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PREFACE

About This Guide

This guide is intended for technical staff who are responsible for authoring content in Oracle Knowledge

Information Manager. It provides detailed information on creating content and managing workflow tasks in the
Information Manager console.

This preface includes information on:

* In This Guide - The general organization of this guide

» References to Web Content

» Examples of Product Screens and Text

In This Guide

The Oracle Knowledge Information Manager Content Authoring Guide is divided into the following sections:

Chapter 1, Getting Started This chapter is a quick start to authoring Information Manager content.

Chapter 2, Working with This chapter describes how to author content in Information Manager.
Information Manager Content

Chapter 3, Working with Tasks  This chapter describes how to work with tasks in Information Manager.

Examples of Product Screens and Text

The product screens, screen text, and file contents depicted in the documentation are examples. We attempt
to convey the product's appearance and functionality as accurately as possible; however, the actual product
contents and displays may differ from the published examples.

Operating System Variations in Examples and Procedures

We generally use Linux screen displays and naming conventions in our examples and procedures. We

include other operating system-specific procedures or steps as noted in section headings, or within topics, as
appropriate.

We present command syntax, program output, and screen displays:
* in Linux format first

« in other Unix-specific variants only when necessary for proper operation or to clarify functional
differences
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* in Windows format only when necessary for clarity

References to Web Content

For your convenience, this guide refers to Uniform Resource Locators (URLS) for resources published on the
World Wide Web, when appropriate. We attempt to provide accurate information; however, these resources
are controlled by their respective owners and are therefore subject to change at any time.

ORACLE KNOWLEDGE INFORMATION MANAGER CONTENT AUTHORING GUIDE ORACLE



CHAPTER 1

Getting Started

This chapter describes how to create and modify content in Information Manager. The topics are:
» “Log into the Management Console” on page 7
» “An Author's View of the Management Console” on page 8

» “Creating an Article” on page 12

Log into the Management Console

To log onto the Management Console as a general user:
1 Open the URL provided by the Information Manager administrator for your organization in a browser,
for example:
http://<host_names>:<port>/InfoManager/WebObjects/InfoMgr.woa

where:

host name Specifies the hostname for the system on which the application is installed, for example
localhost, if applicable

port Specifies the port designated for the Management Console application during the
installation process. The defaultis 8080.

Alternatively, you can start the Management Console using the shortcut created by the standard
installation process:

» Select Start > All Programs > Oracle Knowledge IM> Information Manager

The Management Console login page displays:

ORACLE KNOWLEDGE INFORMATION MANAGER CONTENT AUTHORING GUIDE DRACLE



ORACLE Knowledge

Plesse enter your username, password and repository to
log into Knowledge

User Name
Password

Repository

Login B

Forgot Password? §

2 Enter the user ID, password, and Repository information provided by your Information Manager
administrator.

The Management Console displays your Inbox:

Tacks Filtars | Wiitar 1o B | -- sesigniments - B -- visws -- B | -- Channels - [§]
Aszigned to Ioe Wieter (1)

Age belails Typel Priority 0

N iooays S04 - Big problem Publigh Motification Nong
Eslucr sl Unaalact &l
Re-Queue | Clase Tash (&

Awailable o loe Weker (03

Lnge Details Typel Prorityd

== Mo Tasks Found --

I

See “Listing Inbox Tasks” on page 56 for information on how to use the INBOX page.

An Author's View of the Management Console

AN AUTHOR'S VIEW OF THE MANAGEMENT CONSOLE

An author's view of the Management Console varies, depending on the level of access granted to the author

by the Information Manager Administrator. The main pages related to authoring content in Information

Manager are shown below. This chapter provides a brief summary of the features on each page and directs

you to the sections that describe how to use the features.

If you see additional tabs in your Management Console, see “An Administrator's View of a Content
Repository” in the Oracle Knowledge Information Manager Administration Guide for usage information.
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9 AN AUTHOR'S VIEW OF THE MANAGEMENT CONSOLE

Inbox Page

The Inbox page lists the tasks that are available and assigned to you.

Assigned tasks are tasks that an authorized user, such as a supervisor or administrator, has directly assigned
to you. Available tasks are tasks that you are authorized to perform. You may also be authorized to assign
tasks to other users.

Available tasks and task actions are determined by the task privileges assigned to the security roles

associated with your user profile. See “Performing Tasks” on page 59 for more information on actions that
users can perform.

Tagl(E Filters  Suthor duthar E Skills m a -- Acsignrnants -- a -- Viaws -- Li -- Channals —- E
Assigned to Author Author (1]
Age Detalls Typef) Prorityd
O imin: 5B3 - Doas 1M track contant records Hhat et dalatads work Flow Draft None

Zolect all Uneeled @l

Re-Queus |'_ Hase Tashk |'_|
Awvailable to Author Author (1)
Age Details Typeld Prinrityild
[0 22 he Hew senb=nt needsd Recommendation Medium
Zelect il Lnselact all
Aschgn ta Selectad Dear |._ Chosa Tack _._

See Chapter 3, Working with Tasks for details on how to manage tasks in your task list.
You can use the following Filters function of the Task page to control the task display:

Filters Use the filtering options to view tasks for specific users, assigned/ or unas-
signed tasks, for only open or closed tasks, or for a specific view, channel or
locale. See “Filtering the Task List” on page 56 for details.

Note: The users filter displays only to users who have privileges to view
tasks for other users as described in Specifying Management Console User
Properties.

The Tasks page displays the following information for each task:

Age This field displays how old the task is. Click on the link in the Age column to
display the Task History page from where you can optionally perform the
task or reassign it

Details This field displays the master identifier for the task item. For content items,
this is the document title. You can select this field to view details for this task
as described in “Viewing Task Details” on page 57. You can sort the task list
by Details.

Type This field displays the type of task as described in “Action and Notification
Tasks” on page 54. Authorized users can sort the task list by Type, and filter
the task list by a selected task type.

Priority This field displays the priority assigned to the task. Authorized users can
sort the task list by Type, and filter the task list by a selected task priority.

ORACLE KNOWLEDGE INFORMATION MANAGER CONTENT AUTHORING GUIDE ORACLE



10 AN AUTHOR'S VIEW OF THE MANAGEMENT CONSOLE

SEARCH Page

The SEARCH page allows you to search through Information Manager records, forum posts, and other
documents.

The makeup of your search page depends on how it was configured by your administrator. In general, the
Management Console search page will be configured to search the same content as the Information Manager
client. Below is an example of a search page configured to search Information Manager content, discussion

forums, and a documentation set.
k i

Enter a search question

| Search [

=

Search

I start ovsr

InfoManager Documents & il

The SEARCH page displays the following information:

Start Over Restart search.

InfoManager Documents | Select to search only Information Manager records.

Discussions Only Select to search only posts in the Information Manager discussion forums.
Documents Only Select to search only documents in the documentation set..
Search Enter the search query in this field.

The results of the search query are displayed, along with the filters you can use to narrow down the results to
a particular facet.

Start over searCh

: Enter a search question
Anall,'tl.ts..tﬁg_jl » Search (53]
Inforrnation Manager (63) How do I delete a record? \
Search (1107

Best Results for "How do I delete a record?"

Salutions (230) ANswWers Source Relevancy

: [Z] Does IM track content records that get deleted? Solutions 9991 %
B0(E87)
7.3 (94) ‘When a content record gets deleted from IM,
7.2 (89) the record gets deleted from the database. The only

place where deletions get tracked is in the IM_HOME

InfoManager Documents & AogsIMADMINSsudit/content log files. The info included
. in the logfile does not contain the content of the record,
but there might be some useful info that vou could use.

B What are the repercussions of deleting and Solutions 9987 %
readding console users to IM?

all Linking a case id to a content record either via the
rmanagement console or via the tag library or
webservices does not work, If the user who created the
content record has been deleted from the list of
console users, the system can no longer link a new case
to the content record |

ORACLE KNOWLEDGE INFORMATION MANAGER CONTENT AUTHORING GUIDE ORACLE



11 AN AUTHOR'S VIEW OF THE MANAGEMENT CONSOLE

Content Page

The Content page lists all of the channels available to you. For each channel, you can:

Add Add a new record to the channel. See “Adding a New Content Record” on page 21 for details.

Find Locate one or more records in the channel. See “Searching for Content” on page 16 for details.

List List the records in the channel. See “Listing Content Records for a Channel” on page 15 for
details.

I -
= T o R
' -

Content Management

| Add | Find | List Imquira [nborrmation Mamager ensbles pyou to easily creste, rmodity, and approwve content pecords ko be
puhblished on your web site[s)
Add | Find | List What do you want o do?
% To creabe a new record. simply click Add under the content managemert channel you wish to
add. | Find | List wark with
% To edit an existing content record click Find to first locate the content record
® To display 3 list of all avalzble cortent records chick List
fidd:| Find | List
| Mobes You will only ses channels thet you have =ccess ko, [f you do not ses the conbent ranagement
Hannel you nesd, contack your Tnauira Information Mansger administeator,
Add | Find | List
Al | Find | List

Add | Find | List

Feedback Page

For most authors, the Feedback page enables you to Add, Find, and L ist content recommendations. You
typically create a content recommendation when you are unable to locate a suitable answer to a question.
See Recommending Content for details.

