLabels +Change View |
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Page Features

The table below describes the various features of the search results page.

Feature

Description

Selection check boxes

These enable you to select one or more items in the list.
To select al items, select the check box in the column
header.

Name Thisisthe name of the physical item, as specified when the
item was created.

Title Thisisthetitle of the physical item, as specified when the
item was created.

Date Thisisthe date that the physical item was submitted to the
system.

Author Thisisthe name of the user who created the physical item.

Physical Content Manager Administration Guide

13-7



Searching for Physical Content

13-8

Feature Description

Actions menu icon (¥=]) If you click on thisicon, apopup menu is displayed that

provides a number of options relevant to the specific
content item. The available menu options depend on your
assigned rights. For example, you may be able to view
information about the content item, edit its attributes,
manipulate the item, print an item label, or create links
between items.

Infoicon ((3)) If you click on thisicon, the information page for the

physical item is displayed (see page 12-11).

Menu Bars

Depending on your assigned rights, there may be two menu bars, one at the top of the page
(with options that apply to al itemsin the search results list) and one in the table header
(with optionsthat apply to all selected itemsin the search resultslist). The available menu
options depend on your assigned rights.

Page Menu Bar

This menu bar has the following options:

®
0’0

Freeze Results—Choose this option to freeze all items in the search results list
(see page 12-25). If you freeze an item, al disposition processing for that item is
halted until you unfreeze the item again. You may need to freeze itemsin order to
comply with legal or audit requirements (for example, as aresult of litigation).

L abels—This menu has a number of options that enable you to print labels
(see chapter 9).

Change View—This menu has two options that enable you to switch between page
views (thumbnail view or headline view).

Table Menu Bar

Deleted Selected |tems—This option enables you to delete all selected items on the
current search results page.

Edit—This menu has two options that enables you to freeze (or unfreeze) all selected
itemsin the search resultslist (see page 12-25). If you freeze an item, all disposition

Physical Content Manager Administration Guide



Searching for Physical Content

processing for that item is halted until you unfreeze the item again. You may need to
freeze itemsin order to comply with legal or audit requirements (for example, asa
result of litigation).

Trigger Dates—This menu enablesyou to set the current date for a number of actions
on the physical items. See the Records Manager System Maintenance Guide for more
information.

Request—This menu has two options that enable you to make reservation requests for
all items or the selected items on the search results page (see chapter 10).

Content Basket—This menu has two options that enable you to add all items or the
selected items on the search results page to your content basket (see chapter 15).

SCREENING FOR CONTENT AND RECORDS PAGE

If you have the Admin.Screening right in Records Manager, you can aso include physical
itemsin the screening features of Records Manager.

If the Physical Content Manager application isinstalled, the Screen for Content and
Records page in Records Manager includes a check box for physical content, which
enables you to include or exclude physical content items in the screening results.
Select the check box if you want physical itemsto be included in the screening resullts,
and clear it if you want them to be excluded.

To access the Screen for Content and Records page in Records Manager, complete the
following steps:

1

2
3
4.
5

Log into the content server as arecords administrator.

Open the Administration tray or top menu.

Click Configure Records M anagement—Scr eening—Content and Records.
Press the Select button for the Sources field.

Select the * Physical’ check box to include physical items in the screening operations.
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Figure 13-6 Check box for physical content on Screen for Content and Records page in Records Manager

Sources s Select

v stellent

v Phvysical

Note: There are check boxes for each content server on the computer. In addition, if there
are more external data sources, each source will have its own check box.

Note: For more details on screening, refer to the Records Manager System Maintenance
Guide.

CONTENT AND RECORDS SCREENING RESULTS
PAGE

The Content and Records Screening Results page lists all items in the system that meet
the specified search criteria. It is displayed after you click Search on the Screening for
Content and Records Page (page 13-9).

Figure 13-7 Content and Records Screening Results page

Content and Records Screendeg Results for “SCS4pC°
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Pvysacalling: 001 Phipsics Classroodm Equignient kil Sy LI
e prow iz rport Shorage Box 227007 sysadmin ] W
Tkt 1 The First one i 0F syrsadmin B

Each selected data source on the Screening for Content and Records Page (page 13-9)
has its own section on the page, including the physical content items. The information
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presented for the physical itemsisidentical to the information on the Search Results Page
(page 13-6).

BROWSING TO PHYSICAL CONTENT

Use this procedure to browse to physical items in the defined storage space hierarchy.

@ Note: You must have the PCM.PStorage.Read right to browse to physical content.
By default, both predefined physical content management roles (‘ pcmreguestor’ and
‘pcmadmin’) have thisright.

To browse to physical items, compl ete the following steps:

1

2
3.
4

Log into the content server.
Open the Browse Content tray or top menu.
Click Browse Stor age.

You can now use the storage location tree and the Exploring pages (see pages 6-10
and 6-12, respectively) to drill down the storage space hierarchy and browse to the
items contained in a storage location.

Note: You can also access the storage exploring pages from the Configure Physical
Content Management page (page 5-2) (Configuration—Storage).

SEARCHING FOR PHYSICAL CONTENT

Use this procedure to search for physical items managed by the Physical Content Manager
application.

To search for physical items, complete the following steps:

@ Note: You must have the PCM.Physical.Read right to search for physical content.
By default, both predefined physical content management roles (‘ pcmrequestor’ and
‘pcmadmin’) have thisright.

To search for physical content, complete the following steps:

1. Loginto the content server.

2. Open the External Content tray or top menu.

3. Click Physical Content.
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The Basic Search Page (page 13-2) displayed.

Note: If you want to use the Advanced Search Page (page 13-4), choose Sear ch—
Advanced Sear ch on the basic search page.

4. Specify the search criteria, and click on Search when you are done.

The Search Results Page (page 13-6) is displayed, which lists all items that meet your
search criteria.

SCREENING FOR PHYSICAL CONTENT

Use this procedure to screen for physical itemsin Records Manager.

@ Note: You must have the Admin.Screening right in Records Manager to screen for
physical content. By default, neither predefined Physical Content Manager role
(‘pcmrequestor’ and ‘ pcmadmin’) has this right. The predefined Records Manager role
‘rmaadmin’ does have the Admin.Screening right.

To screen for physical items, complete the following steps:
1. Loginto the content server as arecords administrator.
2. Openthe Administration tray or top menu.
3. Click Configure Records M anagement.
The Configure Records Management page is displayed.
4. Click Screening—Content and Records.
The Screen for Content and Records page in Records Manager is displayed.

5. Make sure that you select the Physical check box under Sources. (Thisis not the
default.)

6. Specify the search criteria, and click on Search when you are done.

The Content and Records Screening Results page (page 13-10) is displayed, which
lists all itemsthat meet your search criteria, including physical items.

Note: For more details on screening, refer to the Records Manager System Maintenance
Guide.
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OVERVIEW

This section explains how to process physical items by the Physical Content Manager
application. It covers the following topics:

+» Retention Schedules for Physical Items (page 14-1)

+«+ Disposition Eventsfor Physical Items (page 14-2)

+ Retention Assignments for Physical Items (page 14-3)

+« Audit Log Filesfor Processed Events (page 14-4)

«» Viewing Physical Items Due For Review (page 14-5)

+« Approving Disposition Events for Physical Items (page 14-5)
«» Completing Disposition Events for Physical Items (page 14-6)

RETENTION SCHEDULES FOR PHYSICAL ITEMS

Like records, physical items can be assigned retention schedules, which define their

life cycle. When creating a physical item, either as arecord or non-record content,

you can assign aretention schedule to it. Thislinks the physical item to a set of retention
and disposition rules, which specify how long an item should be stored and when and how
it should be disposed of.
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@

@

Note: The same retention schedules and disposition rules may be used for physical
items as for electronic records, but you may also define disposition rules specifically
for physical items.

Note: For more information about retention and disposition rules, refer to the
Records Manager System Maintenance Guide.

DISPOSITION EVENTS FOR PHYSICAL ITEMS

14-2

@

A disposition event is any action that needs to be performed on an item as part of
its retention schedule (for example, after the retention period of the item has ended).
Disposition events for physical items consist of three steps:

1. Approving the event (see page 14-5)

2. Performing the action(s) associated with the event—for example, physical destruction
of the affected item(s).

3. Marking the event as completed (see page 14-6)

Note: The Destroy disposition event requires two steps for physical items, but not for
electronic items. This is because the application can destroy electronic items for you,
but it cannot do so for physical items. Destruction of physical items requires human
intervention.

Disposition Actions for Physical Items

Physical items can be assigned the same disposition actions as el ectronic items. For an
in-depth discussion of the available disposition actions, refer to the Records Manager
System Maintenance Guide.

However, due to the nature of physical items, some of the available disposition actions
are lessrelevant than they are for electronic items:

R/

+» Disposition actions related to revisions (since physical items cannot be revisioned):
» Deleting old revisions

»  Checking in new revisions

» Deleting previous revisions

» Deleting revisions

o Deleting al revision

Physical Content Manager Administration Guide



Processing Physical Content

+«»+ Disposition actionsthat involve digital data:

e Scrubbing data (i.e., overwriting it multiple times to prevent recovery) as part of
the destruction process.

If any of these disposition actions are assigned to physical items and they are due for
completion, nothing specific needs to be done and they can be marked completed
immediately.

Note: For an in-depth discussion of setting up and working with disposition events and
actions, refer to the Records Manager System Maintenance Guide.

RETENTION ASSIGNMENTS FOR PHYSICAL ITEMS

Any pending events for physical items are included on the My Approval List page.

To access this page, open the My Content Server tray or top menu and choose

My Retention Assignments. This page is areceptacle for al items that generated
notifications, both for electronic and physical items. It conveniently organizes the affected
itemsin pages for you to peruse. The pageslist all items that need to be reviewed, aswell
as all pending events that need to be approved or completed.

ltems Due For Review

You can see alist of all physical itemsthat are due for review by choosing the following
menu options on the My Approval List page:

+ Itemsthat you should review: Pending Review—My Content and Records.

@

« Itemsthat others should review: Pending Review—Other Content and Records.

Events Due For Approval

You can see alist of al disposition actions for physical items that need to be approved
by choosing the following menu options on the My Approval List page:

« Eventsthat you should approve: Pending Approva—My Dispositons.
« Eventsthat othersshould approve: Pending Approva—Other Dispositons.
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Events Due For Completion

You can see alist of all disposition actions for physical items that need to be completed
by choosing the following menu options on the My Approval List page:

« Eventsthat you should complete: Pending Completion—My Completed
Physical Items.

« Eventsthat othersshould complete: Pending Completion—Other Completed
Physical Items.

Note: For more information on processing retention assignments, refer to the
Records Manager System Maintenance Guide.

AUDIT LOG FILES FOR PROCESSED EVENTS

When a disposition event for physical itemsis completed, an audit log fileis created
automatically behind the scenes and, if possible, checked into the content server using
the default metadata for audit logs. These checked-in log files can be used for audit trail
purposes or as a verification tool.

You can use the Search Audit Trail page in Records Manager to search for disposition
event that were processed for physical items (by setting the Source field to ‘ Physical’).

Figure 14-1 Sourcefield on Search Audit Trail page

Mame Substring W
Source Substring w || Phyzical w
Details Substring W
Comments | Substring W

@ Note: You need to have the Admin.Audit right in Records Manager to search the audit
trail.

Note: For more information on the audit trail, refer to the Records Manager System
Maintenance Guide.
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VIEWING PHYSICAL ITEMS DUE FOR REVIEW

To see dl items (electronic and physical) that are due for review, complete the following
steps:
1. Openthe My Content Server tray or top menu.
2. Choosethe My Retention Assignments option.
The My Approval List pageisdisplayed.

3. If you want to see al items that you yourself are assigned to review, choose
Pending Review—My Content and Records.

If you want to see all items that others are assigned to review, choose
Pending Review—Other Content and Records.

You can also click the appropriate e-mail notification link to directly accessthe
My Approval List page, which lists al items that are due for review.

You can now proceed to review the physical items, and mark them as reviewed
(see page 12-30).

APPROVING DISPOSITION EVENTS FOR
PHYSICAL ITEMS

Thefirst step of processing a disposition event for physical itemsis approving the event.
To approve an event action, complete the following steps:

1. Openthe My Content Server tray or top menu.
2. Choosethe My Retention Assignments option.
The My Approval List pageis displayed.

3. If you are approving an event action assigned to yourself, choose
Pending Approval—My Dispositons.

If you are approving an event action assigned to someone el se, choose
Pending Approval—Other Dispositons.

You can also click the appropriate e-mail notification link to directly accessthe
My Approval List page, which listsall items that are pending approval.
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4,

In the Actionsicon popup menu (k¥Z]) for the event action that you want to approve,
click the Approve [Action_Name] command. This approves the event action and
moves it to the completion list for further processing.

Note: If the event action does not move to the completion list, then al affected items are
frozen and cannot be processed. If the event action does move but also remainsin the
approval list, then some of the affected items are frozen. The frozen items will not be
processed until they are unfrozen.

You can now perform the actions associated with the disposition event (for example,
physical destroying the items).

COMPLETING DISPOSITION EVENTS FOR
PHYSICAL ITEMS

14-6

After approving adisposition event for physical items and performing the actions
associated with it, you need to mark the event as completed. To do this, complete the

following steps:

1. Openthe My Content Server tray or top menu.

2. Choosethe My Retention Assignments option.
The My Approval List pageis displayed.

3. If you are completing an event action assigned to yourself, choose
Pending Completion—My Completed Physical Items.
If you are completing an event action assigned to someone €l se, choose
Pending Completion—Other Completed Physical Items.
You can also click the appropriate e-mail notification link to directly accessthe
My Approval List page, which lists all items that are pending approval.

4. IntheActionsicon popup menu (¥Z]) for the item you want to process, click the
Get Content, Records and Folder s command.

5. IntheActionsicon popup menu (k]) for the event action that you want to complete,

click the Complete [Action_Name] command. This marks the event action as
completed, and deletes it from the completion list.

@ Note: All completed disposition actions are included in the audit trail.
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OVERVIEW

This section explains how to use the content basket to work with multiple items at once.
It coversthe following topics:

Concepts
+«» About the Content Basket (page 15-2)
+ ltemsin the Content Basket (page 15-2)

Interface
+« Content Basket Page (page 15-8)

Tasks

¢ Viewing the Contents of the Content Basket (page 15-10)

+« Adding Itemsto the Content Basket (page 15-11)

+ Removing Items From the Content Basket (page 15-11)

% Sorting Itemsin the Content Basket (page 15-13)

+» Making Reservation Requests for Items in the Content Basket (page 15-13)
+« Downloading Items in the Content Basket (page 15-14)
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«» Creating E-Mail Linksto Itemsin the Content Basket (page 15-16)
++ Checking In Information About Itemsin the Content Basket (page 15-17)

ABOUT THE CONTENT BASKET

The content basket in Physical Content Manager serves as a personal storage space for
users where they can temporarily store multiple itemsfor later processing. For example, if
users want to reserve physical items for check-out, they search for al itemsthat they want
to reserve, and add each of them to their content basket. After adding all items, they can
open their content basket and make a reservation request for the items in the basket.