If you see more settings on your FEEDBACK page, see Chapter 8, Feedback and Collaboration Features in
the Oracle Knowledge Information Manager Administration Guide.

| Feedback Management

Imfarrmation Manager anablas paur usar: 0 commmunicate with pou amd azch othar

| What do you want to do?

Threzdad Discussion Forume allow gou and pour uesrs fo share idsac using the web's hyppertast
| czpabiltizs,
* To oderats 3 thieaded discuzsion click Ust under Disoussions bo locate the topic with the
mezeagas b= be modarstad
® To acdd a new dizsoozsion board dick Add.
Forms allow pou to collect information from users

®* Toview and manage axisting data form click Lt to selac an availabla Form,

# To ceaks 2 new form cick Add under Formes,
matings allow you b= gauge user satsfasian and gain faadhack on 2 spacfic rapasitary chanmal
decurment

® Towiew 2nd manzoe existing ratings dick List to select an availzble rating,
® To aeabs 3 new survay click Add undar Ratings,

FA2's =llow vou to provids snswers to vour uzers Frequently azhed questions,

* Towaw znd manzge swisting Fag's cick st ta salact an avsilabla Fag topie.
® To aoresks 2 new FAD topic cick Add under FAg's,
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12

CREATING AN ARTICLE

Creating an Article

Your Information Manager administrator should have created a repository containing one or more channels.
Open the Content tab and locate the channel in which you want to create a new content record. In this

example, we are creating a new content record in the 'Solutions' channel.

Create a content record:

1 Select the Add option for the channel in which you want to add content:

The Management Console displays the Add Solutions page for the selected channel. Fill in the fields

as sown below:

EDIT Solutions

Englizh ¥orsion: 2.0

Content Entey Fields

Problem Dﬂl:ri.lﬁun“
Howe dao I log ook of [M?

Solution”
i [E] Souce | €y E]] = 5 s ,:.i]
Eles==)e: uf@3 =0 2
_[F Swis | = Fomzt |Momal | = | Fant |

LXN-PIE RS FALEI TS

I'i
1k
n

| da-¥- @]

| Gelect 1ogaut in the ugper ighthand portion of the rmanagerent consolz

I_i Rermave ztvles definitionz

Category Selection
Top Level

FAvailable Catogones

2 Producks Add (3]

Lelectad Catogories
== Mo records aelected at thiz Eme --

User Group Selecbon

E Cusharnar
F Triternal

Display On Remowe After

Crate Tinne Drate Time
11/1z/z007 [P 10ipe |am m
Rowiew Dabe

Drate Timna

*Raquired fiald

L Fequirs= workAow 2pprayal

2 Select Save Document.

Spall Ched: (7
Save Document (5]

Cancel 57)

Sawe as New (35
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13 CREATING AN ARTICLE

Note: The following assumes that the channel was set up with a ‘Publish’ workflow, as described in
“Define a Workflow” in the Oracle Knowledge Information Manager Administration Guide.

3 Inthe Preview page, approve the Author step in the workflow by selecting Approve in the Wor kflow
box:

Status Created

By Joe Writer

On 117122007 12:51 PM
Current Step Author
Assigned to  Joe Writer

Tour Comments

Add comment |:]

Motfication set for
11/22/2007 12:51 PM
Change Date ()

AEE%'RUE (3%

The content record is then advanced to the Review step in the workflow and is listed in the INBOX for console
users who have the Review workflow step selected in their console role.

Status Approved

By Jae Writer

On 11/12/2007 12:53 PM
Current Step Review
Assigned to  Unasszigned

See Chapter 2, Working with Information Manager Content for more information on creating and modifying
content records.

ORACLE KNOWLEDGE INFORMATION MANAGER CONTENT AUTHORING GUIDE ORACLE



CHAPTER 2

Working with Information Manager
Content

You can add, modify, and remove application content using the Management Console. The basic units of
content in Information Manager are called content records; see “Content Records” on page 14 for more
information. You work with content in the Information Manager by creating or modifying content records. You
create and maintain content by:

» Authoring the main body content intended for end users

» Specifying other required and optional data, such as publishing dates and meta-data

The optional and required data for a content record is determined by the content channel definition as
described in Managing Content Channels.

You work with Information Manager content according to processes and privileges defined by your
Information Manager administrator, including:

» The privileges assigned to your user ID as described in User Security Roles and Privileges

» The workflow process specified for the content channel in which you are working

Information Manager administrators can configure workflows to generate tasks and notifications, and assign
tasks to users. Content-related tasks display in the Management Console INBOX, as described in Chapter 3,
Working with Tasks.

You can also work with content in response to external requests or processes. The Management Console will
automatically process any authorized work and record the progress within the defined workflow regardless of
the point of access.

Content Records

A content record is analogous to an individual document of a particular type, such as a specific customer
support case or press release. The Information Manager supports any number of types of content records.
Each type of content record corresponds to a set of defined properties called a content channel as described
in Content Channels.

Information Manager administrators define content channels to determine the required document structure
and attributes (metadata) for the various types of content to be managed within your organization.

You access content records using the Content tab on the Management Console main page, as described in
“Accessing the Information Manager Content Area” on page 15.

ORACLE KNOWLEDGE INFORMATION MANAGER CONTENT AUTHORING GUIDE DRACLE



15 ACCESSING THE INFORMATION MANAGER

Accessing the Information Manager Content Area

You access the Information Manager content area from using the Content menu on the Management Console
main page.

Note: You can also access content related to configured workflows and tasks from your INBOX, as
described in Chapter 3, Working with Tasks.

To access the Information Manager content options:

« Select the Content menu item from the Management Console main page

Note: The Information Manager displays the Content options by default.

‘ INBOX FEEDBACK A USERS A&;EPUSITOR\' A TOOLS

Content Management
add | Find | List

Inquira Information Manager enables you to easily create, rodify, and approve content records
to be published an your web site(z],

LONTENTS

Add | Find | List What do you want to do?

* To creste a new record, simply click Add under the content rnanagement channel yaou
add | Find | List wizh to work with,

#* To edit an existing content record click Find to first locate the content recard.

#* To display a list of all available content recards click List,

Mote: vou will anly see channels that you have access to, If you do not ses the content
rianagement channel you need, contack your Inquira Information Manager administrator,

The Management Console lists the content channels and options that you are authorized to access.
You can select any of the available options at any time.
» Select the desired activity for the content channel in which you want to work:

Option Description

Add Use this option to create a new content record in the selected channel, as
described in “Adding a New Content Record” on page 21.

Find Use this option to search for content records in the selected channel, as
described in “Searching for Content” on page 16.

List Use this option to list all content records in the selected channel to which you
have access (based on your user privileges), as described in “Listing Content
Records for a Channel” on page 15.

Listing Content Records for a Channel

You can list all of the records that are available to your user role for a selected channel using the List option.
The Management Console lists content records using the value of one or more fields specified in the content
channel definition. The fields used to create the item titles within the list are called master identifiers.

For each record, the Management Console lists the summary information described in Viewing Content
Record Listings.

You can sort the list by various criteria in either ascending or descending order, as described in Sorting
Content Records within a List.

ORACLE KNOWLEDGE INFORMATION MANAGER CONTENT AUTHORING GUIDE ORACLE



16 SEARCHING FOR CONTENT

If the number of content records exceeds the capacity of the initial page, the Management Console provides
links to subsequent pages.

Note: Use the Find option to locate particular records within large collections of content.
To list the content records within a selected channel:

» Select the List option for the channel in which you want to add content, for example:

Add | Find | Ligt
b
Add | Find | List

The Management Console displays a content list page, for example:

Documents

Solutions Documents Found (3) All Docurnents @ Englizsh g Descending m Sart By Date Modified [ﬁ
Master Identifier Status ¥er Workflow Modified By Modified Date
[ = 291 Howdol create s new record? Published {1.0) Zz.0 test user 08/09/2007 11:10 AM
E =] 523 whatis the maximum log file size? Fublished (2.0} 2.0 test user 08/09/2007 09:59 4M
[ =] 222 Problerm ssving new records Published {z.0) z.0 test user 08/09/2007 09:58 AM

Select All Unzeledt All

g Master Docurmnent é Locked by pou EEle Locked by someaone else Add Solutions (&)

L._j Translated Docurnent “_ﬁ Locked by vou ‘:j Locked by someaone else -- Apply theze changes -- ﬂ Apply ()

Done (33)

Searching for Content
You can search for content records using either the Find function for the channel on the CONTENT page, or
entering a query in the SEARCH page, as described in “SEARCH Page” on page 10.

The Management Console Find function provides options to search for records based on the content of
specified attributes, or using full-text search.

Full-text search matches your search query against the contents of any content record attributes that are
available for searching. Attribute-based search restricts matching to only the specified attribute.

For example, you could use full-text search to locate all content records containing the word virus in any

attribute. Alternatively, you could use attribute-based searching to locate only content records containing the
word virus in their title.

The attributes of the content record that are included in full-text and attribute-based searching are specified in
the content channel definition as described in Specifying Search Options for Channel Attributes.

In addition, you can restrict results by publishing dates and categories.

You can also use the Global Find and Replace search, described in “Global Find and Replace” in the
Information Manager Configuration and Administration Guide, Tools chapter.

ORACLE KNOWLEDGE INFORMATION MANAGER CONTENT AUTHORING GUIDE ORACLE



17 SEARCHING FOR CONTENT

To search for content:

1 Select the Find option for the channel in which you want to locate content, for example:

Add | Fipd | List

U T Eind | st

L ks

The Management Console displays a Find page for the selected channel. For example, the first part of

the Find page looks like:

Find Solutions

Search Specific Critera

Document ID

Enter one or more Docurment [Ds &g ME1001 or MELOO14+MELIOOZ
Search All Attributes

Supports wildcard and boolean searching,

Original Author

Enter either the user's first narme, last narme, or 3 combination of both.

Document Dwner

Enter aither the user's first name, last name, or a combination of both,
Last Modified By

Enter aither the user's first name, last name, or a combination of both,
Case Number

Enter the exact Case Mumber, Do not use wildcards,
Locale

English ;I
Translation Requests
r Deautsch

r English

r Italiano

ORACLE KNOWLEDGE INFORMATION MANAGER CONTENT AUTHORING GUIDE
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18

SEARCHING FOR CONTENT

The second part of the Find page looks like:

Lock Status

IAny Status | v I

Work Flow

I-- Selact 3 workflow step -- ;I

Published Status

I Any status - I

Content that starts on or after

Date Time

Sort By
Saort By Date Modified

Max Records Returned

10 =]

Repository Views®

|7 Demo
Top Level

Awvailable Categories
Bricks

Glass
Waoad

Matches 3/7

Top Level

Awvailable User Groups

Cuztorner

Internal

Matchas 2/2

am =
|

Content that ends on or before
Date Time

= am =]

Selected Categories
add (m) | Mo recards selected at this tirme --

[©) Remove

Selected User Groups
add (33) -- Mo records selected at this timme --

[%) Remove

C Match All of the Selected Categories
lc Match Any of the Selected Categories

The Find <channel> page displays various required and optional form fields.

2 Enter the desired search criteria.

Note:

to locate a subset of the categories or user groups.

3 Select whether to match Any or All of the selected categories.

4 Select Find

Find (3
Cancel (3

If there are more than 100 categories and/or user groups, you will see a search box you can use

The Information Manager displays the search results page, as described in “SEARCH Page” on page 10.

ORACLE KNOWLEDGE INFORMATION MANAGER CONTENT AUTHORING GUIDE
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19 BATCH OPERATIONS ON MULTIPLE RECORDS

Searching for Content by Document ID

Every Information Manager content record is associated with an ID. To locate a record by ID, enter the ID of
the record in the search field in the upper right hand corner:

Welcome test user
MY ACCOUNT HELP LOGOUT

Alternatively, you can use the Find option for the channel and enter one or more record IDs separated by ‘+’
signs

Find Solutions

Search Specific Crteria

Document ID

S0l + S0
Ernter one or more Docurment IDs .9, MELOO01 or MELOO14+MELIOOZ

Batch Operations on Multiple Records

From the document list generated by either a Find or List on the channel, you can perform batch operations
on selected content records simultaneously.

—t

i-- ppply theze changes -- § Apply (3]

-- Apply these changes -- Done |:]
Delete Docurnents
Publish Docurnents
Unpublish Documents
Request Tranzlations
Change Categories
Change Views
Change Owner
Change Start Date
Change End Date

The batch operations are:

Operation Description
Delete Documents Delete all selected documents from the channel.
Publish Documents Publish all selected documents.
Unpublish Documents Unpublish all selected documents.
Request Translations Request translations for all selected documents.
Change Categories Change categories for all selected documents.
Change Views Change views for all selected documents.
Change Owner Change the owner of all selected documents.
Change Start Date Change the start date for all selected documents.
Change End Date Change the end date for all selected documents.
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For example, you want to change all records configured for the 'Marketing' view to the 'General' view. To do
this:

1 Find all content records with the 'Marketing' view.

Add | Find | List -
_ b

add | Find | List

Repository Wiews®
=
I- Cerna

I_ Engineering
B General

%Mark eting
A

2 Select all of the records returned in the list.

3 Select Change Views.

4 Click Apply.
Documents
Solutions Documents Found (3] Descending =] Sort By Dote Madifizd =
I  Master ITdentifier Stabus Wer Workflow Modified By Modified Date
I |=E"] 504 How do 1log out of [M? Unpuhbliched 71 Rewiew Super Admin 11202007 10:57 &M
W |=E“] 501 Big problam Published (z.0) Z.0 Super Admin 1102 2007 03:00 PM
I |=E"] B0 How do T change the log level for Publiched {(1.0) 1.0 Super Admin  11/02/2007 02:5F FM
zearch?
Select All Unzsl=ck All
% Mastzr Doournart g Lackad by yaou @ Lockad by somsone alse Add solutions (5
'L‘:._'I Translatad Document tx-ll Locked by gou -"nJ- Lacked by someone alse (U Apely hese changes - dw| Apply (55
-- tpply these changes -- e arch |:|
Calabs Dotumeants X
Puklish Deoarmarts Dene (1]
Unpublizh Dooomert=
Feaquast Translzton:
change CTategarizs
ichange Cwnar
Change Stark Date
Change End D=te
5 InViews to Remove, select Marketing.
6 InViews to Add, select General.
7 Select Bypass workflow and publish. Documents already in workflow will not be published.
8 Click Apply Changes.

The batch update job is added to the queue.
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Change Views
Important: This action may affect a large number of documents and can not be undons.,

MOTE: iny racord which thic change would leave vithout a viem will ba accigned to tha oot view.

Wigws o Ramove

=
r Carn
r Enginasrng
I-Genm-'al

o Markating
= I_.QA

Wiews to Add
=
rC Lemo

M Engine=ziing
I_IJ::GE n=ral
WMark=ting

I_QA

r Bypass workflow and publish. Documents already in workflow will not be published.

Apply Changes |:]

Carncel |'_'|

Most batch update jobs do not run immediately. The job parameters and details are written to a database
table, and a single thread per JVM monitors the table for available jobs. No single JVM attempts to run
multiple batch updates concurrently; however, disparate JVMs may run any single pending jobs. When the
number of updated items is greater than 10, the update runs as a batch job. When the number of updated
items is 10 or fewer, the update runs instantly.

Document overlaps from newly added jobs (where the same document appears in an already running or
pending job) will be marked as exceptions, and the log displays an error message, as shown below.

Sample Error message for locked content;

1418185 [TestScheduler Worker-12] ERROR
com.ingquira.services.batchjobs.bulkupdate.ChangeViewsBulkUpdate -
com.ingquira.im.exceptions.IMNotUpdateableException: This ContentText cannot be updated
because it is not the latest ContentText or it is locked by another user AL154

View the Bulk Update Status Reports page to cancel batch updated jobs. You can also view the status of all
queued batch update jobs. Access the Bulk Update Status Reports page through Content->Documents list
page->Bulk Update Job List.

Adding a New Content Record

You add content to Information Manager by creating a new record in the appropriate channel and entering
required and optional information.

Important! The Management Console does not automatically save data as you edit fields. You must
explicitly save your work using the Save option provided on the edit pages. If you select a different task or
navigate to another page prior to saving your work, you will lose any unsaved data.
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When the content record is complete, you can save and review the record, and submit it for approval or
publication, depending on the defined workflow and your user role.

To add a content record:

1 Select the Add option for the channel in which you want to add content, for example:

 dd | Find | List

]

Add Solutions Select Locale | English =]

Content Enty Fields

Problem Description

Solution

iElsewce B H QBB ] BREEmI T REBSFOE e FEBERE= @ K]
iR I ou | x x[iEiE]EE w|E=E X RO A=R-R RN

_fF Sule - | Format | Normal ~ | Fart - i M- aEJ-|§ = & @ |

[ Remove styles definitions

Repository View Selection

Doemo
Category Selection
Top Level
Available Cateqories selected Cateqories
Bricks Add ()| ©* Mo reserds selactad st shis Sme -
Glass
wood Remove

Matches 37

User Group Selection

Top Level
Available User Groups selected User Groups
Custarner Add () |~ Ho records selactad st this tme -
Internal
Partner Remove

Matches 3/3

Publishing Dptions

Display On Remave After
Date Time Date Time
oz/zofzone TR 04239 pm =] = am =]

Review Date
Date Time
spell check
Save Document
tancel
* Required fisld

The Management Console displays the Add Content page for the selected channel, for example:
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The Add Content page displays various required and optional form fields, which are determined by the
content channel definition.

Note: Content channels are defined as part of the Information Manager administration process.

Red asterisks (*) indicate required fields. If you omit required information, the Information Manager
displays an error message.