Depending on the system setup and a user’s assigned rights, the content basket can be used
to do any the following:

« Make reservation requests for one or more physical items (see page 15-13)
+» Download azip file with one of more items (see page 15-14)
+ Create e-mail messages with links to one or more items (see page 15-16)

¢ Check in a PDF file with information about one or more items (see page 15-17)

ITEMS IN THE CONTENT BASKET

15-2

The content basket can contain any number of items managed by Content Server,
Records Manager, Physical Content Manager, or other add-ons.

Items—Dboth internal and external, both records and non-records—can be added to the
content basket from their information page or any search results page viaoptionsin the
Actions dropdown menu on these pages. For an electronic (internal) item, you can specify
whether the native file and/or the web-viewable rendition of the item should be added to
the content basket. Multiple renditions and/or revisions of the same item may
simultaneously exist in the content basket.

Tech Tip: A personalization table within Content Server is used to store the contents of
each user’s basket, so the state of the content basket persists across browser sessions
without the use of cookies.
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The following topics are important with regard to itemsin the content basket:
+« Item Thumbnails (page 15-3)

¢ Item Information (page 15-4)

¢ Renditions (page 15-5)

+ Display Order (page 15-6)

ltem Thumbnails

Every item in the content basket has athumbnail icon which identifiesits type:

Iltem Type Thumbnail

|con associated with theitem’'s

Internal item managed by Content Server specified content type

|con associated with theitem's

Internal item managed by Records Manager specified content type

External item managed by Physical Content Manager | -
of object type “Box” ,J

External item managed by Physical Content Manager
of object type “Document”

External item managed by Physical Content Manager
of object type “Folder”

External item managed by Physical Content Manager
of object type “Micro”

External item managed by Physical Content Manager
of object type “Optical”

External item managed by Physical Content Manager
of object type “Tape’

External item managed by Physical Content Manager
with no object type assigned

All other items

SRy AN = R
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ltem Information

The information provided for an item in the content basket depends on the type of item:
% Internal (Electronic) Items
« Externa (Physical) Items

« Unavailable ltems

Internal (Electronic) Iltems

The information provided for internal (electronic) items managed by Content Server or
Records Manager is:

* Itemtitle(in bold)
* Nativefile name
e Content ID

¢ Revision number

Figure15-1 Information for internal (electronic) item in content basket

Content Item Title
Mative File: File_Marne txt
ID: FILEOOS

Revision: 1

External (Physical) Items

The information provided for external (physical) items managed by Physical Content

Manager is:

* Itemtitle(in bold)

* Item name

»  Source name (for external items managed by Physical Content Manager, this will
aways be “Physical”)

Figure 15-2 Information for external (physical) item in content basket

Item Title
Iterm Mame: Item Mame
Saoutrce Mame: Physical
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Unavailable Items

Items remain in the content basket until they are removed fromit. If the status of an item
changes, the content basket is not automatically updated to reflect this change. This means
that items may become unavailable since they wereinitially added to the content basket.
For example, they may be deleted or they may be assigned to a different security group
to which auser has no access. If an item has become unavailable, thisisindicated in the
content basket.

Figure 15-3 Unavailableitem in content basket

Item Title
Iterm Mame: Item Mame

: Bty i 3|
[Urawvailable]

@ Note: You can use the Remove All Unavailable Items option in the Basket menu at the
top of the page to remove al items from the content basket that have become unavailable
since you added them to the basket.

Renditions

An item can have more than one rendition. Electronic items have anative (i.e., original)
file, and may also have one or more alternative renditions (typically, a web-viewable file,
which can be viewed in aweb browser). When adding an electronic item to the content
basket, you select a specific rendition to be added (for example, native or web-viewable).
You may choose to add all avail able renditions of an item to the content basket, but you do
not need to.

An external, physical item does not have renditions as there is no file associated with it
(only metadata information).

The content basket shows what renditions of an item are included (see Figure 15-4).

Each of the renditions can be selected separately. If the item is electronic, the rendition
name is a hyperlink that opens the associated rendition of the item. The “rendition” for
physical itemsis called “External Item,” which is not hyperlinked as there is no electronic
version of the item to open.
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Figure 15-4 Renditions of itemsin the content basket

[ Selected Renditions

[ External Tterm
[T Wative File

[T mative File
[~ web-viewahle File

@ Note: To select all renditions of all items in the content basket, select the check box in the
heading of the Select Renditions column.

Display Order

The standard display order for itemsin the content basket is the order in which they were
added. Any new items are added to the bottom of thelist. If you are adding multiple items
at the same time (from a search results page), then the items are added in the order in
which they were displayed on the search results page.

The Order Priority column for the content basket shows numbers that reflect the display
order of the item in the basket. The lower the number, the higher the item is on the list
(‘1 isat the very top of thelist).

Figure 15-5 Sort order in content basket

Order Priority

IEIEIE
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Initialy, the order priority numbers are consecutive: 1, 2, 3, 4, etc. If you want to move
an item to a different spot in the list, you can change its number and choose Sort Basket
in the Basket menu at the top of the page. Thelist isthen re-ordered according to the new
number sequence (from low to high). If you change the number of an item to a number
that isaready in thelist, then the item with the modified number is moved to immediately
above the item with the existing number. If you want to move an item to the top of the
list, changeits number to ‘1. If you want to move it to the bottom of thelit, giveita
sufficiently high number (for example, *9999’).

Consecutive Number Sequence

When you del ete items from the content basket or change their numbers to modify the
display order, you may end up with a number sequence that is no longer consecutive.

In other words, there may be missing or duplicate numbers in the sequence. You can make
the number sequence fully consecutive again (without any gaps) by choosing M ake Sort
Order Consecutive in the Basket menu at the top of the page. This does not re-order the
itemsin thelist, but merely resets the number sequence to be consecutive (*1, 2, 3, 4”
rather than, say, “1, 3, 4, 8.").

If you want the number sequence to be made consecutive automatically every time you
update the display order, you can set the Make Order Consecutive option on your user
profile pageto ‘ Yes (thisis not the default). The Actions dropdown menu for the content
basket will then no longer have the Make Sort Order Consecutive option asthisis done
automatically with every display order update.

Figure 15-6 Make Order Consecutive option on user profile page

User Personalization Settings

Email Format: himl =

Make Order :l
Consecutive: Yes ¥
Layout: ] Trays j
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CONTENT BASKET PAGE

15-8

The Content Basket page shows all items that are currently in your own content basket.
To access this page, compl ete the following steps:

1. Log into the content server.
2. Openthe My Content Server tray or top menu.
3. Click My Content Basket.

Figure 15-7 Content Basket page

Combtient Basket for sy<adn gk sl
whekst wDOownlosd  vReguest v Emal Links Checkin as FOF Fil=

Thasmbnesl Desscripbion I~ Sedeched Renidtions Crder Priorby Info
PO T 2 [T Estarnal lem
- T sm Mhady: RS2 |
j Sourte Nama: Physcal i o
PO Them 1 [T Extarnal [tam
= Thism Bharids: R |
j Source Nama: Physcal g o

Note: You can only view your own content basket (unless, of course, you log in as
someone else).

Page Features
The table below describes the various features of the Content Basket page.

Feature Description
Thumbnail This column shows athumbnail image that represents the
type of item.

For more information, see Item Thumbnails (page 15-3).

Description This column provides information about the item in the
content basket.

For more information, see Item Information (page 15-4).
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Feature

Description

Selected Renditions

This column shows al renditions for an item. For physical
(external) items, thiswill always be “External Item.” For

electronic (internal) items, it will be the selected rendition
(for example, “Native File” and/or “Web-Viewable File").

You can use the check boxes to select the rendition(s) that
an operation should be performed on. If you select the
select box in the column heading, all renditions currently
in the content basket are selected.

For more information, see Renditions (page 15-5).

Order Priority

When you open the Content Basket page, this column
shows a number sequence that reflects the display order
of the items. You can modify the numbers to change the
display order.

For more information, see Display Order (page 15-6).

Infoicon (i)

If you click thisicon for an item, itsinformation pageis
displayed (see page 12-11).

Menu Bar

The Content Basket page includes a menu bar at top of the page. Depending on the system
setup and a user’s assigned rights, this menu may include the following options:

+» Basket—This menu has the following options:

» Sort Basket—Choose this option to sort the items in the content basket (see page

15-13).

 MakeSort Order Consecutive—Choose this option to sort the itemsin the
content basket by their order priority (see page 15-13). Thisoption is available
only if you did not set the sort order to be made consecutive automatically with
every update (see page 15-7).

* Remove All Items—Choose this option to remove all items from the content
basket (see page 15-11).

* Remove Selected Items—Choose this option to remove the selected items from
the content basket (see page 15-11).
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Remove All Unavailable tems—Choose this option to remove al itemsin the
content basket that are no longer available (see page 15-11).

Download—This menu has the following options:

Download Selected |tems—Choose this option to download a zip file with the
selected itemsin the content basket (see page 15-14). Thisoption isavailable only
if the Zip Rendition Management option was selected during installation of the
Physical Content Manager software.

Download All Items—Choose this option to download a zip filewith all itemsin
the content basket (see page 15-14). This option is available only if the Zip
Rendition Management option was selected during installation of the Physical
Content Manager software.

Request—This menu has the following options:

Request Selected I1tems—Choose this option to make a reservation regquest for
the selected itemsin the content basket (see page 15-13).

Request All I1tems—Choose this option to make a reservation request for all
items in the content basket (see page 15-13).

Email Links—This menu has the following options:

E-Mail Linksto Selected | tems—Choose this option to create an e-mail message
in your default e-mail application with links to the selected itemsin the content
basket (see page 15-16).

E-Mail Linksto All Items—Choose this option to create an e-mail message in
your default e-mail application with linksto all itemsin the content basket (see
page 15-16).

Check In as PDF File—Choose this option to generate a PDF file with information
about all items in the content basket and check it into the content server (see page
15-17).

VIEWING THE CONTENTS OF THE CONTENT BASKET

Use this procedure to view the items that are currently in your content basket.

To view your content basket, compl ete the following steps:

1. Loginto the content server.

2. Openthe My Content Server tray or top menu.

15-10
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3. Click My Content Basket.

The Content Basket page (page 15-8) is displayed.

ADDING ITEMS TO THE CONTENT BASKET

Use this procedure to add items to your content basket:

1. Log into the content server.

2. Searchfor the item(s) that you want to add to the content basket (see page 13-2).

3. Onthe search results page, select the check box of each item that you want to add to
your content basket.

4. Click Content Basket in the menu bar at the top of the page, and choose any of the
following options depending on what you want to add to the content basket:

Add Selected Itemsto Basket - Native
Add Selected Itemsto Basket - Web
Add All Itemsto Basket - Native

Add All Itemsto Basket - Web

Note: The“All Items’ options add all items on the current page to the content basket,
which may not be al itemsin the complete search results. If you want to add all itemsin
the complete search results list, you need to add them per page.

The Content Basket page (page 15-8) is displayed, with the new item(s) added at the
bottom of the list.

REMOVING ITEMS FROM THE CONTENT BASKET

Use this procedure to remove items from your content basket. When you remove items,
they are only removed from the content basket; they are not deleted from the system
altogether.

Removing Individual Items

To remove individual items from the content basket, complete the following steps:

1. Log into the content server.

2. Openthe My Content Server tray or top menu.
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3. Click My Content Basket.
The Content Basket page (page 15-8) is displayed.

4. Select the check box of each item (rendition) that you want to remove from the
content basket.

5. Click Basket in the menu bar at the top of the page, and choose Remove Selected
Items.

The selected items are removed immediately (without any further prompts), and the
Content Basket page (page 15-8) is refreshed to show the list without the deleted
item(s).

Removing All ltems
To remove al items from the content basket, complete the following steps:
1. Loginto the content server.
2. Openthe My Content Server tray or top menu.
3. Click My Content Basket.
The Content Basket page (page 15-8) is displayed.
4. Click Basket in the menu bar at the top of the page, and choose Remove All Items.

All items are removed immediately (without any further prompts), and the Content
Basket page (page 15-8) is refreshed to show an empty basket.

Removing Unavailable Items

To remove al unavailable items from the content basket (see page 15-5), complete the
following steps:

1. Loginto the content server.
2. Openthe My Content Server tray or top menu.
3. Click My Content Basket.
The Content Basket page (page 15-8) is displayed.

4. Click Basket in the menu bar at the top of the page, and choose Remove All
Unavailable Items.

The unavailable items are removed immediately (without any further prompts),
and the Content Basket page (page 15-8) is refreshed to show the list without
the unavailable item(s).
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SORTING ITEMS IN THE CONTENT BASKET

@

Use this procedure to re-sort the items in your content basket. You can change the display
order of the item by modifying the numbersin the Order Priority column.

To re-sort the items in the content basket, compl ete the following steps:
1. Loginto the content server.
2. Openthe My Content Server tray or top menu.
3. Click My Content Basket.
The Content Basket page (page 15-8) is displayed.

4. Modify the numbersin the Order Priority column to reflect the display order you
want. See Display Order (page 15-6) for further details.

5. Click Basket in the menu bar at the top of the page, and choose Sort Basket.

The itemsin the content basket are re-ordered in the specified number sequence
(from low to high).

Note: Optionally, you can also choose Make Sort Order Consecutive in the Basket
menu to make the number sequence fully consecutive again without any gaps (“1, 2, 3, 4”
rather than, say, “1, 3, 4, 8.”). If the Action dropdown menu does not have this option,
consecutive sort order is set as the default on your user profile page.

MAKING RESERVATION REQUESTS FOR ITEMS
IN THE CONTENT BASKET

@
@
@

Use this option to make a reservation request for one or more physical itemsin your
content basket.

Note: You must have the PCM.Reservation.Create right to make a reservation regquest.
By default, thisright is assigned to the predefined ‘ pcmrequestor’ and ‘ pcrmadmin’ roles.

Note: You can only make reservation requests for physical items. Error messages will be
displayed if you attempt to reserve electronic items.

Note: For more information about reservations, refer to Chapter 10 (Working With
Reservations).
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@

To make areservation request for itemsin the content basket, compl ete the following

steps:

1. Loginto the content server.

2. Openthe My Content Server tray or top menu.
3. Click My Content Basket.

The Content Basket page (page 15-8) is displayed.

Note: If your content basket does not contain the item(s) that you want to reserved,
add them first (see page 15-11).

4,

7.

Select the check box of each physical item that you want to reserve, and choose
Request Selected Items from the Request menu at the top of the page. If you want to
reserve al itemsin your content basket, you can also choose Request All Items.

A prompt is displayed asking you whether the selected items should be removed from
the content basket after they are reserved.

Click Yes or No according to your preference. If you click Cancel, the reservation
reguest is cancelled.

The Create Request page (see page 10-13) is displayed.

Specify the properties of the new reservation request, such as the transfer method,
priority, and delivery location.

Click Create when you are done.

The items are now reserved, and the system administrator is notified of your reservation
request. After the administrator processes the reservation request, it can be fulfilled in
accordance with the proceduresin your organization. If areserved item is already checked
out, you are placed on awaiting list for that item.

DOWNLOADING ITEMS IN THE CONTENT BASKET

15-14

Use this procedure to download a zip file with one or more itemsin your content basket.

Note: Thisfeatureisavailable only if the Zip Rendition Management option was selected
during installation of the Physical Content Manager software.