2 Enter the required and optional information. See “Filling in Content Record Fields” on page 23 for an
example.

3 Select Save Document. If no workflow is enabled on the channel, you can optionally select Save
and Publish Document to publish the record.

The Management Console displays a preview of the new content record as described in “The Content
Preview Page” on page 29.

Filling in Content Record Fields

You add a content record to the Information Manager by entering required and optional information as
specified in the content channel definition.

The following example contains information fields defined to create an article in the example Solutions
channel shown in the previous section.

Specify the following required and optional fields:

Field Description

Title This is an example of a required field in which you enter the record title. This field is
used as the Master Identifier for the record, so it will appear in the Master Identifier col-
umn in the content list, as shown in “Listing Content Records for a Channel” on

page 15.

Description This is an example of a field in which you enter the main contents of the record using a
rich text editor, called CKeditor. For details on how to use the CKeditor, see the CKedi-
tor User Guide and check out the demo. For troubleshooting problems, see CKeditor
Troubleshooting.

The example field contains text formatting functions which you can use to add inline for-

matting to the content. This formatting is independent of, and intended to be compli-
mentary to, any formatting that the web client will impose on the content.

Note: The available editing and formatting functions are specified in the
channel definition on an individual field basis, as described in “Specifying a
Channel Schema” in the Oracle Knowledge Information Manager
Administration Guide.
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Field (continued) Description (continued)
Repository View This field enables you to select the views through which the content record can be
Selection accessed on the Management Console. Users without corresponding views cannot

access the content record.

When working with a view hierarchy, it is important to understand that selecting a view
higher up in the hierarchy excludes users assigned the views lower in the hierarchy
from accessing the content record.

Consider the following view hierarchy:

Repository Wiew Selecton

= O derno

D Engineearing
Genearal

D Internal

O Marketing

L= DQA

In this example, users assigned either the demo or the General view can access the
content record.

In contrast, if only the demo view was selected for the content record, then only users
assigned the demo view can access the content record.

Repository Wiew Selecton

= dem-:u

D Enginearing

D General

O Internal

] Marketing
D QA
Category Selection This field lists content categories and sub-categories to associate with this record. For

example, you could specify that this record is relevant to the Products or Services cate-
gories, or any number of their sub-categories.

If there are more than 100 categories, you will see a search box you can use to locate a
subset of the categories.

Note: Unlike the View Selection described above, selecting a category
automatically includes any sub-categories.
User Group Selection This field lists which user groups can view the content record in the web client.

If there are more than 100 user groups, you will see a search box you can use to locate
a subset of the user groups.
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Field (continued) Description (continued)
Publishing Options These fields specify valid publication dates for the content record, for example:

Publishing Options

Display On Remove After
Date Date
1z/z20/z004 e AM =

Display On specifies the initial date and time that the record will be available to web
site users. The Management Console uses the current date and time as the default.
You can create a record to publish at a later date by editing the current version and
changing the Display On date. This creates a new minor version of the document. The
Remove After date for the previous version should be adjusted accordingly. See “Start
Date Publishing” for more information.

Remove After specifies the final date and time that the record will be available to web
site users; however the record will still remain in the repository and can be re-activated
by changing the publishing dates.

Review Date specifies the date the content is to be flagged for review.
Note: The Information Manager contains a setting for default number of

days, which sets the expiration date for a content record relative to its
creation date.

Priority/Order This example field specifies a numerical ranking value for this item that will influence its
position in a list of web search results:

PrioH Order
1 -

Note: This field is currently not used by the system.

Start Date Publishing

Content authors can set a publish start date for a version of a document. After the document completes
workflow, it has a Pending state and, when the start date is reached, the system automatically publishes that
version of the document. Start Date Publishing works in the same way for master documents and translated

copies.

Welcome Super Admin test +

ORACLE' «nowledge o T
Inbox Search Content Feedback Users Repository Tools

i Content History

Add | Find | List Content History Records Found(3) English ;l
Date User Ver Action Workflow Comments

new 02/09/2012 12:14 PM |Super Admin 0.3 Edited s1 View B

Add | Find | List 02/09/2012 12:13 PM Super Admin 0.2 Edited 1 View B

=
02/09/2012 12:12 PM Super Admin :0.1 Created s View 8

4

ny

Add | Find | List B
Delete Content History
Done

The start date for a version of a document takes precedence over the end date of the prior version of a
document. For example, if V1.0 of a document has an end date of 11/30, while V2.0 of a document has a start
date of 11/1, then V1.0 will be unpublished on 11/1 regardless of its end date.

ORACLE KNOWLEDGE INFORMATION MANAGER CONTENT AUTHORING GUIDE ORACLE



26 ADDING A NEwW CONTENT RECORD

For example, version 1.0 of DOC123 could be published March 1, 2012 and a user can set the start date of
version 2.0 of DOC123 to January 1, 2013. On January 1, 2013, an IM batch job unpublishes version 1.0 of
DOC123 and publishes version 2.0 of DOC123, even if version 1.0 had March 1, 2013 as the end date.

A document version may have one of the following statuses:

Status Definition

Live This is a version of a document that is available to all users, who have the security rights to
view it. Only one version of a document in a locale can be Live at any one time.

Pending This is a version of a document that is scheduled to go live at some time in the future, but is not
available to users now.

Expired This is a version of a document that is no longer available to users, because the document
version's end date is in the past.

Unpublished This is a version of a document that is not available to users, because it was never published,
or subsequently unpublished as the result of an action performed by a user (see actions
below).

The status shown on the list page will always be related to the current Live document if one exists. If no Live
document is present, this means that no document is currently available to end users for the locale. In this
case the list page status will display the next Pending document if one exists. If no pending document exists,
it will then display the status of the latest previous available document as either Expired or Unpublished.
Unpublished indicates that the document was either never published or manually unpublished. These are the
only statuses that will be displayed.

Documents also have Actions, which show up, in workflow and in history. For more information on Actions,
see “The Workflow Section of the Preview Page” on page 35.

Here is a simple example:

Version Doc Status Start Date End Date
1.0 Expired January 1, 2011 December 31, 2011
2.0 Live January 1, 2012 December 31, 2012
3.0 Pending January 1, 2013 December 31, 2013
4.0 Pending January 1, 2014 December 31, 2014
5.0 Unpublished January 1, 2015 December 31, 2015

Here is a more complex example:

Version Doc Status Start Date End Date
1.0 Unpublished (None) (None)
2.0 Expired (None) December 31, 2011
3.0 Live January 1, 2012 (None)
4.0 Pending January 1, 2014 December 31, 2014
5.0 Pending January 1, 2015 (None)
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GAPS AND OVERLAPS

It is possible to create gaps or overlaps between versions, intentionally or not.

In the following gap example, during the month of January, 2014, no version of this document is available to
users.

Version Doc Status Start Date End Date
1.0 Expired January 1, 2011 December 31, 2011
2.0 Live January 1, 2012 December 31, 2012
3.0 Pending January 1, 2013 December 31, 2013
4.0 Pending February 1, 2014 December 31, 2014

In the following gap example, during the month of January, 2014, no version of this document is available to
users.

Version Doc Status Start Date End Date
1.0 Unpublished (None) (None)
20 Expired (None) December 31, 2011
3.0 Live January 1, 2012 December 31, 2013
4.0 Pending February 1, 2014 December 31, 2014
5.0 Pending January 1, 2015 (None)

Here is a simple overlap example. On November 1, 2013, version 4.0 will be Live and version 3.0 will be
Expired.

Version Doc Status Start Date End Date
1.0 Unpublished (None) (None)
2.0 Expired (None) December 31, 2011
3.0 Live January 1, 2012 December 31, 2013
4.0 Pending November 1, 2013 December 31, 2014
5.0 Pending January 1, 2015 (None)

For information about how the Intelligent Search IM crawler handles document status, see Intelligent Search
Administration Guide: Chapter 2, Configuring Content Acquisition: Configuring Content Acquisition from
Information Manager Repositories.

DOCUMENT PROPERTIES

When editing a translated copy of a content record, the following properties can be modified:

« Display Start Date « Event Start Date » Categories » User Groups
« Display End Date » Event End Date * Views

Modifications to a translated copy only apply to the version being edited. The changes do not apply to a prior
version of a translated copy. Modifications to the properties of a translated copy do not apply to the master
document. The initial version of the translated copy inherits the properties of the master document

By viewing a content record’s Content history, you can view various versions and their related status.
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Creating a New Content Record from an Existing Record

You can create a new content record from an existing record by editing the existing record and selecting Save
as New:

Spell Check (37

Sawve Document (3]
Saweas Mew |:]
”fzancel )

Information Manager creates a duplicate of the existing record and assigns it a new Document ID.

Inserting and Editing Images

You can add images to articles and discussion messages using the rich text editor’s image functionality. This
section describes how to add images so that they will be available to all Oracle Knowledge applications in
your environment.

Important! The rich text editor can also access images using its server connector functionality; however,
when it accesses images in this mode, the images may not be available to other Oracle Knowledge
applications in your environment.

To insert an image:
 Select the Image button on the editor tool bar

The editor displays the Image Properties dialog.