To create the zip file, complete the following steps:

1

Log into the content server.
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2. Openthe My Content Server tray or top menu.
3. Click My Content Basket.
The Content Basket page (page 15-8) is displayed.
Note: If your content basket does not contain the item(s) that you want to download,

add them first (see page 15-11).

4. Select the check box of each item that you want to download, and choose Download
Selected Items from the Download menu at the top of the page. If you want to
include al itemsin the zip file, you can also choose Download All Items.

A zipfilecaled “Bundle.zip” is created, and adialog is displayed where you can open
or savethefile.

Contents of Zip File
What isincluded in the zip file for an item depends on the type of that item:
+« Internal (Electronic) Items

«» External (Physical) Items

Internal (Electronic) Iltems

The zip file contains the selected rendition file for the item. The file name for theitemis
built up asfollows:

<Item Title> (Primary|Web) [<Content_ID> Revision-<Rev. No.>].<File _Extension>

where “Primary” refersto the native file rendition, and “Web” to the web-viewable
rendition. For example: Report2005 (Primary) [ CS12025 Revision-2].doc.

External (Physical) Items

The zip file contains afile with the metadata, location, and retention information about the
physical item, in the archive metadata format as specified on the Configure Records
Management page. (See the Records Manager Setup Guide for details.) Thefile nameis
built up asfollows:

<Random_Number>] (External Item) [<Item Name>].<File Extension>

where the file extension depends on the configured format setting. For example:
810871584 (External Item) [ Contracts2005] .hda.
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CREATING E-MAIL LINKS TO ITEMS IN THE CONTENT
BASKET

15-16

Use this procedure to create a new e-mail message in your default e-mail client, with
information and links for one or more itemsin your content basket.

To create the e-mail, complete the following steps:
1. Log into the content server.
2. Openthe My Content Server tray or top menu.
3. Click My Content Basket.
The Content Basket page (page 15-8) is displayed.
Note: If your content basket does not contain the item(s) that you want to include in the

e-mail message, add them first (see page 15-11).

4. Select the check box of each item (rendition) that you want to include in the e-mail
message, and choose E-Mail Linksto Selected Itemsfrom the Email Links menu at
the top of the page. If you want to include all itemsin the e-mail message, you can
also choose E-Mail Linksto All Items.

A new e-mail message window for your default e-mail client is displayed, with
“Content Item Rendition Links” as the subject line and links and information for the
items in the message body.

Note: Some e-mail clients have limitations with regard to the number of characters used
in the body of amessage. Adding alarge number of items aslinksto an e-mail may exceed
the limitation, resulting in some links not being listed.

Contents of E-Mail Message
What isincluded in the e-mail message for an item depends on the type of that item:

% Internal (Electronic) Items

« Externa (Physical) Items
Internal (Electronic) Items

The e-mail message contains the content 1D and title of each selected item, aswell as
hyperlinks to the selected rendition file(s) for the item.
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External (Physical) Items

The e-mail message contains the name and title of each selected physical item, aswell as
a hyperlink to the item’s information page.

CHECKING IN INFORMATION ABOUT ITEMS
IN THE CONTENT BASKET

@

Use this procedure to generate a PDF file with information about one or more itemsin the
content basket and check it into the content server.

Note: The generated PDF file cannot be viewed using Adobe Acrobat 5.x or earlier.
You need at least version 6.0 of the Acrobat software.
To generate the PDF file, complete the following steps:
1. Loginto the content server.
2. Openthe My Content Server tray or top menu.
3. Click My Content Basket.
The Content Basket page (page 15-8) is displayed.
Note: If your content basket does not contain the item(s) that you want to include in the
PDF file, add them first (see page 15-11).
4. Select the check box of each item (rendition) that you want to include in the PDF file,
and choose Check in as PDF File from the menu at the top of the page.

A PDF fileis generated, and the content check-in page is displayed. Please note that
you do not need to specify aprimary file (thisis the newly created PDF file).

5. Specify the metadata as required, and click Check In to submit the file to the content
Sserver.

Note: The file name is the specified content ID, so if you specify “Reportl” asthe
content ID, then the file name will be Reportl.pdf.

Note: For more information about checking files into the content server, refer to the
Content Server User Guide. For more information about checking in records, refer to the
Records Manager User Guide.
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Contents of PDF File

The PDF file contains one page for each item included, plus one final page with empty
boxes for author, reviewer, and approver signatures. The following information is
included for each item:

s Title
+ File Name (set to “undefined” for physical items)
« Content I D (set to the name for physical items)

< Revision Label
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OVERVIEW

This section covers the following topics:
+«+ About the Print Report Utility (page A-2)
« Installing and Starting the Print Report Utility (page A-3)
% Format Files (page A-4)
¢ Print Report Utility Interface (page A-5)
* Main Print Report Utility Screen (page A-5)
» Design Labels Screen (page A-7)
* Report Design Screen (page A-11)
* Print Labels Screen (page A-14)
»  Print Report Screen (page A-16)
e Print Options Screen (page A-18)
* View Label Codes Screen (page A-20)
* View Reports Screen (page A-20)
* Report Preview Screen (page A-21)
«»  Working With the Print Report Utility (page A-23)
* Printing Labels (page A-23)
» Printing Reports (page A-24)
* Modifying an Existing Label Format Definition (page A-24)
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* Modifying an Existing Report Format Definition (page A-25)
»  Generating Report Schema (page A-25)
»  Generating Function Labels (page A-26)

Note: If you are using Adobe Acrobat (PDF) asthe report label format, then you probably
have no need for the Print Report Utility.

ABOUT THE PRINT REPORT UTILITY

The optional Print Report Utility is a Windows application that enables you to view
and print label datafiles (with PLB file extension) and report data files (with PRT file
extension) generated by Physical Content Manager. The PLB and PRT filesare
XML-based, plain-text files that contain data for user labels, storage location labels,
labels for physical items, or reports.

@ Note: For more information about labels, refer to Chapter 9 (Working With Labels).

Thelayout and formatting of the labels and reports are controlled by format files (see page
A-4), which are basically Crystal Reports definition files with the RPT file extension (for
“report”). You can use any of the predefined label and report formats, or you can create
your own using Crystal Reports.

@ Note: The Crystal Reports application is not provided with Physical Content Manager,
and needs to be purchased separately. For more information, refer to
www.crystalreports.com.

In addition to Physical Content Manager’s label and report format (as defined in .RPT
format files), you can aso use ColorBar labels (defined in .DZN design files).

@ Note: The label and report format is set on the Configure Physical Content Manager page
(see page 5-2). The default is Adobe Acrobat (PDF), but you can change this to the
PCM Report format, which creates PLB files (for l1abels) or PRT files (for reports).
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INSTALLING AND STARTING THE PRINT REPORT
UTILITY

The Print Report Utility software is provided with Physical Content Manager, but is not
automatically installed with the Physical Content Manager software. You will need to
install it manually after installing the PCM software.

Theinstaller for the Print Report Utility isincluded on the Physical Content Manager
software distribution media, and, after installation of the PCM software, is also located on
the computer running PCM in the [CS Instance Dir]/custormyPhysical ContentManager/
Client directory.

® Important: You need the Microsoft .NET Framework Version 1.1 Redistributable
Package to run the Print Report Utility. If you do not already have this on your computer,
you can download it from the Microsoft website (www.microsoft.com).

You do not need to install this utility on the same computer as Physical Content Manager.
You can install it on any computer aslong asit has access to the PLB or PRT files
generated by Physical Content Manager.

@ Important: If you upgrade the Print Report Utility from an earlier version, you must
uninstall the existing instance before installing the new release. If you do not, an error
message is reported during the installation and you will not be able to proceed.

Installing the Software
To install the Print Report Utility, complete the following steps:

1. Locate the executable installer file, named PrintReportUtility.exe, which is stored in
[CS Instance_Dir]\custom\Physical ContentManager\Client\ or on the Physical
Content Manager distribution media.

2. Double-click the executable file to start the installer.

3. Follow the instructions on screen to install the software. By default, the software
isinstalled in C:\Program Files\Oracle\Print Report Utility\, but you can select
adifferent directory for installation.

Preparing ColorBar

If you want to use the Print Report Utility in conjunction with ColorBar, you need to
manually move the extemlab.mdb file from the Print Report Utility installation directory
to your Colorbar directory.
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In addition, you need to manually edit the [PRU_Install _Dir]/bin/PrnRpt.ini file so that
the CBPath entry is the path to your Colorbar installation.

Starting the Software

After installing the Print Report Utility software, you can start it by clicking Sart—
Programs—Oracle—Print Report Utility—Print Report Utility. You can also
double-click the utility icon on the Windows desktop.

FORMAT FILES

Thelabel files (PLB) and report files (PRT) generated by Physical Content Manager
contain only data and no layout or formatting information. Thisis handled by separate
format files, which are basically Crystal Reports files with the RPT file extension (for

“report”).

There are anumber of predefined label and report format files, which are located in the
[Print_Report_Utility_Dir]\Reports directory:

¢ Invoice.rpt—Thisreport format is for invoices (see chapter 11)

¢ Invoice Data.rpt—Thisreport format is for invoice data (see chapter 11)

« LBL_BOX.rpt—Thisreport format isfor labels for physical items (see page 9-11)
of object type “Box.”

< LBL_DOCUMENT.rpt—This report format isfor labels for physical items
(see page 9-11) of object type “Document.”

« LBL_FOLDER.rpt—Thisreport format isfor labels for physical items
(see page 9-11) of object type “Folder.”

« LBL_MICRO.rpt—Thisreport format is for labels for physical items (see page
9-11) of object type “Micro.”

< LBL_OPTICAL.rpt—Thisreport format isfor labels for physical items
(see page 9-11) of object type “Optical.”

« LBL_STORAGE.rpt—Thisreport format isfor storage location labels (see page
9-8) that are on individual US Letter sheets (8.5 x 11").

« LBL_STORAGE_ROLL.rpt—Thisreport format is for storage location labels
(see page 9-8) that are on a continuous roll of labels.

< LBL_USER.rpt—Thisreport format isfor user labels (see page 9-3).
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s PICKLIST.rpt—Thisreport format is used to create alist of all reserved physical
items that need to be taken from their storage location for further processing and
reservation fulfillment.

+» CKINOUT.rpt (in the System subdirectory)—This report format is for function
labels (see page A-26).

@ Tech Tip: You can use Crystal Reports to create your own label and report format files
that can be used in conjunction with Physical Content Manager.

@ Important: If you associate a data file with an incompatible label or report format file
(say, adatafile for auser label with the format file for storage labels), then you may end
up with blank (or otherwise malformed) labels or reports. Thisis because the format file
contains references to data fields that may not be present in the datafile.

PRINT REPORT UTILITY INTERFACE

The Print Report Utility has the following user interface screens:
+«+ Main Print Report Utility Screen (page A-5)

¢ Design Labels Screen (page A-7)

+« Print Labels Screen (page A-14)

¢ Print Options Screen (page A-18)

% View Label Codes Screen (page A-20)

¢ Report Preview Screen (page A-21)

Main Print Report Utility Screen

After you start the Print Report Utility application, its main screen is displayed.
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Figure A-1 Main Print Report Utility screen
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The table below describes the various features of the main Print Report Utility screen.

Copyright £ 1558, 2007, Oracle. All rights reserved.

Feature Description

Options menu This menu has three options:

+« Design > Labels—If you choose this option, the
Design Labels screen is displayed (see page A-7).

7
0.0

Design > Reports—If you choose this option, the
Report Design screen is displayed (see page A-11).
« Generate Schema— Choose this option to generate
an XML schemafile for areport datafile (see page
A-25). Thismay be useful if you want to create your
own label format filesin Crystal Reports and you
want to include your own custom PCM metadata
fields (see page 5-79).
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Feature Description

Print Labels If you click this button, the Print Labels Screenis
displayed (see page A-14).

Print Reports If you click this button, the Print Reports Screen is
displayed (see page A-16).

Exit button Click this button to close the Print Report Utility
application.

Design Labels Screen

The Design Labels screen is used to manage label profiles, which are definition sets for
the layout and formatting of 1abels generated by Physical Content Manager. To accessthis
screen, choose Options—Design—L abels.

Figure A-2 Design Labels screen
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The table below describes the various features of the Design Labels screen.
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A-8

Feature

Description

Label Name

Specify alabel name, which is essentially a brief name
for the label profile (i.e., the definition set on this
screen). The label names help you manage the defined
label profiles.

If you know the label name of an existing profile and
you want to see its current properties, you can enter it in
the Label Name field and click the Find button. If there
isindeed alabel profile that has the specified label name,
al itsfields are filled automatically with their current
values.

Object Type

Select the object type that the label contents consist of .
The following object types are available:

« BOX (for physical item labels)

« FOLDER (for physica item labels)

« DOCUMENT (for physical item labels)
« MICRO (for physical item labels)

« OPTICAL (for physical item labels)

«» STORAGE (for storage location labels)
« USER (for user labels

Description

Provide abrief description for the label profile.
< Maximum number of characters: 60.
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Feature Description

Label Format File Use the file selection button next to thisfield to select
the label format file (see page A-4) that should be used
for the current label profile. Label format files are
Crystal Reports files with the RPT file extension (for
“report”).

Note: Make sure that you select aformat file
that is compatible with the selected object type.
For example, if you select the object type“BOX,”
then select the LBL_BOX.rpt label format file.
Otherwise you may end up with blank (or
otherwise malformed) labels. Thisis because the
label format file contains referencesto data fields
that may not be present in the PLB datafile.

Label Height Enter the height (in inches) of the label used in this
profile. Thisis an optional field that is for informational
purposes only to help you distinguish between the
defined label profiles. The label height that is actually
used isincluded in the label format file (with file
extension RPT).

Label Width Enter the width (in inches) of the label used in this
profile. Thisis an optional field that is for informational
purposes only to help you distinguish between the
defined label profiles. The label width that is actually
used isincluded in the label format file (with file
extension RPT).

Is Barcode Label Select this check box if the label includes a barcode.
Thisisan optional field that is for informational
purposes only to help you distinguish between the
defined labdl profiles.

Save button Click this button to save the current label profile.
After you save aprofile, it becomes available in the
L abel dropdown list on the Print Labels Screen

(page A-14).
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Feature

Description

Clear button

Click this button to empty al fields in this screen and
return the screen to itsinitial blank state.

Delete button

Click thisbutton to delete the current label profile. If you
delete aprofile, it isno longer available in the L abel
dropdown list on the Print Labels Screen (page A-14).

Note: The label format file associated with the
label profileis not deleted.

Find button

Click thisbutton to display the View Label Codes Screen
(page A-20), which lists al currently available label
definitions.

If you know the label code of an existing profile and you
want to seeits current properties, you can enter it in the
Label Codefield and click the Find button. If thereis
indeed a label profile that has the specified l1abel code,
al itsfields are filled automatically with their current
values.

Note: If the Label Codefield is not empty and
you want to see the View Label Codes Screen
(page A-20), you need to clear that field before
clicking the Find button.

Create/Modify Report
button

Click this button to select an existing label format file
(see page A-4), and modify it in Crystal Reports. An
error message is displayed if the executable file of that
application (crw32.exe) cannot be located on your
computer.

Note: The Crystal Reports software is not
provided with Physical Content Manager and
should be purchased separately.

Done button

Click this button to close this screen and return to the
main Print Report Utility screen (see page A-5).
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Report Design Screen

The Report Design screen is used to manage report profiles, which are definition sets for
the layout and formatting of reports generated by Physical Content Manager. To access
this screen, choose Options—Design—Reports.

Figure A-3 Design Reports screen
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The table below describes the various features of the Report Design screen.

Feature

Description

Report Name

Specify areport name, which is essentially a brief name
for the report profile (i.e., the definition set on this
screen). The report names help you manage the defined
report profiles.

If you know the report name of an existing profile and
you want to see its current properties, you can enter it in
the Report Name field and click the Find button. If there
isindeed areport profile that has the specified report
name, all itsfields are filled automatically with their
current values.
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Feature

Description

Object Type

Select the object type that the report contents consist of.
The following object types are available:

BOX (for physical item labels)
FOLDER (for physical item labels)
DOCUMENT (for physical item labels)
MICRO (for physical item |labels)
OPTICAL (for physical item labels)
STORAGE (for storage location labels)
USER (for user labels
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%
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%
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Report Title

Provide a brief description for the report profile.

K/

«»  Maximum number of characters: 60.

Report Format File

Use the file selection button next to thisfield to select
the format file (see page A-4) that should be used for the
current report profile. Format files are Crystal Reports
fileswith the RPT file extension (for “report”).

Note: Make sure that you select aformat file

that is compatible with the selected object type.
For example, if you select the object type“BOX,”
then select the LBL_BOX.rpt format file.
Otherwise you may end up with blank (or
otherwise malformed) reports. Thisis because the
format file contains references to data fields that
may not be present in the PRT datafile.

Save button Click this button to save the current report profile.
After you save a profile, it becomes available in the
Stored Report dropdown list on the Print Report Screen
(page A-16).

Clear button Click this button to empty all fields in this screen and

return the screen to itsinitial blank state.
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Feature Description

Delete button Click this button to delete the current report profile.
If you delete aprofile, it isno longer available in the
Sored Report dropdown list on the Print Report Screen

(page A-16).

Note: The format file associated with the report
profile is not deleted.

Find button If more than one report profileis defined, you can
click this button to display the View Reports Screen
(page A-20), which lists all currently available report
definitions. If only one report profileis defined (which
is the default) and you click the Find button, then all
fields in this screen are filled automatically with that
report’s values (without displaying the View Reports
Screen on page A-20 first).

If you know the name of an existing profile and you
want to seeits current properties, you can enter it in the
Report Name field and click the Find button. If thereis
indeed alabel profile that has the specified label code,
al itsfields are filled automatically with their current
values.

Note: If the Report Name field is not empty
and you want to see the View Reports Screen
(page A-20), you need to clear that field before
clicking the Find button.

Create/Modify Report Click this button to select an existing format file (see
button page A-4), and modify it in Crystal Reports. An error
message is displayed if the executable file of that
application (crw32.exe) cannot be located on your
computer.

Note: The Crystal Reports software is not
provided with Physical Content Manager and
should be purchased separately.
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Feature

Description

Done button

Click this button to close this screen and return to the
main Print Report Utility screen (see page A-5).

Print Labels Screen

The Print Labels screen is used to create output of label datafiles based on alabel format
file (see page A-4). To access this page, click on the Print L abels button (or the image
next to it) on the main Print Report Utility screen (see page A-5).

Figure A-4  Print Labels screen
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The table below describes the various features of the Print Labels screen.

Feature Description

Label Select the labdl profile to be used from the dropdown
list. Thelist includes a number of predefined label
formats, as well as any label profiles defined on the
Design Labels Screen (page A-7).

After you select alabel profile, al other fields on this
screen are automatically filled with the profile’s current
values. These fields cannot be edited and are for
information purposes only. For additional information
on thefields, refer to Design Labels Screen (page A-7).

Note: If you select ColorBar as the label code,
you are prompted to select the definition/design
file and datafile that should be used.

Add button Click this button to open the Design Labels Screen
(page A-7) in order to create a new label profile and
make it available in the Label dropdown list.

Description This read-only field shows the description that was
specified for the currently selected label profile.

Label Format Path Thisread-only field shows the full path to the label
format file (see page A-4) that is used for the currently
selected label profile.

Object Type This read-only field shows the object type that was
specified for the currently selected label profile.

Label Height This read-only field shows the label height that was
specified for the currently selected label profile.

Label Width This read-only field shows the label width that was
specified for the currently selected label profile.
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Feature Description

Print button Click this button to select a PLB file to be processed
using the specified label profile. After you select the
PLB file, the Print Options Screen (page A-18) is
displayed.

Clear button Click this button to empty al fields in this screen and

return the screen to itsinitial blank state.

Print Function Labels button

Click this button to create a sheet with transfer barcodes
for al available barcode actions (see page 8-3).

Note: You do not need to select alabel before
clicking this button.

Done button

Click this button to close this screen and return to the
main Print Report Utility screen (see page A-5).

Print Report Screen

The Print Report screen is used to create output of report data files based on a report
format file (see page A-4). To access this page, click on the Print Reports button (or
the image next to it) on the main Print Report Utility screen (see page A-5).

Figure A-5 Print Report screen
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The table below describes the various features of the Print Report screen.

Feature Description

Stored Report Select the report profile to be used from the dropdown
list. Thelist includes a number of predefined report
formats, as well as any report profiles defined on the
Report Design Screen (page A-11).

After you select areport profile, al other fields on this
screen are automatically filled with the profile’s current
values. These fields cannot be edited and are for
information purposes only. For additional information
on thefields, refer to Report Design Screen (page A-11).

Add button Click this button to open the Report Design Screen
(page A-11) in order to create a new report and make it
availablein the Stored Report dropdown list.

Object Type Select the object type that the report contents consist of.
The following object types are available:

BOX (for physical item labels)
FOLDER (for physical item labels)
DOCUMENT (for physical item labels)
MICRO (for physical item |labels)
OPTICAL (for physical item labels)
STORAGE (for storage location labels)
USER (for user labels
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Feature Description

Report Title Provide atitle for the report.
< Maximum number of characters: 60.

Report Format File Use the file selection button next to this field to select
the format file (see page A-4) that should be used for the
current report. Format files are Crystal Reportsfileswith
the RPT file extension (for “report”).

Note: Make sure that you select aformat file

that is compatible with the selected object type.
For example, if you select the object type “BOX,”
then select the LBL_BOX.rpt format file.
Otherwise you may end up with blank (or
otherwise malformed) reports. Thisis because the
format file contains references to data fields that
may not be present in the PRT datafile.

Print button Click this button to select aPRT file to be processed
using the specified report profile. After you select the
PRT file, the Print Options Screen (page A-18) is

displayed.

Clear button Click this button to empty all fields in this screen and
return the screen to itsinitial blank state.

Done button Click this button to close this screen and return to the

main Print Report Utility screen (see page A-5).

Print Options Screen

The Print Options screen enables you to set some options before outputting the selected
label or report. To access this page, compl ete the following steps:

1. ClickonthePrint Labelsor Print Report button (or the image next to it) on the main
Print Report Utility screen (see page A-5).

The Print Labels Screen (page A-14) or Print Report Screen (page A-16) is displayed.
2. Select alL abel or Report from the dropdown list.
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@ Note: For more information about labels, refer to Chapter 9 (Working With Labels).

3. Click onthe Print button.
A file selection dialog is displayed.

4. Navigateto the datafile (with file extension PLB or PRT) that you want to print.
As soon as you close the file selection dialog, the Print Options screen is displayed.

Figure A-6 Print Options screen

& Print Options E=E
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The table below describes the various features of the Print Options screen.

Feature Description

Output Destination Thisread-only field showsthe full path to the format file
(see page A-4) that will be used for the datafile (PLB or
PRT) to be processed.

Report Title If required, you can specify atitle for the report that will

be generated. Thistitle will beincluded in the generated
report only if the format file to be used includes a
reference to thisfield. (None of the predefined |abel
format filesinclude atitle field.)

Printer This read-only field shows “ Screen -- Preview” to
indicate that you will see aprint preview when you click
the OK button.

OK button Click this button to open the Report Preview Screen
(page A-21), where you can see what the generated
report looks like before processing it further.

Cancel button Click this button to close the Print Options screen
without printing anything, and return to the Print Labels
Screen (page A-14) or Print Report Screen (page A-16).
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View Label Codes Screen

Use the View Label Codes screen to view all label profiles that are currently defined.
To access this screen, click the Find button on the Design Labels Screen (page A-7)
with nothing specified in the Label Code field.

Figure A-7 View Label Codes screen
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To open alabel profilein the Design Labels Screen (page A-7), double-click itsline.

View Reports Screen

Use the View Reports screen to view all report profiles that are currently defined.
To access this screen, click the Find button on the Report Design Screen (page A-11)
with nothing specified in the Report Name field.

Figure A-8 View Reports screen

E View Reports
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To open areport profile in the Report Design Screen (page A-11), double-click itsline.
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@ Note: Thisscreenisnot displayed if only one report is defined.

Report Preview Screen

Use the Report Preview screen to view a generated report before processing it further
(for example, printing it). This screen is displayed after you click the Print button on the
Print Labels Screen (page A-14) or Print Report Screen (page A-16) and select aPLB or
PRT file to be processed.

Figure A-9 Report Preview screen
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The table below describes the button bar on the Report Preview screen.

Feature Description

» Click this button to move to the first page (if the report
consists of multiple pages).

p Click this button to move to the previous page (if the
report consists of multiple pages).

N Click this button to move to the next page (if the report
consists of multiple pages).

N Click this button to move to the last page (if the report
consists of multiple pages).

: Click this button to move to a page that you specify

(if the report consists of multiple pages).

% Click this button to close the current view and return to
the Print Labels Screen (page A-14).

= Click this button to print the current report. The standard
Windows Print dialog is displayed, where can select the
printer, specify the number of copies, select the paper
orientation, and start the printing process.

Click this button to refresh the current report view.

& Click thisbutton to export the current report to any of the
following formats supported by Crystal Reports:
< Crystal Reports (RPT)
¢+ Adobe Acrobat (PDF)
¢ Microsoft Excel (XLS)
¢ Microsoft Excel Data Only (XLS)
¢ Microsoft Word (DOC)
¢ Rich Text Format (RTF)

al- Click the down arrow to select azoom level from alist,

and zoom in on the current report view.
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Feature Description

my Click this button to search for text in the current report.

WORKING WITH THE PRINT REPORT UTILITY

@

This section covers the following topics:
+«» Printing Labels (page A-23)
¢ Printing Reports (page A-24)

7
0.0

Modifying an Existing Label Format Definition (page A-24)
% Generating Report Schema (page A-25)

K/
0.0

Generating Function Labels (page A-26)

Printing Labels

Use this procedure to print |abels that were generated by Physical Content Manager in the
PLB format:

1. Click onthePrint Labels button (or the image next to it) on the main Print Report
Utility screen (see page A-5).
The Print Labels Screen (page A-14) is displayed.

2. Select al abel that should be used for the PLB file. Thereis alabel code for each
defined label profile (see page A-4).

3. Click on the Print button.
A file selection dialog is displayed.

4. Navigate to the datafile (with file extension PLB) that you want to print, select it,

and close the file selection dialog.

Important: Make sure that you select a PLB file which contains data that is compatible
with the selected label profile. For example, if the PLB datafile contains data for user
labels, you should select alabel profile for user labels. Otherwise, you may end up with
blank (or otherwise malformed) labels. Thisis because the format file contains references
to data fields that may not be present in the datafile.
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The Print Options Screen (page A-18) is displayed.

5. Click the print icon (|&# ) to print the generated report, or the export icon (| %)
to save it to one of the supported formats (see page A-22).

Printing Reports

Use this procedure to print reports that were generated by Physical Content Manager in the
PRT format:

1. Click onthe Print Reports button (or the image next to it) on the main Print Report
Utility screen (see page A-5).

The Print Report Screen (page A-16) is displayed.
2. Select aReport that should be used for the PRT file.
3. Click on the Print button.

A file selection dialog is displayed.

4. Navigate to the datafile (with file extension PRT) that you want to print, select it,
and close the file selection dialog.

Important: Make sure that you select a PRT file which contains data that is compatible
with the selected report profile. For example, if the PRT datafile contains data for user
reports, you should select areport profile for user reports. Otherwise, you may end up with
blank (or otherwise malformed) reports. Thisis because the format file contains references
to datafields that may not be present in the datafile.

The Print Options Screen (page A-18) is displayed.

5. Click the print icon (| & |) to print the generated report, or the export icon (| i)
to saveit to one of the supported formats (see page A-22).

Modifying an Existing Label Format Definition

Use this procedure to modify an existing label format definition (as laid down in a format
file; see page A-4).

Important: You need the Crystal Reports software to modify label format definitions.
This software is not provided with Physical Content Manager and needs to be purchased

separately.
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To modify alabel format definition, complete the following steps:
1. Choose Options—Design—L abels.
The Design Labels Screen (page A-7) is displayed.

2. Usethefile sdlection button next to the Label Format File field to select the
format file (see page A-4) that you want to modify.

3. Click the Create/Modify Report button to start the Crystal Reports application.

@ Note: An error message is displayed if the executable file of the Crystal Reports
application (crw32.exe) could not be located on your computer.

Modifying an Existing Report Format Definition

Use this procedure to modify an existing report format definition (aslaid down in aformat
file; see page A-4).

@ Important: You need the Crystal Reports software to modify report format definitions.
This software is not provided with Physical Content Manager and needs to be purchased

separately.
To modify areport format definition, complete the following steps:
1. Choose Options—Design—Reports.

The Report Design Screen (page A-11) is displayed.

2. Usethefile selection button next to the Report Format File field to select the
format file (see page A-4) that you want to modify.

3. Click the Create/Modify Report button to start the Crystal Reports application.

@ Note: An error message is displayed if the executable file of the Crystal Reports
application (crw32.exe) could not be located on your computer.

Generating Report Schema

Use the following procedure to generate an XML report schemafor aPLB or PRT data
file created by Physical Content Manager. This may be useful if you want to your own
label or report format definition in Crystal Reports, especidly if you want to include
custom PCM metadata field for physical content.
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To generate areport schema, complete the following steps:
1. Select Options—Gener ate Schema.
A file selection dialog is displayed.

2. Navigate to the data file (with file extension PLB or PRT) for which you want to
generate an XML report schemafile, select it, and close the file selection dial og.

The XML report schemafile (with file extension .XSD) is generated for the selected
PLB or PRT file. Thefileis stored in the following location:

[Print_Report_Utility_Install_Dir]\bin\[ File_Name] .xsd

where the file name is the name of the result set as specified in the PLB or PRT file,
for example dsSTORAGE_INFO.xsd.

You can use the generated .X SD file and attach it to areport in Crystal Reports.