You can insert an image that was previously uploaded to the server, or upload a hew image from your local
file system to the server.

To upload a new image:
 Select Browse Server

The editor displays the Image Selection dialog.
» Select Upload and Browse... to browse files on the local file system.
« Select the desired image, then select Upload Selected File

The editor uploads the selected image to the application server and displays the image thumbnail.
Note: If the editor does not display the image thumbnail, select Refresh

The thumbnail display ensures that the editor is accessing the image on the application server and that the
image is therefore available to all configured Oracle Knowledge applications.

 Select the thumbnail image
The editor displays the complete path of the image’s URL.

Important! Do not modify the image URL.
» Select OK

The editor inserts the image.
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The Content Preview Page

The Management Console displays the preview page when:
 You save a new or modified content record

 You select a content record as part of a workflow approval process

The following preview page is an example of the FAQ example specified in “Filling in Content Record Fields”
on page 23:

Preview Solutions

Contont Entry Ficlds

Title
How do T delete a contert racord? Master Locale
Decanant T

Dascription

Lizt the contznts of the channel; select the document fram the lizt, and select Delekz Comuments from the pull-dovn menu on the vali Display Dates
bottom of tha page. Srarting DEMEO0T 17 57 B
Thraugh Cpan

Meta Dats Enby Fields Ny
daneral

User Groups
Bublic

Fartner
Troernal Only
Priority,/Order
Tone

Edit Document (5]
Edit Meta Data (55
Check Out (3]
Dona (3]
Statue Edirad
By testuser
o0& DE2007 0305 PH

CarrentStep Author
Avigned b tesk uzer

Your Comments

Add comment (/]
Motification sot For
0571172007 03:05 FM

thanga Dats 7]

Approve (3]

The example preview page displays the following information about the content record:
» The content section, as described in “The Content Section of the Preview Page” on page 30.
» The Content Data section, as described in “The Content Data Section of the Preview Page” on page 31.

» The Workflow section (if applicable), as described in “The Workflow Section of the Preview Page” on
page 35.

The preview screen does not format the content as it will be displayed in the web client. The formatting in the
web client is controlled by presentation templates.

Note: The Management Console also displays the preview page when you select the record as part of a
content approval step within a workflow process.
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The Content Section of the Preview Page

The preview page displays the content that you entered for all the defined fields in the channel, for example:

Preview Solutions

Content Enty Ficlds

Tide
How do T delete a content record ™

Dascrpbon

Lizt the cont=nts of the channzl; ==l=ct the document fram the list, and s=l=d: Delete Dooomert= from the pull-dovn meno on the
bottom of the paga.

Additional Keywords

rarmous racord

The Task Details

When a record is in a workflow, a Task Details section appears in the record preview page for users assigned
the workflow task.

Task Details Hide

Task Type Work Flow

Status Cpen

Assigned

P test uzer

On 02/10/2007 09:08

A
Priority Mone

Modify Assignment [32]
Return (3]
A

b

Attribute Description

Task Type This field displays the type of task. See “Action and Notifi-
cation Tasks” on page 54 for the list of task types.

Status This field displays the current status of the record, such
as Open, Pending, or Closed.

Assigned to This field displays the name of the user to which the cur-
rent workflow task is assigned. User with the proper per-
missions can click on the named user to access the Task
Assignment page and assign the task to another user.

Note: When assigning a workflow task to a user, only
users with permission to perform the particular workflow
task appear in the User dropdown menu in the Task
Assighment page. Contact your Information Manager
administrator if your are unable to assign the task to the
correct user.

On Date and time the task was assigned to the user.
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Priority

The priority (None, Low, Medium, or High) given to the
task. By the user who assigned the task.

Modify Assignment

Select to access the Task Assignment page and
assign the task to another user.

Return

Select to go back to the previous page.

The Content Data Section of the Preview Page

The Content Data section of the preview page is divided into tabs that display information:

Properties See “Content Properties” on page 31
Info See “Content Info” on page 32
Feedback See “Content Feedback” on page 34

Content Properties

Select the Properties tab to view the properties of the content record, or to check out or modify the content

record:

el Rl T | Feedback

Displayed Version 1.1
Published Mersion 1.0
Master Locale Englizh
Document ID 504

¥Yalid Display Dates
Starting 08/09/2007 12:55 PM
Through Cpen

Yiews
General

User Groups
Fublic
Partner
Internal Cnly

Prority,/Order
Mane

Edit Document [35]
Edit Meta Data |:]
Check Dut (3]

Done |:]

~
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Attribute Description

Displayed This field displays the current version level of the content record. See “View-
ing Content History” on page 38 for more information on how the Informa-
tion Manager manages content versions.

Published This field displays the level of the published version of this record, if applica-

ble.

Master Locale

The original language used to author the content record.

Document ID

The document ID of the content record.

Valid Display Dates

This field displays the dates between which this content record is available
for publishing. The Information Manager administrator can set an optional
default number of days that a content record is valid, which automatically
sets the end date relative to the initial publishing date for the record.

Content authors and editors can be override the default by specifying
explicit publishing date attributes for individual content records.

Records that have no default or explicit publishing dates will never expire.

Views

This field lists any repository views to which this record is assigned. The
Information Manager administrator assigns content to repository views on
the basis of the content channel definition. See Repository Views for more
information about repository views.

User Groups

This field lists the groups associated with the content record.

Priority/Order

This field sets the IM:get.channel.data sortby="priority.'

Edit Document

Select to edit the content record, as described in “Modifying Existing Con-
tent” on page 36.

Edit Meta Data

Select to add or edit the record meta data. The meta data will appear in the
content preview page but not in the content displayed in the web client.

Check Out

Select to lock the record and prohibit other users from editing the record.

Done

Select when finished to return to the previous Management Console page.

Content Info

Select the Info tab to view or modify the authoring information associated with the content record:
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Propertias H Feedback
Owrner Change
Super Admin L
Created
Super Admin
Properties Feedback 08/1e/2007 11117
A
] Chanae Last Modified Histor
EREE TS Er ; Super Admin :5
Created 08/16/2007 11:17
test uzer A0
Q2/09/2007 0310 RO e Reset (3)
PM 11/14/2007 1016 &M '
Last Modified Histo
test user :5 Add Related Content 53]
08/09/2007 0310 g )
- Redirect Document (33
e Search For Similar Content |:]
Unassigned Compare Yersions (33
Redirect Document I:I Side by Side View |:]
Done |:| Done |:]
L o y_ ¥
Attribute Description
Owner This field displays the original author of the content record. Select Change to change
the content record owner.
Created This field displays the date the content record was created.
Last Modified This field displays the user and date for the last update to the content record. Select

History to view each edit made to the document, as described in “Viewing Content
History” on page 38.

Review Date This field displays the review date, if set in the content record.

Add Related Content Select to associate this record with one or more other records. See “Related Content
Records” on page 40.

Redirect Document Select to re-direct links to this record to a superseding record. See “Redirecting Content
Records” on page 42 for details.

Search For Similar Select to search Information Manager for another content records. This is simply a

Content shortcut to the Search page accessed via the SEARCH tab. See “Searching for

Content” on page 16 for details.

Compare Versions Select to display the differences between the current version of the record and a
previous version. The differences between the records are displayed as editorial
deletes and inserts.

Betwean 2.2 And

2.1
I - -

5,

See “Comparing Record Versions” on page 44 for more information.

Side by Side View Compare selected versions of the record, side-by-side.
See “Comparing Record Versions” on page 44 for more information.

Done Select when finished to return to the previous Management Console page.
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Content Feedback

Select the Feedback tab to view or modify comments and case links associated with the content record:

Froperties | Info QEEEslETad

Content Melrics

Metric Count Accessed
Impressions0d 0g/09/2007
Case Links

Reuse Count o
Document Yalue u]

Manage Case Links (]
Add Recommendation (3]

. 4
Attribute Description
Content Metrics This field displays default and custom content metrics associated with the

channel definition:

Count: the number of times that this IM doc detail page has been viewed/
displayed by the Infocenter application or by the IM Webservice call. This
count is NOT incremented by Search or by view/content-preview from the
IM Console.

Accessed: the latest Date time-stamp that this IM doc detail page was
viewed/displayed by the Infocenter application or by the IM Webservice call.
This field is NOT updated by Search or by view/content-preview from the IM

Console.
Case Links This field displays all of the cases linked to this content record.
Reuse Count This field displays the sum of case links for this content record.
Document Value This field displays the sum of all incident values associated with the case

link. Each case can have a value associated with it and be updated when
linking the solution to the case. If incident values are not provided, then the
Document Value = Reuse Count.

Manage Case Links Select to associate this record with a specific case. See “Linking Cases to
Content Records” on page 47 for details.

Add Recommendation | Select to add a comment on the content record. See Recommending
Content for details.
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The Workflow Section of the Preview Page

The Workflow section of the preview page displays information about the workflow process defined for the
channel, and the current status of the record.

Status Created

By testuser

On 027092007 04:47 PM
Curvent Step Authar
Assigned to  test user

Your Comments

Add comment |:]

Motification set for
0271 1/2007 04:47 PM
Change Date (3]

Approve (3]
L ~
Attribute Description
Status This field displays the current status of the record, as follows:

» Created - New document has been created.