Generating Function Labels

Use this procedure to print function labels that can be read by the barcode scanner and
used to track the location of physical items. The function label file contains transfer
barcodes for each of the barcode actions (see page 8-3):

% Check-out

% Check-in

% Set Home/Actual Locations

To generate the function labels, compl ete the following steps:

1. Click onthe Print Labels button (or the image next to it) on the main Print Report
Utility screen (see page A-5).

The Print Labels Screen (page A-14) is displayed.
2. Click on the Print Function L abels button.
Note: You do not need to select alabel code before clicking the Print Function Labels
button.
The Report Preview Screen (page A-21) is displayed, showing transfer barcodes for
each of the available barcode actions.

3. Useany of the controls on the Report Preview Screen (page A-21) to further process
thefile.
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OVERVIEW

This section covers the following topics:
« About the Barcode Utility (page B-2)
« Installing and Starting the Barcode Utility (page B-2)
% Barcode Utility Interface (page B-3)
» Main Barcode Utility Screen (page B-3)
» Barcode Upload Screen (page B-5)
e Configure Host List Screen (page B-6)
» Barcode Upload Results Screen (page B-7)
* Program Videx Barcode Wand Screen (page B-8)
«» Working With the Barcode Utility (page B-9)
e Uploading Barcode Data Directly to PCM (page B-9)
» Saving Barcode Datato a File (page B-10)
* Uploading Previously Saved Barcode Datato PCM (page B-11)
*  Programming the Barcode Scanner (page B-12)
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ABOUT THE BARCODE UTILITY

The Barcode Utility software is a Windows application that provides an interface with the
Videx LaserLite barcode scanner used with Physical Content Manager. This enables you
to read the information in the barcode scanner and upload it into the Physical Content
Manager application (see page B-9). You can a so read the barcode information and write
it to afile for manual processing at alater time (see page 8-4). In addition, the Barcode
Utility enables you to reprogram the barcode scanner, should that be necessary (see page
B-12).

INSTALLING AND STARTING THE BARCODE UTILITY

B-2

The Barcode Utility software is provided with Physical Content Manager, but is not
automatically installed with the Physical Content Manager software. You will need to
install it manually after installing the PCM software.

Theinstaller for the Barcode Utility isincluded on the Physical Content Manager software
distribution media, and, after installation of the PCM software, is also located on the
computer running PCM in the [CS Instance Dir]\custom\Physical ContentManager\
Client\ directory.

Important: You need the Microsoft .NET Framework Version 1.1 Redistributable
Package to run the Barcode Utility. If you do not already have this on your compulter,
you can download it from the Microsoft website (www.microsoft.com).

You can install the Barcode Utility on any computer as long as that computer can connect
to the barcode scanner. You do not need to install this utility on the same computer as
Physical Content Manager if you plan to store the uploaded datain afile for use later with
PCM.

Important: If you upgrade the Barcode Utility from an earlier version, you must uninstall
the existing instance before installing the new release. If you do not, an error message is
reported during the installation and you will not be able to proceed.
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Installing the Software
To install the Barcode Utility, complete the following steps:

1. Locate the executable installer file, named BarcodeUtility.exe, which is stored in
[CS Instance_Dir]\custom\Physical ContentManager\Client\ or on the Physical
Content Manager distribution media.

2. Double-click the executable file to start the installer.

3. Follow theinstructions on screen to install the software. By default, the software
isinstalled in C:\Program Files\Oracle\Barcode Utility\, but you can select a
different directory for installation.

Starting the Software

After installing the Barcode Utility software, you can start it by clicking Start—
Programs—Or acle—Bar code Utility—Bar code Utility. You can also double-click the
utility icon on the Windows desktop.

BARCODE UTILITY INTERFACE

The Barcode Utility has the following user interface screens:
% Main Barcode Utility Screen (page B-3)

+«» Barcode Upload Screen (page B-5)

+ Configure Host List Screen (page B-6)

++ Barcode Upload Results Screen (page B-7)

+ Program Videx Barcode Wand Screen (page B-8)

Main Barcode Utility Screen

The main Barcode Utility screen is used to upload information to the Physical Content
Manager software or write it to afile. Access this screen by starting the Barcode Utility
application.
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FigureB-1 Main Barcode Utility screen
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The table below describes the various features of the main Barcode Utility screen.

Feature Description

Options menu This menu has one option called “ Program Videx
Wand.” If you choose this option, the Program Videx
Barcode Wand Screen (page B-8) is displayed.

Scanner Type Select the barcode scanner type. There is currently only
one supported scanner type.

Scanner Port Select the communication port that the barcode scanner
or its base station is connected to. Normally thisis
COM1, which isacommonly used serial port.

Download to File Only Select this check box if you want the barcode scanner
datato be written to afile for later processing (see page
B-11).

Allow File Selection Select this check box to select a previoudly stored file

for processing.

Process button Click thisbutton to start the upload process. The barcode
scanner datawill either be directly uploaded to the
Physical Content Manager application, or, if you
selected the Allow File Selection check box, afile
selection dialog is displayed, where you can select the
file to be uploaded.

Done button Click this button to close the Barcode Utility application.

B-4 Physical Content Manager Administration Guide



Using the Barcode Utility

Barcode Upload Screen

The Barcode Upload screen is used to specify the content server instance that datawill be
uploaded to. You specify the host name, aswell as the user name and password that should
be used to connect to the host name.

To access this screen, complete the following steps:

1. Onthe main Barcode Utility screen (see page B-3), select the Allow File Selection

check box.

2. Click the Process button

A file selection dialog is displayed.

3. Navigateto the file to be processed, select it, and close the file selection dial og.

FigureB-2 Barcode Upload screen
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The table below describes the various features of the Barcode Upload screen.

Feature

Description

Host

Enter of select the name of the content server instance
that the barcode information should be uploaded to.
(This instance should be running the Physical Content
Manager software.)

You specify the available hostsin the dropdown list in
the Configure Host List Screen (page B-6).

User

Enter the login name of the user who will connect to the
content server instance to upload the barcode data.

Password

Enter the login password of the user who will connect to
the content server instance to upload the barcode data.
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Feature Description

Advanced button Click this button to display the Configure Host List
Screen (page B-6), where you can specify all content
server instances that barcode data can be uploaded to.

Submit button Click thisbutton to start uploading the selected file to the
specified content server instance.

Done button Click this button to exit this screen and return to the
main Barcode Utility screen (see page B-3).

Configure Host List Screen

The Configure Host List screen is used to specify the content server instances that barcode
data can be uploaded to. The defined hosts are included in the Host dropdown list on the
Barcode Upload Screen (page B-5).

To access this screen, click the Advanced button in the Barcode Upload Screen
(page B-5).

Figure B-3 Configure Host List screen
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The table below describes the various features of the Configure Host List screen.

Feature Description

Host Name Enter the name of a content server instance that barcode
information can be uploaded to. (Thisinstance should be
running the Physical Content Manager software.)

CGIl URL Enter the URL of the *idcplg’ directory of the content
server instance. Thisinformation is required to establish
a connection to the content server.

Update button Click this button to save the current host list.

Done button Click the button to close this screen and return to the
Barcode Upload Screen (page B-5).

Barcode Upload Results Screen

The Barcode Upload Results screen is displayed after uploading a stored barcode file.
It provides information on what was processed, and also shows the upload results of each
item that was processed (including any error messages).

FigureB-4 Barcode Upload Results screen
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The table below describes the various features of the Barcode Upload Results screen.
Feature Description
Error This check box indicatesif an error occurred during
processing of an item. The error messageis displayed in
the Message column.
Date Thisisthe date and time that the information for theitem
was scanned by the barcode scanner.
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Feature Description

Type Thisisthe type of action that was performed for the
item. Three action are possible: Check In, Check Out,
and Set Home & Actual. For further details, refer to
Barcode File Actions (page 8-3).

Object Type Thisisthe abject type of the dataitem (for example,
“Box” or “Folder”).

Barcode ID Thisisthe barcode value of the item as read by the
barcode scanner. For storage items, thisistheitem’s
name (as specified when it was created in Physical
Content Manage).

Location Type Thisisthe location type of the item (for example,
“Box” for itemsin abox, or “User” for checked-in or
checked-out items).

Location Thisisthe barcode of the location that theitem is
assigned to (i.e., stored in).

Message This shows amessage if an error occurred during the
transfer.

Program Videx Barcode Wand Screen

The Program Videx Wand screen is used to program the barcode scanner for use with
Physical Content Manager. To access this screen, select Options—Program Videx
Wand from the main Barcode Utility screen (see page B-3).

FigureB-5 Program Videx Barcode Wand screen
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The table below describes the various features of the Program Videx Barcode screen.

Feature Description

Communication Device Select the device that is used to connect the barcode
scanner to your computer. There are two options:

Jet Eye—Thisisaninfrared receiver devicethat is
connected to a COM port on the computer. You point the
barcode scanner to the receiver to communicate with the
computer.

Base Sation—Thisis a holder for the barcode scanner
that islinked directly to the computer using a cable.

Scanner Port Select the communication port that the barcode scanner
or its base station is connected to. Normally thisis
COM1, which isacommonly used serial port.

Program button Click this button to start the programming cycle of the
barcode scanner.
Done button Click this button to close the screen and return to the

main Barcode Utility screen (see page B-3).

WORKING WITH THE BARCODE UTILITY

This section covers the following topics:

++ Uploading Barcode Data Directly to PCM (page B-9)

+ Saving Barcode Datato a File (page B-10)

+« Uploading Previously Saved Barcode Datato PCM (page B-11)
¢ Programming the Barcode Scanner (page B-12)

Uploading Barcode Data Directly to PCM

After you finish gathering data with the scanner, the data can be directly uploaded to the
server running the Physical Content Manager software. You can also save the datato a
file, and upload it | ater.
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@

To upload the scanned barcode data directly to Physical Content Manager, complete the
following steps:

1. Connect the scanner to the computer where the Barcode Utility isinstalled, either by
placing the scanner in its base station or by using the connection cable.

2. Start the Barcode Utility application (see page B-2).
The main Barcode Utility screen (see page B-3) is displayed.
3. Select the scanner type.

4. Select the communication port where the barcode scanner isinstalled. Normally thisis
COM1, which isacommonly used serial port.

5. Make surethat the Download To File Only and Allow File Selection check boxes are
both cleared.

6. Click the Process button.
You are prompted to begin the upload process.
7. Select Yesto continue.

The datais now transferred from the scanner to the PCM system. After all data has
been transferred, a message is displayed, indicating that the operation is complete.

Important: If you select No when asked to confirm the upload, the datais erased from
the barcode scanner and nothing is uploaded. The datais still availablein afile called
DATA.TXT (located in the installation directory of the Barcode Utility), but thisfile will
be overwritten the next time data is uploaded or saved to afile.

Saving Barcode Data to a File

After you finish gathering data with the scanner, the data can be saved to afile for later
processing. You can also directly upload it to the server running the Physical Content
Manager software.

To save the scanned barcode data to a file, complete the following steps.

1. Connect the scanner to the computer where the Barcode Utility isinstalled, either by
placing the scanner in its base station or by using the connection cable.

2. Start the Barcode Utility application (see page B-2).
The main Barcode Utility screen (see page B-3) is displayed.
3. Select the scanner type.
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4. Select the communication port where the barcode scanner isinstalled. Normally thisis
COM1, acommonly used serial port.

5. Make sure that the Download To File Only check box is selected.
6. Click the Process button.

The datais stored in afile called DATA.TXT, which islocated in the installation
directory of the Barcode Utility (C:\Program Files\Oracle\Barcode Utility\ by
default). See Uploading Previously Saved Barcode Datato PCM (page B-11) for
details about uploading this datafile at alater time.

Caution: Datais dways stored in afile named DATA.TXT. If you do not rename thefile,
it is overwritten the next time datais downloaded and stored as afile.

Uploading Previously Saved Barcode Data to
PCM

If you saved barcode datato afile for later processing (see page B-10), you can use the
Barcode Utility application to move the data to the PCM software for use.

Note: You can also upload barcode data files from within the Physical Content Manager
application. For details, refer to Processing Barcode Files Manualy (page 8-4).

To upload apreviously saved barcode datafile to Physical Content Manager, complete the
following steps:
1. Start the Barcode Utility application (see page B-2).

The main Barcode Utility screen (see page B-3) is displayed.

2. Make sure the Allow File Selection check box is selected, and click the Process
button.

A file selection dialog is displayed, showing the contents of the Barcode Utility
installation directory (which isthe default location of saved barcode datafiles).

3. Select thefileto be uploaded, or navigate to the directory where you stored the data
filesand select afile from that location. Click Open.

The Barcode Upload Screen (page B-5) is displayed.

4. Select the host name of the content server instance that you want to upload the data
file. (The Physical Content Manager software needs to be installed on this computer.)

If you need to configure the list of available hosts, complete the following steps:
a. Click the Advanced button.
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5.

8.

The Configure Host List Screen (page B-6) is displayed.

b. Enter the name of the instance where your content server is stored and the CGI
URL for the instance.

c. Click Updateto add multiple names.

d. Click Donewhen you are done.

Enter the user name and password for a person who is allowed to upload data. In order
to upload data, you must have the predefined ‘ pcmadmin’ role.

Click Submit.

The barcode datafile is processed and uploaded to the selected content server
instance.

After the file upload has completed, a message is displayed. Click OK.

The Barcode Upload Results Screen (page B-7) is displayed, where you can review
the results of the upload.

Click Done when you are done.

Programming the Barcode Scanner

Usethefollowing procedure to program the barcode scanner for use with Physical Content
Manager:

1

Start the Barcode Utility application (see page B-2).

The main Barcode Utility screen (see page B-3) is displayed.
Select Options—Program Videx Wand.

The Program Videx Barcode Wand Screen (page B-8) is displayed.

Choose the type of scanner to be programmed from the Communication Device
dropdown list.

Choose the communication port that the device is connected to.
Click Program when you have made your selections.

A message appears, indicating that the application is communicating with the scanner.
The dialog closes when the programming finishes.

Click Done on the Main Barcode Utility Screen (page B-3).

Push the Scan button on the scanner.
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THIRD PARTY LICENSES

OVERVIEW

This appendix includes a description of the Third Party Licenses for al the third party
products included with this product.

+» Apache Software License (page C-1)

+ W3C® Software Notice and License (page C-2)
«» Zlib License (page C-3)

++ General BSD License (page C-4)

+» Genera MIT License (page C-5)

% Unicode License (page C-5)

+» Miscellaneous Attributions (page C-6)

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 compliance with the License.
* You may obtain a copy of the License at

* http://ww.apache.org/licenses/LICENSE-2.0
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*

*

Unless required by applicable law or agreed to in writing, software
distributed under the License is distributed on an "AS IS" BASIS,
* WITHOUT WARRANTIES OR CONDITIONS OF ANY KIND, either express or implied.
* See the License for the specific language governing permissions and

* limitations under the License.

W3C® SOFTWARE NOTICE AND LICENSE

C-2

*

*

*

*

*

*

*

Copyright © 1994-2000 World Wide Web Consortium,
(Massachusetts Institute of Technology, Institut National de
Recherche en Informatique et en Automatique, Keio University).