« Edited - Document has been edited.

» Approved - Workflow step has been approved.

» Rejected - Workflow step has been rejected.

* Published - Document has been published.

Unpublished - Document has been unpublished.

Reverted - Documented has been reverted back to an earlier version.
Localized - Document was localized

Translation Requested - A request was made to localize the document.
Translation Cleared - A localization request was removed

Workflow Comment Added - A comment was added to the workflow step.
Metadata Added - Metadata has been added to the file properties.

For information about document status on documents that have completed workflow,
see “Start Date Publishing” on page 25.

Important! workflow Status and Document Status are separate, related, concepts.
Workflow Status is the status of a draft version of document (thus, in workflow).
Document Status is the state of the overall document which basically determines if
some version of it is visible or not to end users.

By This field displays the name of the last user to update the record.
On This field displays the date the record was last updated.
Current Step This field displays the current workflow step. For example, the step Author indicates

that the record has been created and is ready to be approved by the author to advance
to the next step in the workflow.
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Attribute (continued)

Description (continued)

Assigned to

This field displays the name of the user to which the current workflow task is assigned,
or Unassigned if the task is not yet assigned to a user. User with the proper permis-
sions can click on the named user to access the Task Assignment page and assign
the task to another user.

Note: When assigning a workflow task to a user, only users with permission to perform
the particular workflow task will appear in the User dropdown menu in the Task
Assignment page. Contact your Information Manager administrator if your are unable
to assign the task to the correct user.

Your Comments

This field allows you to add comments for the user performing the next step in the work-
flow. These comments will appear along with the task in the user's INBOX.

Notification set for

[Confirm this...] Displays the date/time for Information Manager to send the next work-
flow task notification email to the assigned user, if no action is taken on the task before
that date. Select Change Date to change the notification date and time.

Approve

Select to approve this workflow task and advance the record to the next step in the
workflow.

Modifying Existing Content

You modify existing content records by locating the desired record, editing the record, and saving your

changes.

When you save a modified record, the Management Console displays the preview page as described in
Reviewing Content, which you can use to review the record and submit it for approval or publication,
depending on your user role and the defined workflow.

Important! The Management Console does not automatically save data as you edit fields. You must
explicitly save your work using the Save option provided on the edit pages. If you select a different task or
navigate to another page prior to saving your work, you will lose any unsaved data.

To edit a content record:

1 Select the record of interest from a list, a task list, or a list of search results

The content Preview page displays.
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2 Select the Edit option from the Content Properties section of the Preview page:

3
4

Content Properties

Displayed Wersion 1.1
Published Mare

Last Modifiad History [F]

Super Admin
04/07/2005 01:33 PM

Valid Display Dates
Starting 04/07/2005 01:13 PM
Through Open

Content Metrics
Metrc Count Accessed
Impressions0 Mone

Yiews
Crermo

Categores
Services
Products

User Groups
InQuira User Group

Edit [F]

Done [E

The Management Console displays the Edit Content page.

The Edit Content page displays the various required and optional form fields, which are determined by
the content channel definition. See “Filling in Content Record Fields” on page 23 for an example of
adding information to a content record.

Enter the required and optional information.

Select Save Only.

The Information Manager displays a preview of the new content record, as described in “The Content Section
of the Preview Page” on page 30

Invalid Characters

Some special characters are removed from Information Manager records during the save process. These

characters are the Hexadecimal versions of the unicode characters.
Characters between the following ranges are removed:

0x00 and 0x08 (Control Characters --> NUL, SOH, STX, ETX, EOT, ENQ, ACK, BEL, BS)

0x0B and 0x1F (Control Characters --> CR, SO, SI, DLE, DC1, DC2, DC3, DC4, NAK, SYN, ETB, CAN, EM,
SUB, ESC, FS, GS, RS, US)

The following characters are invalid:

Ox7F and 0x84
0x86 and Ox9F
0xFDDO and OxFDDF
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Ox1FFFE and OX1FFFF
Ox2FFFE and Ox2FFFF
Ox3FFFE and Ox3FFFF
Ox4FFFE and Ox4FFFF
Ox5FFFE and Ox5FFFF
Ox6FFFE and Ox6FFFF
Ox7FFFE and OX7FFFF
Ox8FFFE and Ox8FFFF
Ox9FFFE and Ox9FFFF
OXAFFFE and OXAFFFF
OxBFFFE and OxBFFFF
OXCFFFE and OxCFFFF
OXDFFFE and OxDFFFF
OXEFFFE and OXEFFFF
OXFFFFE and OxFFFFF
Ox10FFFE and Ox10FFFF

Viewing Content History

You can view the history of a content record using the Content History page. Authorized users can delete

history information.
The history page displays:
» The date and time the record was saved.
» The users who have saved each version of a record.

» The record version. For additional information, see “Comparing Record Versions” on page 44.

The workflow step at which the record was saved.

« Comments entered during the workflow approval process.

Content History

Combent History Records Found (7Y English

Date User ¥Yer Action wWorkflow Comments

0&M0/2007 0Z2:01 PM - Other User 1.0  Published Wisur (53]
Of/ 10,2007 0Z:01 PM | Other User 0.2 | approwed | Publish Looks gooc Wiaw (53]
O&/10/F007F 0F: 00 PM Other User 0.7  approwed  Review Wisur (53]
08102007 0z 00 PM | Other User 0.2 Ediked author Wiaw (53]
08102007 01:59 PM Other User 0.1 Rejecked  aAuthor Flease clarify this operation occurs in the Contert Wiaur (53]

tab,

08/10/2007 01:01 PM test user 0.1  Approvsd  Heview Wiewr [33]
080952007 4:47 PM  tast usar 0.1 Crestad futhor Wiewr (2]

Delate Content History D
Cone (3]
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Reverting a Content Record to a Previous Version

You can revert a content record to any previous version displayed in the history list described in “Viewing
Content History” on page 38.

 Select a version of the content record from the list in the Content History page.
» Go to the Properties tab and select Revert to this version:

Properties Byl oo =t

Displayed Wersion 1.1
Published Wersion 3.0
mMaster Locale English
Document ID S2482
Categories

Referance Guide
Application Development
Caonfiguration
Infarmation Manager
Installation

2.1

¥alid Display Dates
Starting 08/26/2008 09:41 AM
Through Open

Yiews
General

User Groups
Customers
Internal
Partners

Revert h@is Wersion (3]
Bypass Work#dw /Publish (37)
Place In Workflow (3]

Check Out (3]

Done |:]
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Related Content Records

You can associate a record with one or more other records. To associate the current record with other
records, select Add Related Content:

Properties ﬂ Feedback

Owner Change
Super Admin L

Created

Super A&dmin
08Me/2007 11017
A

Last Modified Histo
Super Admin I.jj
08f1&6/2007 11:17

A

Review Date Resat |':]
11/14/2007 10:16 AM ’

Add Relafed Content (33
Redireci-Jocument |:]
Search For Similar Content (33

Compare WYersions (3]
Side by Side Wiew (3]
Done (5]

LN -

This will bring up a Find Alias Target page. Enter text and/or other attributes to locate the desired content
records, select the records from the returned list, and select Related Selected Records.
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Find Alias Target in Solutions I

search All Atiributes

Supports wildeard and baelean searching,
Original Author

Ertar ather the user's first mame, last mame, oF 2 combination of both,

Docunent Dwner

Erter aithar the usar's first name, last nams, oF & combination of both.
Lact Modified By

Erter either the user's first name. last name, or 3 combination of both,
Caca Mumber

Erter the exact Gaae Humbern Do not uze wildoards,
Locala

Ergli=zh i

Lock Status

Mry Shedus

WorcFHow
[~ Selact = warcfion stan - B
work Teams
|-- 5elect & vork t=am -- i
Published $tatus

I Sny erabus i

Content that starts on or aftar Lontent that ends on or bafore

Data Timne Drate Timna

AM.

A l.
Sort By
Sart By Date Madifiad

vax Records Returmed

o0 5
Top Lewel

Available Cateqories Selected Catoqories

B Produds Add (] -- Ho records selacted at this time --
B Tomis add ()

2 Match all of the Selected Cabsgones
& b Any of the Selec=d Categarizs

Finad @
Cancel fi]

ORACLE KNOWLEDGE INFORMATION MANAGER CONTENT AUTHORING GUIDE ORACLE



42 REDIRECTING CONTENT RECORDS

The related content records then appear in the content data section of the preview page:

Related Content Records
564 Remove (3]
575 Remowe (]

Add Related Content (3]

Redirecting Content Records

When a record is made obsolete by a newer, similar record, you can redirect links created to the old record to
the new record. Though the old record is still available through the Management Console, only the redirected-
to record appears in the search results on the client. This redirection is done on the Information Manager
client through the Information Manager tag library and is external to the Management Console.