All Rights Reserved. http://www.w3.org/Consortium/Legal/

This W3C work (including software, documents, or other related items) is
being provided by the copyright holders under the following license. By
obtaining, using and/or copying this work, you (the licensee) agree that
you have read, understood, and will comply with the following terms and

conditions:

Permission to use, copy, modify, and distribute this software and its
documentation, with or without modification, for any purpose and without
fee or royalty is hereby granted, provided that you include the following
on ALL copies of the software and documentation or portions thereof,

including modifications, 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 disclaimers, notices, or terms
and conditions. If none exist, a short notice of the following form
(hypertext is preferred, text is permitted) should be used within the
body of any redistributed or derivative code: "Copyright ©

[$date-of-software] World Wide Web Consortium, (Massachusetts
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* Institute of Technology, Institut National de Recherche en
* Informatique et en Automatique, Keio University). All Rights
* Reserved. http://ww.w3.org/Consortium/Legal/"

* 3. Notice of any changes or modifications to the W3C files, including the
* date changes were made. (We recommend you provide URIs to the location

* from which the code is derived.)

* THIS SOFTWARE AND DOCUMENTATION IS PROVIDED "AS 1S," AND COPYRIGHT HOLDERS
* MAKE NO REPRESENTATIONS OR WARRANTIES, EXPRESS OR IMPLIED, INCLUDING BUT

* NOT LIMITED TO, WARRANTIES OF MERCHANTABILITY OR FITNESS FOR ANY PARTICULAR
* PURPOSE OR THAT THE USE OF THE SOFTWARE OR DOCUMENTATION WILL NOT INFRINGE
* ANY THIRD PARTY PATENTS, COPYRIGHTS, TRADEMARKS OR OTHER RIGHTS.

* COPYRIGHT HOLDERS WILL NOT BE LIABLE FOR ANY DIRECT, INDIRECT, SPECIAL OR
* CONSEQUENTIAL DAMAGES ARISING OUT OF ANY USE OF THE SOFTWARE OR
* DOCUMENTATION.

* The name and trademarks of copyright holders may NOT be used in advertising
* or publicity pertaining to the software without specific, written prior
* permission. Title to copyright in this software and any associated

* documentation will at all times remain with copyright holders.

*

ZLIB 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

arising from the use of this software.

Physical Content Manager Administration Guide C-3



Third Party Licenses

Permission is granted to anyone to use this software for any purpose,
including commercial applications, and to alter it and redistribute it

freely, subject to the following restrictions:

1. The origin 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 altered from any source distribution.

Jean-loup Gailly jloup@gzip.org

Mark Adler madler@alumni.caltech.edu

GENERAL BSD LICENSE

c4

Copyright (c) 1998, Regents of the University of California
All rights reserved.

Redistribution and use in source and binary forms, with or without modification,
are permitted provided that the following conditions are met:

"Redistributions of source code must retain the above copyright notice, this
list of conditions and the following disclaimer.

"Redistributions in binary form must reproduce the above copyright notice, this
list of conditions and the following disclaimer in the documentation and/or other
materials provided with the distribution.

"Neither the name of the <ORGANIZATION> nor the names of its contributors may be
used to endorse or promote products derived from this software without specific
prior written permission.

THIS SOFTWARE IS PROVIDED BY THE COPYRIGHT HOLDERS AND CONTRIBUTORS "AS IS AND ANY
EXPRESS OR IMPLIED WARRANTIES, INCLUDING, BUT NOT LIMITED TO, THE IMPLIED
WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE ARE DISCLAIMED.
IN NO EVENT SHALL THE COPYRIGHT OWNER OR CONTRIBUTORS BE LIABLE FOR ANY DIRECT,
INDIRECT, INCIDENTAL, SPECIAL, EXEMPLARY, OR CONSEQUENTIAL DAMAGES (INCLUDING, BUT
NOT LIMITED TO, PROCUREMENT OF SUBSTITUTE GOODS OR SERVICES; LOSS OF USE, DATA, OR
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PROFITS; OR BUSINESS INTERRUPTION) HOWEVER CAUSED AND ON ANY THEORY OF LIABILITY,
WHETHER IN CONTRACT, STRICT LIABILITY, OR TORT (INCLUDING NEGLIGENCE OR OTHERWISE)
ARISING IN ANY WAY OUT OF THE USE OF THIS SOFTWARE, EVEN IF ADVISED OF THE
POSSIBILITY OF SUCH DAMAGE.

GENERAL MIT LICENSE

Copyright (c) 1998, Regents of the Massachusetts Institute of Technology

Permission is hereby granted, free of charge, to any person obtaining a copy of this
software and associated documentation files (the "Software™), to deal in the
Software without restriction, including without limitation the rights to use, copy,
modify, merge, publish, distribute, sublicense, and/or sell copies of the Software,
and to permit persons to whom the Software is furnished to do so, subject to the
following 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, WITHOUT WARRANTY OF ANY KIND, EXPRESS OR IMPLIED,
INCLUDING BUT NOT LIMITED TO THE WARRANTIES OF MERCHANTABILITY, FITNESS FOR A
PARTICULAR PURPOSE AND NONINFRINGEMENT. IN NO EVENT SHALL THE AUTHORS OR COPYRIGHT
HOLDERS BE LIABLE FOR ANY CLAIM, DAMAGES OR OTHER LIABILITY, WHETHER IN AN ACTION OF
CONTRACT, TORT OR OTHERWISE, ARISING FROM, OUT OF OR IN CONNECTION WITH THE SOFTWARE
OR THE USE OR OTHER DEALINGS IN THE SOFTWARE.

UNICODE LICENSE

UNICODE, INC. LICENSE AGREEMENT - DATA FILES AND SOFTWARE

Unicode Data Files include all data files under the directories
http://ww.unicode.org/Public/, http://www.unicode.org/reports/, and
http://www.unicode.org/cldr/data/ . Unicode Software includes any source code
published in the Unicode Standard or under the directories
http://ww.unicode.org/Public/, http://ww.unicode.org/reports/, and
http://ww.unicode.org/cldr/data/.

NOTICE TO USER: Carefully read the following legal agreement. BY DOWNLOADING,
INSTALLING, COPYING OR OTHERWISE USING UNICODE INC.*S DATA FILES (“'DATA FILES™),
AND/OR SOFTWARE (*'SOFTWARE™), YOU UNEQUIVOCALLY ACCEPT, AND AGREE TO BE BOUND BY,
ALL OF THE TERMS AND CONDITIONS OF THIS AGREEMENT. IF YOU DO NOT AGREE, DO NOT
DOWNLOAD, INSTALL, COPY, DISTRIBUTE OR USE THE DATA FILES OR SOFTWARE.

COPYRIGHT AND PERMISSION NOTICE
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Copyright © 1991-2006 Unicode, Inc. All rights reserved. Distributed under the
Terms of Use in http://ww.unicode.org/copyright.html.

Permission is hereby granted, free of charge, to any person obtaining a copy of the
Unicode data files and any associated documentation (the "Data Files™) or Unicode
software and any associated documentation (the "Software') to deal in the Data
Files or Software without restriction, including without limitation the rights to
use, copy, modify, merge, publish, distribute, and/or sell copies of the Data Files
or Software, and to permit persons to whom the Data Files or Software are furnished
to do so, provided that (a) the above copyright notice(s) and this permission notice
appear with all copies of the Data Files or Software, (b) both the above copyright
notice(s) and this permission notice appear in associated documentation, and (c)
there is clear notice in each modified 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 modified.

THE DATA FILES AND SOFTWARE ARE PROVIDED "AS 1S"™, WITHOUT WARRANTY OF ANY KIND,
EXPRESS OR IMPLIED, INCLUDING BUT NOT LIMITED TO THE WARRANTIES OF MERCHANTABILITY,
FITNESS FOR A PARTICULAR PURPOSE AND NONINFRINGEMENT OF THIRD PARTY RIGHTS. IN NO
EVENT SHALL THE COPYRIGHT HOLDER OR HOLDERS INCLUDED IN THIS NOTICE BE LIABLE FOR
ANY CLAIM, OR ANY SPECIAL INDIRECT OR CONSEQUENTIAL DAMAGES, OR ANY DAMAGES
WHATSOEVER RESULTING FROM LOSS OF USE, DATA OR PROFITS, WHETHER IN AN ACTION OF
CONTRACT, NEGLIGENCE OR OTHER TORTIOUS ACTION, ARISING OUT OF OR IN CONNECTION WITH
THE USE OR PERFORMANCE OF THE DATA FILES OR SOFTWARE.

Except as contained in this notice, the name of a copyright holder shall not be used
in advertising or otherwise to promote the sale, use or other dealings in these Data
Files or Software without prior written authorization of the copyright holder.

Unicode and the Unicode logo are trademarks
of Unicode, Inc., and may be registered in some jurisdictions. All other trademarks
and registered trademarks mentioned herein are the property of their respective
owners

MISCELLANEOUS ATTRIBUTIONS

C-6

Adobe, Acrobat, and the Acrobat Logo are registered trademarks of Adobe Systems
Incorporated.

FAST Instream is a trademark of Fast Search and Transfer ASA.

HP-UX is a registered trademark of Hewlett-Packard Company.

IBM, Informix, and DB2 are registered trademarks of IBM Corporation.

Jaws PDF Library is a registered trademark of Global Graphics Software Ltd.

Kofax is a registered trademark, and Ascent and Ascent Capture are trademarks of
Kofax Image Products.
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Linux is a registered trademark of Linus Torvalds.
Mac is a registered trademark, and Safari is a trademark of Apple Computer, Inc.

Microsoft, Windows, and Internet Explorer are registered trademarks of Microsoft
Corporation.

MrSID is property of LizardTech, Inc. It is protected by U.S. Patent No. 5,710,835.
Foreign Patents Pending.

Oracle is a registered 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 a registered trademark of Red Hat, Inc.

Sun is a registered trademark, and Sun ONE, Solaris, iPlanet and Java are trademarks
of Sun Microsystems, Inc.

Sybase is a registered trademark of Sybase, Inc.
UNIX is a registered trademark of The Open Group.

Verity is a registered trademark of Autonomy Corporation plc
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# All pending requests option, 5-9
allowing storage of content, 5-48, 6-21

30f9 barcoding, 8-2 AllowMultipleRequests parameter, 10-3, 10-18, 10-33
approving disposition actions, 14-5
archives
A exporting --, 7-5, 7-5

importing --, 7-6, 7-6, 7-7

accented letters and barcodes, 8-2, 9-4 overview, 7-2

Actions dropdown menu ASAP Rush (priority), 10-8
Barcoqle F,'Ie Prc_>ces’,sed page, 8-7 audit logs for processed events, 14-4
Exploring ’[location]’ page, 6-17, 6-23 audit trail, 3-4, 7-6, 7-7, 14-6

Location Type Information page, 5-51 AutoStorageNumberWidth parameter, 6-26, 6-29

Request ltem Information page, 10-29 Available (storage location status), 6-8
Search Results for 'Physical’ page, 13-8, 13-8

Storage Information page, 6-32

actions for request items B
Cancel, 10-10
Check Out, 10-10 barcode actions
Delete, 10-9 Check In, 8-3
Deny, 10-9 Check Out, 8-4
Not Found, 10-9 Set Home & Actual, 8-4
Returned, 10-10 barcode data
Unavailable, 10-10 saving -- to file, B-10
actions icon menu uploading -- to PCM, B-9, B-11
Exploring '[location]’ page, 6-16 Barcode File Processed page, 8-6
Items for Request page, 10-12, 10-28 barcode files, 8-3
Reservation Search Results page, 10-23, 10-24, saving data to --, B-10
10-32 uploading -- to PCM directly, B-9
Search Results for 'Physical’ page, 13-8 uploading -- to PCM manually, 8-4, B-11
actions in barcode files, 8-3 barcode labels
Add All Items to Basket option, 15-11 physical items, 9-11, 12-8
Add Selected Items to Basket option, 15-11 storage locations, 6-22, 9-8
adding items to content basket, 12-28, 15-11 users, 9-3
Admin rights Barcode Processing page, 8-5
LocationTypes, 4-15 barcode scanner, B-2, B-8
Manager, 4-15 programming --, B-12
PrintLabel, 4-15 barcode scanner, programming the --, B-12
All checked-out requests option, 5-9 Barcode Upload Results screen, B-7, B-7
All overdue requests option, 5-9 Barcode Upload screen, B-5, B-5
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Barcode Utility C
Barcode Upload Results screen, B-7, B-7
Barcode Upload screen, B-5, B-5
Configure Host List screen, B-6, B-6

Cancel (request item action), 10-10
Cancel Request option, 6-16

installing --, B-2 Cancelled (request status), 10-7
main screen, B-3, B-3 cancelling request items, 10-39
overview, B-1, B-2 cancelling the reservation of storage locations, 6-40
Program Videx Barcode Wand screen, B-8, B-8 charge actions, 5-13
programming the barcode scanner, B-12, B-12 charge type, 5-12, 11-2
saving barcode to file, B-10 Charge Type Information page, 5-20
saving basecode data to file, B-10 charge types
starting --, B-2 configuration, 5-16
tasks, B-9 creating --, 5-32, 5-33
uploading barcode data to PCM, B-9, B-11 deleting --, 5-34
uploading data to PCM directly, B-9 media types, 5-22
uploading data to PCM manually, B-11 object types, 5-21
user interface, B-3 properties, 5-20
Barcode Utility screen, B-3 viewing --, 5-33
barcode values for users, 5-10, 5-88 Chargeback
Barcode.Process right, 4-14 configuring, 11-4
barcodes, 8-1 process of, 11-3
accented letters, 8-2, 9-4 chargebacks
actions, 8-3 overview, 5-12
Barcode Utility, B-1 predefined charge types, 5-13
Code 3 of 9, 8-2 predefined payment types, 5-14
double-byte characters, 8-2 ChargeBacks rights
lower-case letters, 8-2 Adjust, 4-12
PCM Barcode Utility, 8-4 Admin, 4-12
physical items, 9-11 Create, 4-11
processing barcode files, 8-4, 8-8 Delete, 4-11
saving barcode data to file, B-10 Edit, 4-11
standard used by PCM, 8-2 MarkPaid, 4-12
storage locations, 9-8 Printinvoices, 4-11
uploading data to PCM, B-9, B-11 Read, 4-11
users, 9-3 Check In (barcode action), 8-3

Basket option, 15-9

batch services, 5-7

Batch Storage Creation option, 5-8
batch storage definition, 6-24

Bay, 5-41, 6-2 checked-out items, location of --, 10-7, 10-10, 10-17
Biller, 5-13, 11-3 checking in internal content item, 5-6

Biller Information page, 5-31 checkout period, 5-5

billers Code 3 of 9 barcoding, 8-2

configuration, 5-27
creating --, 5-37

Check In as PDF File option, 15-10
Check Out (barcode action), 8-4
Check Out (request item action), 10-10
Checked Out (request status), 10-7

ColorBar labels, A-2

completed reservation requests, 5-5, 10-8

deleting --, 5-39 completing disposition actions, 14-6
editing --, 5-38 configuration

properties, 5-31 barcode values for users, 5-10, 5-88
viewing --, 5-39 custom metadata fields, 5-79

blocking storage locations, 6-10, 6-38
Boolean search operators, 13-6
Browse Storage tree, 6-10

browsing the storage space, 6-10
browsing to physical items, 13-11

default metadata values, 5-76
exporting -- settings and data, 7-5

importing -- settings and data, 7-6, 7-7

location types, 5-40
media types, 5-66
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modifying reservations, 5-7
object types, 5-56
retention schedules, 5-88
configuration settings, 5-2
batch services, 5-7
default checkout period, 5-5
default request priority, 5-5
default transfer method, 5-4
delete completed requests, 5-5
deleting reservations, 5-7
internal content item for reservation workflow, 5-6
report label format, 5-3
request history period, 5-6
updating request waiting list, 5-7
configuration variables
AllowMultipleRequests, 10-3, 10-18, 10-33
NumberOfStorageTypeRootsToShow, 6-6, 6-9
Configure Billers page, 5-27
Configure Charge Type page, 5-16
Configure Chargebacks page, 5-14
Configure Host List screen, B-6, B-6
Configure Location Types option, 5-8
Configure Location Types page, 5-43
Configure Media Type page, 5-68
Configure Payment Type page, 5-23
Configure PCM Components option, 5-8, 5-8
Configure Physical Content Manager page
object types section, 5-57
consecutive sort order in content basket, 15-7
Container Details link, 12-13
content
adding -- to content basket, 12-28, 15-11
checking in -- in content basket as PDF file, 15-17
downloading -- in content basket, 15-14
e-mail links to -- in content basket, 15-16
making reservations for --, 15-13
removing -- from content basket, 15-11
sorting -- in content basket, 15-13
viewing -- of content basket, 15-10
see also 'physical items’
Content and Records Screening Results page, 13-10
content basket
adding items, 12-28, 15-11
description of items, 15-4
display order of items, 15-6
downloading items in zip file, 15-14
e-mail links, 15-16
information, 15-4
items in --, 15-2
overview, 15-2
PDF file of items, 15-17
removing items, 15-11
renditions of items, 15-5
reservation requests, 15-13
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sorting items, 15-13
thumbnail of items, 15-3
unavailable items, 15-5, 15-12
user interface, 15-8
viewing contents, 15-10
Content Basket option, 13-9
Content Basket page, 15-8
Content Items Allowed option, 5-49
Content Server, 2-3
layouts supported by PCM, 2-3
search templates supported by PCM, 2-3
content-related objects
export, 7-4
Copy (transfer method), 10-8
Create Batch Storage Import File page, 6-24
Create Biller page, 5-28
Create Charge Type page, 5-17
Create Location Type page, 5-45
Create Media Type page, 5-70
Create Metadata Field page, 5-80
Create Object Type page, 5-59
Create Physical Item option, 6-16, 13-3
Create Physical Item page, 12-3, 12-16, 12-18
Create Physical Item Within option, 12-22
Create Request page, 10-13
Create Storage Item option, 6-16
Create Storage option, 6-17
Create Storage page, 6-18
creating
billers, 5-37
charge type, 5-32, 5-33
custom metadata field, 5-85
location type, 5-51
media types, 5-73
object types, 5-63
payment type, 5-35
physical item labels, 9-13, 12-29
physical items, 12-3, 12-15, 12-18
reservation requests, 10-33
storage location labels, 9-10
storage locations (batch), 6-34
storage locations (single), 6-33
user labels, 9-7
creating physical items
as non-records, 12-18
as records, 12-15
using Create Physical Iltem page, 12-16, 12-18
within other items, 12-22
within RM retention schedules, 12-17, 12-21
within storage space hierarchy, 12-19
Crystal Reports, A-2, A-4, A-9
current location, 6-32, 12-7
of checked-out items, 10-7, 10-10, 10-17
custom metadata fields
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creating --, 5-85

deleting --, 5-86

editing --, 5-85

example, 5-87

overview, 5-79
Custom Metadata for Physical option, 5-9
Custom Metadata page, 5-80
customization

labels, 9-2

location type icons, 5-43

D

Default Checkout Period setting, 5-5

Default Metadata for Checked-in Reservation Entries

page, 5-76
default metadata values, 5-76
Default Request Priority setting, 5-5
Default Transfer Method setting, 5-4
defaults
checkout period, 5-5
location types, 5-41
media types, 5-67
metadata for reservations, 5-76, 5-78
object types, 5-57
physical item labels, 9-11
request history period, 5-6
request priority, 5-5
storage location labels, 9-8
transfer method, 5-4
user labels, 9-3
Delete (request item action), 10-9
Delete Completed Reservations option, 5-10
deleting
biller, 5-39
charge type, 5-34
custom metadata field, 5-86
location type, 5-53
media types, 5-75
object types, 5-65
payment type, 5-37
physical items, 12-23
request items, 10-40
reservation requests, 10-35
storage location, 6-37
Deliver To Location field, 10-7, 10-17
Denied (request status), 10-7
Deny (request item action), 10-9
description of items in content basket, 15-4
Design Labels screen, A-7
Design Reports screen, A-11
details of a, 11-15
display order

items in content basket, 15-6
disposition actions, 14-2

approving --, 14-5

completing --, 14-6

log files for processed, 14-4
disposition events for physical items, 14-2
disposition of physical items, 14-1
disposition rules, 5-88

documentation for Physical Content Manager, 1-6

double-byte characters and barcodes, 8-2
Download All Items option, 15-10
Download option, 15-10

Download Selected Items option, 15-10
downloading items in content basket, 15-14

E

E-Mail Links to All Items option, 15-10
e-mail links to items in content basket, 15-16
E-Mail Links to Selected Items option, 15-10
ECM rights, see 'rights’
Edit Biller page, 5-28
Edit Charge Type page, 5-17
Edit ECM Rights dialog, 4-9
Edit Location Type page, 5-45
Edit Media Type page, 5-70
Edit Object Type page, 5-59
Edit Object Type Relationships page, 5-62
Edit Physical Item page, 12-4
Edit Request Item page, 10-30
Edit Request page, 10-14
Edit Storage page, 6-19
editing

biller, 5-38

custom metadata field, 5-85

location type, 5-53

media types, 5-74

object types, 5-64

payment type, 5-35

physical items, 12-23

request items, 10-39

reservation requests, 10-34

storage locations, 6-35
Email (transfer method), 10-8
event processing, audit logging of --, 14-4
Exploring ’[location]’ pages, 6-12
exporting archives, 7-5

content-related objects, 7-4

retention schedule objects, 7-4
exporting PCM settings and data, 7-2, 7-5
extemlab.mdb (ColorBar), A-3
External Content tray, 3-3
external items, see 'physical items’
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Fax (transfer method), 10-8
features of Physical Content Manager, 2-1
file extensions
PDF, 9-2,9-4
PLB, 9-2, 9-4, A-2
RPT, A-4, A-9
format
physical item labels, 9-12
storage location labels, 9-9
user labels, 9-4
format files, A-4
format files for labels, A-9
format files for labels and reports, A-4
format of labels, 5-3, 9-2
Freeze Details page, 12-14
freeze errors, 3-2
Freeze Search Results option, 13-8
freezing physical items, 12-25
function labels, A-26

G

generating function labels, A-26
generating report schema, A-25

H

hierarchy of storage space, 6-2
history of reservations, 10-6
hosts, configuring -- in Barcode Utility, B-6

icons
customization, 5-43
items in content basket, 15-3
location types, 5-41, 5-42
Idoc Script and PCM labels, 9-2
image of location type, 5-49
Import/Export Content and Record Archive page, 7-2
importing archives, 7-6
importing PCM settings and data, 7-2, 7-6, 7-7
In Process (request status), 10-7
Include Child Storage Items option, 6-32
information
items in content basket, 15-4
items in storage locations, 6-40
storage locations, 6-36
installation
Barcode Utility, B-2
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Print Report Utility, A-3

interface, see 'user interface’
Invoce

creating an, 11-20

Invoice, 11-5, 11-10

adjusting an, 11-22
creation, 11-10

deleting an, 11-22
details of an, 11-17
editing an, 11-22, 11-22
marking as paid, 11-26
paid, 11-26

printing an, 11-24, 11-25
printing data of an, 11-25
scheduling, 11-14
scheduling an, 11-21

Items for Request page, 10-26
items in content basket, 15-2

adding --, 12-28, 15-11
checking in as PDF, 15-17
description, 15-4

display order, 15-6
downloading -- in zip file, 15-14
e-mail links to --, 15-16
information, 15-4

removing --, 15-11
renditions, 15-5

reserving --, 15-13

sorting --, 15-13
thumbnails, 15-3
unavailable --s, 15-5, 15-12
viewing --, 15-10

L

label format files, A-9

modifying --, A-24

labels

creating physical item labels, 9-13, 12-29
creating storage location labels, 9-10
creating user labels, 9-7

format, 5-3, 9-2

format files (RPT), A-4

functional labels, A-26

Idoc Script, 9-2

modifying label formats, A-24
modifying reports formats, A-25
overview, 9-1

PDF format, 9-2

physical items, 9-11

PLB files, A-2

PLB format, 9-2, A-2

Print Report Utility, 5-3, A-1, A-2
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printing PLB labels, A-23, A-24

report schema, A-25

storage locations, 6-41, 9-8

templates, 9-2

users, 9-3

see also 'physical item labels’

see also 'storage location labels’

see also 'user labels’
LaserLite barcode scanner, B-2, B-8, B-12
layouts supported by PCM, 2-3
life cycle of physical items, 14-1
links to items in content basket, 15-16
List Physical Items that are actually in..., 6-32
List Physical Items that belong in..., 6-32
location

current, 12-7

permanent, 12-8

see also 'storage locations’
Location Comment field, 10-17
location of checked-out items, 10-7, 10-7, 10-10, 10-17
Location Type Information page, 5-50
location types, 6-4

allowing storage of content, 5-48

configuration, 5-40

creating --, 5-45, 5-51

customization of icons, 5-43

deleting --, 5-53

editing --, 5-45, 5-53

example, 5-55

icons, 5-41, 5-42

image, 5-49

overview, 5-41

predefined --, 5-41

properties, 5-50

reordering --, 5-54

viewing information about --, 5-52
log files for processed disposition events, 14-4
lower-case letters and barcodes, 8-2

M

Mail (transfer method), 10-8
Make Sort Order Consecutive option, 15-9
Mark Paid (invoice), 11-26
Mark Reviewed option, 12-30
marking disposition actions as completed, 14-6
marking physical items as reviewed, 12-30
Maximum Items Allows option, 6-22
media types, 5-68, 6-7, 12-6

charge types, 5-22

configuration, 5-66

creating --, 5-73

deleting --, 5-75

editing --, 5-74

overview, 5-67

predefined --, 5-67

properties, 5-72

viewing information about --, 5-74
MediaType Information page, 5-72
menu bar

Content Basket page, 15-9

Search Physical Items page, 13-3
menu bars, 3-3
menu options

Add All Items to Basket, 15-11

Add Selected Items to Basket, 15-11

All checked-out requests, 5-9

All overdue requests, 5-9

All pending requests, 5-9

Basket, 15-9

Batch Storage Creation, 5-8

Cancel Request, 6-16

Check In as PDF File, 15-10

Configure Location Types, 5-8

Configure PCM Components, 5-8, 5-8

Content Basket, 13-9

Create Physical Item, 6-16, 13-3

Create Storage ltem, 6-16

Custom Metadata for Physical, 5-9

Delete Completed Reservations, 5-10

Download, 15-10

Download All ltems, 15-10

Download Selected Items, 15-10

E-Mail Links to All Items, 15-10

E-Mail Links to Selected Items, 15-10

External Content, 3-3

Freeze Search Results, 13-8

Make Sort Order Consecutive, 15-9

Mark Reviewed, 12-30

My Content Basket, 3-2

My Content Server, 3-1

My Reservations, 3-1

My Retention Assignments, 3-2

Print All Users, 9-7

Print Label, 9-10

Print Label Including Children, 9-10

Print Label(s), 9-7

Print Labels for Children, 9-10

Print User Labels, 5-9, 9-7

Process Barcode File, 5-9

Process Overdue Request, 5-10

Process Storage Space Counts, 5-9

Recent Reviews, 12-31

Remove All Items, 15-9

Remove All Unavailable Items, 15-10

Remove Selected Items, 15-9

Request, 15-10, 15-10
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Request All Items, 15-10
Request Reports, 5-9
Request Selected Items, 15-10
Reservation Metadata, 5-9
Screen for Content and Records, 13-9, 13-12
Search Physical ltems, 13-3
Search Reservations, 13-3
Sort Basket, 15-9
Storage, 5-8
Update Users with no Barcodes, 5-10, 5-89
metadata
default values for --, 5-76
metadata fields, see 'custom metadata fields’
metadata for reservations, 5-76, 5-78
modifying label formats, A-24
modifying report formats, A-25
moving physical items, 12-24
My Approval List, 3-2, 14-3
My Content Basket, 3-2
My Content Server, 3-1
My Reservations, 3-1, 10-38
My Retention Assignments, 3-2, 14-3

N

names of batch-created --, 6-29

names of batch-created storage locations, 6-29

No Priority (priority), 10-8

non-records, creating physical items as --, 12-18

Not Found (request item action), 10-9

Not Found (request status), 10-7

NumberOfStorageTypeRootsToShow parameter, 6-6,
6-9

O

Object Type Information page, 5-61
object types, 6-6, 6-22, 12-6

charge types, 5-21

configuration, 5-56

creating --, 5-63

deleting --, 5-65

editing --, 5-64

editing relationships between --, 5-62, 5-65

icons for --, 15-3

overview, 5-56

predefined --, 5-57

properties, 5-61

viewing information about --, 5-64
occupancy percentage, 6-11
Occupied (storage location status), 6-9
order
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location types, 5-54
order priority in content basket, 15-6
'Other’ storage location, 6-9, 6-12
Overdue (request status), 10-7

P

pages, see 'user interface’

payment type, 5-13, 11-3

payment types, 5-14
configuration, 5-23
creating --, 5-35

deleting --, 5-37
editing --, 5-35
viewing --, 5-36

PCM Barcode Utility, 8-4
PCM report format, 9-2
PCM Reports format, 5-3
PCM rights, see 'rights’
PCM, see also 'Physical Content Manager’
‘pcmadmin’ role, 4-2
default rights, 4-3, 4-11, 4-12
‘pcmrequestor’ role, 4-2
default rights, 4-3, 4-11, 4-12
PDF files, 9-2, 9-4
checking in items in content basket as --, 15-17
physical item labels, 9-12
storage location labels, 9-9
user labels, 9-4
PDF labels, 9-2
percentage of occupied space, 6-11
permanent location, 6-32, 12-8
permissions, see ’rights’
Physical Content Manager
barcode values for users, 5-10, 5-88
configuration, 5-2
and Content Server, 2-3
documentation, 1-6
exporting settings and data, 7-5
External Content, 3-3
features, 2-1
importing settings and data, 7-6, 7-7
My Approval List, 3-2
My Content Server, 3-1
overview, 2-1
retention schedules, 5-88
rights for predefined roles, 4-3, 4-11, 4-12
roles, 4-2
security, 4-1
and Universal Records Manager, 2-2
uploading barcode data to --, B-9, B-11
user interface, 3-1
Physical Content node, 3-3
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Physical Item Information page, 12-11
physical item labels, 9-11
content, 9-11
creating --, 9-13, 12-29
format, 9-12
PDF files, 9-12
PLB files, 9-12
physical items
adding -- to content basket, 12-28
approving disposition actions for --, 14-5
barcode label, 12-8
browsing to --, 13-11
completing disposition actions for --, 14-6
creating --, 12-3, 12-15, 12-18
creating -- as non-records, 12-18
creating -- as records, 12-15
creating -- using Create Physical Item page, 12-16,
12-18
creating -- within other items, 12-22
creating -- within RM retention schedules, 12-17,
12-21
creating -- within storage space hierarchy, 12-19
current location, 12-7
deleting --, 12-23
disposition, 14-1
disposition actions, 14-2
disposition events, 14-2
editing --, 12-23
freezing --, 12-25
in storage locations, 6-40
labels for --, 9-11
life cycle, 14-1
marking -- as reviewed, 12-30
media type, 12-6
moving --, 12-24
object type, 12-6
overview, 12-2
permanent location, 12-8
printing labels for --, 12-29
retention assignments, 14-3
retention schedules, 14-1
reviewing --, 14-5
screening for --, 13-12
searching for --, 13-2, 13-11, 13-11
unfreezing --, 12-27
viewing reservations for --, 10-38, 12-30
Physical Items pages, 6-32
Physical rights
Create, 4-12
Delete, 4-13
Edit, 4-13
Move, 4-13
Read, 4-12
Pickup (transfer method), 10-8