To redirect from an old to a new record, preview the old record and select Redirect Document from the Info
portion of the content data section:

Propertias Feedback

Owmer Change
Custorner Service L
Agent
Created
Customer Service
Agent
OFF25/2007 07121
PM
Last Modified Histor
Customer Service :5
Agent
O7F25/2007 0721
P M
Review Date
Unassigned
Add Related Content |:]
Mdiﬁft Document (3]
Search For Sindar Content (3]
Done |:]
L -
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This will bring up a Find Alias Target page. Enter text and/or other attributes to locate the newer content
record, select the record from the returned list, and select Redirect to selected record.

Find Alias Target in Solutions s

search All Atirbutes

Bupports wildeard and baclean searching,
Original Author

Ertar ather the user's Arst nama, last mname, oF 2 combination of both,

Document Dwner

erter aither the user's first name, last nams, oF 2 combination of both.
Lact modificd By

Erter either the user's first name. last name. or 5 combination of both,
Caca Mumber

Erter the exact Caae Humbern Do not uze wildoards,
Lo ala

Erglizh i

Lock Ftatus

Sy Shedu s

WorkHoawr

I-- selact 3 workflow stap -- i
Work Teams

I" Select & work b=am -- i
Published “tatus

I SRy eEats i

Conbant that starts on or afbor Content that ends on or bafore

Data Tne Drate Timna

am [El iy am [E]

Sort By
Sart By Date Madifizd

Max Records Retumad

o =l
Top Lewel
Available Cateqories Selected Cateqories

B Produds Add (] == Mo records selacted at this time --
M Topic Add (2]

': Match gl of the Selected Categories
& Mot Any of kthe Seleck=d Categarizs

Find ()

Cancel |'£'|
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The redirected-to content record then appears in the content data section of the preview page:

Propertias ﬂ Feedback

Owvrner Change
Custorner Service L
Agent

Created

Customer Service
fgent
07f25/2007 07121
P

Last Modified Histo
Customer Service F,j
fgent

07/25/2007 07121

P

Reviewr Date
Unassigned

Add Related Content (33
Redirected To 571
Reassign Redirection (]

Clear Redirection (3]

Search For Similar Content (33

Done (3]

LN -

Comparing Record Versions

Each time a record is edited or published, a new version of the record is created. How each version
increments depends upon whether or not the channel containing the record has workflow:

« If the channel has workflow, the record version increments by one tenth (0.1) each time it is edited and
by one (1.0) each time the record is published,

« If the channel does not have workflow, the version always increments by one (1.0) whether you select
Save or Save and Publish.
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You can compare versions of a record by selecting Compare Versions in the Info portion of the content data
section of the previous page:

Propertias Feedback

Owmer Change
test uszer s

Created

test uzer
08/09/2007 04:47
=]

Last Modified Histo
Other Usar Fﬂ'_%]
081072007 0201

PM

Review Date
Unassigned

Redirect Document [
Compare :frsiuns =
Side by e View (3]
Done [33)

L -

The latest version of the record is displayed in the Compare Versions page. In the upper right hand corner of
the page, select the an earlier version of the record to compare. Text that was added since the previous
version is shown underlined in green and text that was deleted is shown with a strike through in red:

CDmpEIrE', Versions Betwesn 2,0 Amd

1.1
0.1

Doss 1M frads contant records that gat delstad?
Solution

When a cantent record gets deleted fram [M, the record gate delzsted ffom the databace. Tha only placo whors
dedatens geb Delelions are tracked in the <IWM_HOME=Aogsf IMADMIM aud tzontent 10g & files. The
information included in the loghle wds doss not contzin the content of the record. Below s an example resesrd
bui thara might be soma usaful info that you could yse of what the ertries a= lnok like The type field describas
whal wag done tothe record. The number 2 idertifies this ecord as being deleted. Thers is slzo a
“docurmentic” field that containg the doc 10

Legend st the top of the aodit log

CREATETIMEST AME|TYPETEERGUID|MEERLCGIN| SO TEN T TEX TFIB D O M TR T TE T UL GO TEM T
COMTENTCHANMELREFEEV|LOC A LEGU DM AR ERZICH BINOREY EFREI0MEEPOEI TORYGUIDEEF ORI TORYEE
[PADORESS| SESZ IO (DD U MEA TIDDOCT M EN TOWHERID DIEPLAYETARTDATEDIEP L VEH DDA TE M ARTE

Example of a log entry

L1E5630 1 32064 102162 L 23060520 e d2S200001 . 7T R UPER) 00276300 £100 11 ¢ 1 dF 2 TEFI0T 20027300101 1 Lol dTaFETO0FE
001491 82266011 100eas ecfO0 TR TES T 01 I30BS- 200-4L AC-BAAA-DDFALGTAB I T 100027 23321201 10 ¢ afef3ad00 7 fa]
f2eIN LinalZE W Drpntped g 02192188 1 23500 3 ad-e d2 52009 01-FES 0070411 159:25:00 Etcd ST ¥ards with o —
dash, ‘mngle’ “double™ quoles
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You can select Side by Side View to view the versions side-by-side:

Side by Side View
English Version [1.0 [5]

Content Entry Fields

Title:
Does [M track content records that gat deleted?
Fulution

Wher a content record gets deleted fram M, the record gets
deleted frnm the database. The only place wheare deletions get
tracked is in the <Ibd_HOME =1 og=/IdaDbdINaudit'content log
fileg. The info included in the logfile doee not contain the content of
the record, but there might be sorme useful info that you could

uze. Below is an example of what the entries look like. The type
field descnbes what was done tothe record. The number 2
idertifies this recard as being deleted. There ic slso a
“docurmentid” fizld that containg the doc id.

Legend at ihe top of the audit log:

CREATETIMEST AL P TYPE|EERSGUIN USERLOCIHCON TENTTELTE
CONTENTCHANMELFEFKEYLOC AL BGUIT LA TORYEREION [MDTOREY
1P ADDRESEEES SLOHMID DO URLEM TID DOC U MEN T M ERID|DEEFL.

Example of a log entry:

TLEZAAR 320421921 621 255503 al-2d D SEO000] - PESA| STTPER| 0027439 0F101 1
00128 12REFE01 1100 eefe dTIIVfef TEST|CA L S22E 5. 520041 AC.BAA A ODF.
2oLV Lac M Z RIS W pats B g TP 165123 3653 42- 0cl 320500 L TE3200
10-26:00 B/ CRAT) W oedls wath o — dashy, “single’ “double” guoies

English Wersion 2.0

Tithe
Doms IM track content records that get delabed?
Solution

When a confert record gels deleted from I, the recard gets
deleted from 1he databaze  Delstions are tracked in the
<Ihl_HOME=lo g MAD WINE udit fconient [og files. The information
included in the logfle does not contain the cortent of the record.
Balow iz an cxarmple of what the entrizs loak ke, The tyoa field
deschbes what was done 1o the record, The number £ identifies
ihis record &5 heing deleted  There 1= also & “dacumenhie field
that contzins the doc (D

Legend st the top of the sudit log:

CREATETIMEST &AM TYFETEER D USERLOOTH| CONTEN TTEXTF
COHTENTCH ANNELREFEEY|LOC AL ESU T M ATORVERSTOH D INOR"
IFADDEESEESEION ID| D T MENTID| DOCTMEN TOWHNERIDDIZF L

Exatrple of a lag eniry:

HIEIGAZ21 520 219 2158 1 235600 R a2-ed 2500990 -7 EA S TP ERONZVE32A101
001491 2202011100268 ¢ ADITFe] TEST)C61 SICB 5 520041 AC BA4 & 0DF
Je2 eIV Lo MIZ H) WO pratp v S gl TO2|1021 621235463 a2 -2 2 SE0000L - FES|200
L7:20:00 Bto R TNV ord e with o — daaby, “eple’ © doubls” gquotes

Deleting Content from Information Manager

You can delete content records from Information Manager by generating a list of records, selecting the record
or records to be deleted, and then selecting Delete Documents from the pull down menu in the lower right

hand section of the page.

Documents
Solutions Documents Found (3)  Docurnents I Last Modified

Status

Master Identifier

Englizh Dezcending Sork By Date Modified

¥er Workflow Modified By Modified Date

i @ 588 Does IM track content records that  Published (2.00 2.0 test user 08/21/2007 11:21 AM
get deleted?

I 586 Mew record Published {z.0) 2.0 test user 08/21/2007 10:59 AM

585 Old Record Redirected 1.0 test user 08/20/2007 01:51 PM

Select All Unselect All

Master Docurnent
mTranslated Dacurnent

@ Lacked by vau
@ Lacked by vau

@ Lacked by zomeone elze
ﬁ Lacked by zameone elze

Add Solutions |3
Apply (33)

Cone (3

i-- ppply these changes -- '
-- Apply these changes --
Delete Docurnents

Publizh Docurnents k
Unpublish Docurnents
Fequest Translations
Change Categories

Change Owner

Change Start Date

Change End Date

Important! If arecord has external resources such as images or other binary files associated with it,
deleting the content record will also remove the external resources from the server.