PLB files, 5-3, 9-2, A-2
physical item labels, 9-12
storage location labels, 9-9
user labels, 9-4
Position, 5-41, 6-2
predefined charge actions, 5-13
predefined payment types, 5-14
Print All Users option, 9-7
Print Label Including Children option, 6-17, 6-24, 9-10
Print Label option, 6-17, 9-10
Print Label(s) option, 9-7
Print Labels for Children option, 6-17, 6-23, 9-10
Print Labels screen, A-14
Print Options screen, A-18
Print Report screen, A-16
Print Report Utility, 5-3
Design Labels screen, A-7
format files, A-4
function labels, A-26
installing --, A-3
label format files, A-9
main screen, A-5
modifying label formats, A-24
modifying report formats, A-25
overview, A-1, A-2
Print Labels screen, A-14
Print Options screen, A-18
Print Report screen, A-16
printing labels, A-23, A-24
Report Design screen, A-11
Report Preview Screen screen, A-21
report schema, A-25
starting --, A-3
tasks, A-23
user interface, A-5
View Label Codes screen, A-20
View Reports screen, A-20
Print User Labels option, 5-9, 9-7
Print User Labels page, 9-5
printing labels
physical items, 9-11
storage locations, 6-41, 9-8
users, 9-3
printing PLB labels, A-23, A-24
priority, 10-8
ASAP Rush, 10-8
No Priority, 10-8
This Morning, 10-9
This Week, 10-9
Today, 10-9
priority of reservation requests, 5-5
privileges, see 'rights’
Process Barcode File option, 5-9
Process Overdue Requests option, 5-10
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Process Storage Space Counts option, 5-9
processing a reservation request, 10-5

processing barcode files, 8-4, 8-8

Program Videx Barcode Wand screen, B-8, B-8
programming the barcode scanner, B-8, B-12, B-12
properties of storage locations, 6-4

PRT files, A-2

R

Recent Reviews option, 12-31
Records Manager, 2-2
creating physical items in --, 12-17, 12-21
PCM-related items in --, 3-4
records, creating physical items as --, 12-15
relationships between object types, 5-62, 5-65
Remove All Items option, 15-9
Remove All Unavailable Items option, 15-10
Remove Selected Items option, 15-9
removing items from content basket, 15-11
renditions of items in content basket, 15-5
reordering
location types, 5-54
Report Design screen, A-11
report format files
modifying --, A-25
Report Label Format setting, 5-3
Report Preview screen, A-21
report schema, A-25
ReportMaker component, 9-2, 9-2
reports
data files (PRT), A-2
format files (RPT), A-4
Request All Items option, 15-10
Request History Period setting, 5-6
Request Information page, 10-25
request item
cancelling --, 10-39
changing the status of --, 10-41
deleting --, 10-40
editing --, 10-39
request item actions, see 'actions for request items’
Request Item Information page, 10-28
request name, 10-15
Request option, 15-10, 15-10
request priority, 5-5
Request Report pages, 10-32
Request Reports option, 5-9
Request Selected Items option, 15-10
request status, 10-7
Cancelled, 10-7
Checked Out, 10-7
Denied, 10-7
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In Process, 10-7

Not Found, 10-7

Overdue, 10-7

Returned, 10-7

Unavailable, 10-7

Waiting List, 10-7
Reservation Metadata option, 5-9
reservation requests

cancelling a request item, 10-39

changing the status of a request item, 10-41

creating --, 10-33

deleting --, 10-35

deleting a request item, 10-40

editing --, 10-34

editing a request item, 10-39

name, 10-15

properties, 10-6

saving search results, 10-37

searching for --, 10-36

viewing reservations for physical item, 10-38, 12-30

viewing your own --, 10-38
Reservation rights

Create, 4-14

Delete, 4-14

Edit, 4-14

Process, 4-14

Read, 4-14
Reservation Search Results page, 10-21
ReservationProcess workflow, 10-5
reservations, 5-6, 10-1

cancelling a request item, 10-39

changing the status of a request item, 10-41

creating reservation requests, 10-33

default metadata for --, 5-76, 5-78

delete completed requests, 5-5

deleting --, 5-7

deleting a request item, 10-40

deleting reservation requests, 10-35

editing a request item, 10-39

editing reservation requests, 10-34

history, 10-6

items in content basket, 15-13

modifying --, 5-7

overview, 10-2

priority, 10-8

properties, 10-6

request status, 10-7

saving -- search results, 10-37

searching for --, 10-36

storage locations, 6-39

transfer method, 10-8

updating waiting list, 5-7

viewing -- for physical item, 10-38, 12-30

viewing your own --, 10-38
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workflow, 10-5
Reserved (storage location status), 6-8
reserving storage locations, 6-39
retention assignments for physical items, 14-3
retention schedule objects
export, 7-4
retention schedules, 5-88, 12-17, 12-21
retention schedules for physical items, 14-1
Returned (request item action), 10-10
Returned (request status), 10-7
reviewing a reservation request, 10-5, 10-11
reviewing physical items, 12-30, 14-5
rights
Admin.LocationTypes, 4-15
Admin.Manager, 4-15
Admin.PrintLabel, 4-15
assigning -- to user roles, 4-15
Barcode.Process, 4-14
ChargeBacks.Adjust, 4-12
ChargeBacks.Admin, 4-12
ChargeBacks.Create, 4-11
ChargeBacks.Delete, 4-11
ChargeBacks.Edit, 4-11
ChargeBacks.MarkPaid, 4-12
ChargeBacks.PrintInvoices, 4-11
ChargeBacks.Read, 4-11
default -- for predefined PCM roles, 4-3, 4-11, 4-12
Physical.Create, 4-12
Physical.Delete, 4-13
Physical.Edit, 4-13
Physical.Move, 4-13
Physical.Read, 4-12
Reservation.Create, 4-14
Reservation.Delete, 4-14
Reservation.Edit, 4-14
Reservation.Process, 4-14
Reservation.Read, 4-14
Storage.Block, 4-14
Storage.Create, 4-13
Storage.Delete, 4-13
Storage.Edit, 4-13
Storage.Read, 4-13
Storage.Reserve, 4-13
roles, 4-2
assigning rights to --, 4-15
default rights for PCM --, 4-3, 4-11, 4-12
pcmadmin, 4-2
pcmrequestor, 4-2
Room, 5-41, 6-2
Row, 5-41, 6-2
RPT files, A-4, A-9
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S

saving barcode data to a file, B-10, B-10
saving reservation search results, 10-37
Screen for Content and Records option, 13-9, 13-12
Screening for Content and Records page, 13-9
screening for physical items, 13-12
search builder, 13-4
search conjunctions, 13-6
search operators, 13-6
Search Physical Items option, 13-3
Search Physical ltems page
advanced, 13-4
basic, 13-2
Search Reservations option, 13-3
search results
physical items, 13-6
reservations, 10-21
search results page, 13-6
search results page for reservations, 10-21
search templates supported by PCM, 2-3
searching, 13-2
physical items, 13-11, 13-11
reservations, 10-36, 10-37
security, 4-1
see also 'rights’ and 'roles’
Select Media Type page, 5-22
Select Object Type page, 5-21
Select Storage Location dialog, 6-29, 12-10
Set Home & Actual (barcode action), 8-4
setting up Physical Content Manager, 5-1
custom metadata fields, 5-79
default metadata values, 5-76
location types, 5-40
media types, 5-66
object types, 5-56
retention schedules, 5-88
settings, see 'configuration settings’
Shelf, 5-41, 6-2
Sort Basket option, 15-9
sort order of items in content basket, 15-6, 15-13
space management, see 'storage space’
starting
Barcode Utility, B-2
Print Report Utility, A-3
status of request items, 10-7, 10-41
status of storage locations, 6-8
Available, 6-8
Occupied, 6-9
Reserved, 6-8
Storage Information page, 6-30
storage location labels, 6-41, 9-8
contents, 9-8
creating --, 9-10
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format, 9-9
PDF files, 9-9
PLB files, 9-9
storage locations, 6-29
allowing storage in --, 5-48
allowing storage of content, 6-21
barcode label, 6-22
batch creation of --, 6-24, 6-34
blocking --, 6-10, 6-38
cancelling the reservation of --, 6-40
creating -- in batch, 6-24, 6-34
creating single --, 6-33
deleting --, 6-37
editing --, 6-35
labels for --, 6-41, 9-8
location type, 6-4
media type, 6-7
object type, 6-6
properties, 6-4
reserving --, 6-39
storage status, 6-8
type of items in --, 6-22
unblocking, 6-39
viewing information about --, 6-36
viewing physical items, 6-40
storage of content in location types, 5-48
storage of content in storage locations, 6-21
Storage option, 5-8
Storage rights
Block, 4-14
Create, 4-13
Delete, 4-13
Edit, 4-13
Read, 4-13
Reserve, 4-13
storage space
batch creation of --, 6-24, 6-34
Browse Storage tree, 6-10
browsing --, 6-10
considerations, 6-9
hierarchy, 6-2
'Other’ location, 6-12
overview, 6-2
tracking, 6-4
storage space hierarchy, 12-19
Storagelmport.hda, 6-24, 6-44

T

templates for PDF labels, 9-2

This Morning (priority), 10-9

This Week (priority), 10-9

thumbnails for items in content basket, 15-3
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Today (priority), 10-9
tracking of storage space, 6-4
Transaction, 11-15
creating a, 11-18
deleting a, 11-19
viewing a, 11-20
transfer method, 5-4, 10-8
Copy, 10-8
Email, 10-8
Fax, 10-8
Mail, 10-8
Pickup, 10-8
Trigger Dates option, 13-9

U

Unavailable (request item action), 10-10
Unavailable (request status), 10-7
unavailable items in content basket, 15-5, 15-12
unblocking storage locations, 6-39
unfreezing physical items, 12-27
Universal Records Manager, 2-2
Update Users with no Barcodes option, 5-10, 5-89
Update Users with no Barcodes service, 9-3
upload results in Barcode Utility, B-7
uploading barcode data to PCM, B-9, B-11
directly, B-9
manually, 8-4, B-11
User Admin utility, 9-4
user interface, 3-1
Barcode File Processed page, 8-6
Barcode Processing page, 8-5
Barcode Upload Results screen, B-7, B-7
Barcode Upload screen, B-5, B-5
Barcode Utility screen, B-3, B-3
Biller Information page, 5-31
Browse Storage tree, 6-10
Charge Type Information page, 5-20
Configure Billers page, 5-27
Configure Charge Types page, 5-16
Configure Chargebacks page, 5-14
Configure Host List screen, B-6, B-6
Configure Location Types page, 5-43
Configure Media Type page, 5-68
Configure Payment Types page, 5-23
Configure Physical Content Manager page, 5-57
Content and Records Screening Results
page, 13-10
Content Basket page, 15-8
Create Batch Storage Import File page, 6-24
Create Biller page, 5-28
Create Charge Types page, 5-17
Create Location Type page, 5-45
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Create Media Type page, 5-70

Create Metadata Field page, 5-80

Create Object Type page, 5-59

Create Physical Item page, 12-3

Create Request page, 10-13

Create Storage page, 6-18

Custom Metadata page, 5-80

Default Metadata for Checked-in Reservation
Entries page, 5-76

Design Labels screen, A-7

Edit Biller page, 5-28

Edit Charge Type page, 5-17

Edit ECM Rights dialog, 4-9

Edit Location Type page, 5-45

Edit Media Type page, 5-70

Edit Object Type page, 5-59

Edit Object Type Relationships page, 5-62

Edit Physical Item page, 12-4

Edit Request Item page, 10-30

Edit Request page, 10-14

Edit Storage page, 6-19

Exploring ’[location]’ pages, 6-12

External Content, 3-3

Freeze Details page, 12-14

Import/Export Content and Record Archive page, 7-2

Iltems for Request page, 10-26

Location Type Information page, 5-50

Media Type Information page, 5-72

My Approval List, 3-2

My Content Basket, 3-2

My Content Server, 3-1

My Reservations, 3-1

My Retention Assignments, 3-2

Object Type Information page, 5-61

PCM-related items in Records Manager, 3-4

Physical Content node, 3-3

Physical Item Information page, 12-11

Physical Items pages, 6-32

Print Labels screen, A-14

Print Options screen, A-18

Print Report screen, A-16

Print Report Utlity screen, A-5

Print User Labels, 9-5

Program Videx Barcode Wand screen, B-8, B-8

Report Design screen, A-11

Report Preview screen, A-21

Request Information page, 10-25

Request Item Information page, 10-28

Request Report pages, 10-32

Reservation Search Results page, 10-21

Screening for Content and Records page, 13-9

Search Physical Iltems page (advanced), 13-4

Search Physical Items page (basic), 13-2
search results page, 13-6

Select Media Type page, 5-22

Select Object Type page, 5-21

Select Storage Location dialog, 6-29, 12-10
Storage Information page, 6-30

View Label Codes screen, A-20

View Reports screen, A-20

Workflow Review for Request page, 10-11

user labels, 9-3

barcode values for users, 5-10, 5-88
contents, 9-3

creating --, 9-7

format, 9-4

PDF files, 9-4

PLB files, 9-4

utilities

Barcode Utility, 8-4, B-1
Print Report Utility, 5-3, A-1, A-2

V

variables

AllowMultipleRequests, 10-3, 10-18, 10-33
NumberOfStorageTypeRootsToShow, 6-6, 6-9

Videx LaserLite barcode scanner, B-2, B-8, B-12
View Label Codes screen, A-20

View Reports screen, A-20

viewing

biller, 5-39
charge type, 5-33
payment type, 5-36

viewing content of content basket, 15-10
viewing information

items in storage location, 6-40
location types, 5-52

media types, 5-74

object types, 5-64, 5-65
storage locations, 6-36

viewing your own reservation requests, 10-38

wW

Waiting List (request status), 10-7

waiting list for reservations, 5-7

Warehouse, 5-41, 6-2

‘within’ relationship between physical items, 12-22
workflow for reservations, 5-6, 10-5

Workflow Review for Request page, 10-11
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XML (in PLB labels), A-2 zip file of items in content basket, 15-14
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