Note: The Delete option is not intended for managing content publication. You can remove content from
publishing using the publishing dates in the channel definition. The delete option is not intended for

managing content publication.
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When a content record gets deleted from Information Manager, the record gets deleted from the database.
Deletions are tracked in the <IM_HOME>/logs/IMADMIN/audit/content log files. The information included in
the log file does not contain the content of the record. Below is an example of what the entries look like. The
type field describes what was done to the record. The number 2 identifies this record as being deleted. There
is also a "documentid"” field that contains the doc ID.

Legend at the top of the audit log:
CREATETIMESTAMP|TYPE|USERGUID|USERLOGIN|CONTENTTEXTPUBGUID|CONTENTTEXTGUI
D|CONTENTGUID|CONTENTCHANNELGUID|CONTENTCHANNELREFKEY|LOCALEGUID|MAJORV
ERSION|MINORVERSION|REPOSITORYGUID|REPOSITORYREFKEY|WORKFLOWSTEPGUID|
IPADDRESS|SESSIONID|DOCUMENTID|DOCUMENTOWNERID|DISPLAYSTARTDATE|DISPLAYEN
DDATE|MASTERIDENTIFIER

Example of a log entry:
1183642213296|2|1921681235663a2-ed25809901-
7f5d|SUPER||0027639bf10111e1d7a787007fe8|0027639bf10111e1d7a787007fe9|
0014912922f6011100ee8edf007fef| TEST|C6153CB5-5200-41AC-B4AA-
ODFA167AB175]|1|0|0027e33e180110cafef3ad007fe9| TEST73]||127.0.0.1
[r2clVLNoMZkQSWOpntpvSg|TO2|1921681235663a2-ed25809901-7f5d|2007-04-11 19:26:00 Etc/
GMT||Words with a ? dash, single? double? quotes

Linking Cases to Content Records

You can associate a record with specific cases in an external bug tracking or CRM system. To associate
cases with a record, select Manage Case Links from the Feedback portion of the data content section of the
preview page:

Properties | Info iESaulaElds

Content Metrics

Metric Count Accessed
Impressions0 ogfz1/z007
Case Links

Reuse Count u]
Document ¥alue 0

Manage Case gnks (&)
Add Recommendadon (3]
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An External Case Links page is displayed, where you can add a case number and description:

External Case Links

Enter a case number to assign below

Case Number*

10244
DescHpton

Unable to delete a content record|

Assign New Case (33)
Done [j

When you are finished linking cases to the record, select Done. The cases are then displayed in the
Feedback portion of the data content section of the preview page:

Froperties | Info el tETe S

Content Metrics

Metric Count Accessed

Impressions0 ogfz1/2007

Case Links

Case Mumber Yalue

10244 1

22431 1

Reuse Count z

Document Yalue 2

Manage Case Links (33
Add Recommendation (]
19
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Recommending Content

Information Manager allows users to recommend what content should be added in the future. To recommend
that content be added to the application, select Add Recommendation from the record preview page:

Propetties | Info EEalaEld s

Content Metrics

Metric Count Accessed
Impressions0 o8/ 21,2007
Case Links

Case MNumber Yalue
10244 1
32451 1
Reuse Count z
Document ¥alue 2

Manage Case Links (53]

Add Recumﬁendatiun |:]

L -

Alternatively, you can select Feedback from the navigation area:

EEDBACK

The Management Console displays the Feedback Management page.
 Select the Add option under Recommendations:

T =

Add | List

add | List

Add | List

_.5%| Find | List

B
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The Management Console displays the Manage Content Recommendations page:

Manage Content Recommendations

Submit Content fecomneendation

Titha

Description
L ElSouce | B I O ahe | x, x'

i

J,.
!

i |

O Femoue stylss delinition=

Case Humber

Solact Locale

Ernzlizh

Select the Content Channel this document will use*
Home .

Primtily

Haore l.

Lawe Content Reoominesnd atisn _]

Camcel (5]

 Specify the following parameters:

Title Specify a title for the recommendation.

Description Enter any descriptive information to assist the content author in providing the
appropriate content.

Case Number Specify an incident or case identifier if applicable.

Select Content Channel | Select the relevant content channel for the new content, if applicable. The
Management Console will display the available content categories for the
selected channel.

Available Categories Select the categories that this content should be assigned to.

Priority Specify an optional priority (Low, Medium, or High) for this recommendation.

Listing Recommended Content

To view the list of recommendations, select List:

=

add | Find | int'

-
ke
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The list of recommendations is displayed:

Manage Content Recommendations

Content Recommendations (3) misplay Enalish =]

Actions

Recommended Title Document ID Priority Status Requested by Created

1. [0 12532 £an%Ffind the log files Medium  Mew puthor Author | 08/22/2007 04:26 PM Perform ()
|_ Heed to docurnant h " B
2 [ AEE53 peposibor merge Mone M Author Author - 0G/227°2007 04;25 PM
faaturs et
Nead more detail on .
. O 42221 e e en R Mone M=w futhor Suther  02/22/2007 04:23 PM Perform (3)
Salact all Unsalact all

Deleta Solactad Content Recommmendatione (E]
Add Content Recommendation

Finding Recommended Content

You can search for recommendations by selecting Find under Recommendations:

This displays the Find Content Recommendations page:

Find Content Recommendations

Find Entry Falds

Lase Mumber
12552

Content Channals
O FAQa

(W Palicy

D Solutians

Recquieshed by
-- Gelact Ome -- =l

Completed by
-- Salact Ona -- i

Priorty
-- Select one -- B

Recommend Status
-- Balact CGre --

Find Becomniand ations LE]
Cancel
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Case Number Locate the recommendations associated with a specific incident or case
identifier.

Content Channels Locate the recommendations associated with a specific content channel.

Requested by Locate the recommendations created by a specific user.

Completed by Locate the recommendations completed by a specific user. A completed rec-

ommendation is one from which a new record is created. See “Completing a
Recommendation” on page 52 for details.

Priority Select to specify the priority for the recommendation: none, low, medium, or
high.

Recommended Status Select to describe the status of the recommendation. These include New,
various forms of Rejected, Content Created and Content Modified.

The records matching the Find are displayed in the list:

Manage Content Recommendations

Content Recommendations(1) Dizplay Englizh
Case # Recommended Title Document I Priority Status Requested by Created Actions
1. 0 1zsa3z 't f | Mediurmn  Mew suthor author  0&/22/72007 04:26 PM Darterm (3]
Select All Unsel=ct Al

Delete Selected Content Recommendations (3]

fdd Content Recommendation |

Completing a Recommendation

To create a record in response to a recommendation, list the recommendation and select Perform:

Manage Content Recommendations

LContont Rocommendations [(2) Display Englizh
Case # Hecommended Tile Document ID Priority Status Hequested by Created Actions
! Can't find the log files i .
1, [ | Les3z Mediom  New &uthor duthor  DE/22/2007 D226 FI Partarm (7)
Maed more datall on i
2. O 12z T T kona Haw Authar dutheor 0872242007 D4:23 PM ]
salact all Uneslact all q

Daleta selectad Content Recommandations 3]
Add Content Recomimenda ton ::I
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The recommendation is displayed. Select the channel in which to create the new record and add any
comments to the recommendation, then select Create content record:

Manage Content Recommendations

Submit Content Recommendation

Use this form to recormmend new content

Tide

Meed rmore detail on recommending content
DescrHption

Meed to describe how to complete 3 recommendation,

Select the Content Channel this document will use*

Solutions

Comments associated with acton

Create cqﬁt&nt record |j
Rejected - Duplicate Reject with sek_rted status (3]

Cancel |j

This will bring up the Add Content page, as described in “Adding a New Content Record” on page 21.
Completed recommendations are removed from the list of recommendations, but can be retrieved by doing a
Find with a Completed by that specifies the user who completed the recommendation, as described in
“Finding Recommended Content” on page 51.
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CHAPTER 3

Working with Tasks

You can define, generate, and manage tasks and task notification for users of your application based on
various content management events using the Information Manager task management facility.

The Information Manager task management facility automatically generates tasks based on configured
workflow processes and content lifecycle events such as content review dates. You can also define and
configure batch jobs to generate tasks based on content rating levels. See “Action and Notification Tasks” on
page 54 for a complete list of tasks.

The Information Manager notifies users of tasks based on the user roles, privileges, and notification
configuration defined for your application.

Administrators and users can access tasks based on their user profiles and privileges using the Management
Console Inbox, as described in “Listing Inbox Tasks” on page 56.

You implement Information Manager task management by:

 Configuring workflow processes as described in “Workflow Processes” in the Oracle Knowledge
Information Manager Administration Guide.

 Configuring task notification for users, as described in “Specifying Management Console User
Properties” in the Oracle Knowledge Information Manager Administration Guide.

Note: You can also implement task generation and notification based on the JSP tag library, and external
application processes via a Java based API.

You can report on task activity, such as average time to complete, number of open tasks, and task aging,
using the Information Manager Analytics application, as described in Analytics Administration Guide.

Action and Notification Tasks

Information Manager defines the following types of tasks:
 Action tasks
* Notification tasks

Action tasks are available to be assigned to and performed by end-users. Information Manager notifies users
about action tasks on the basis of the workflow process steps that are specified in their assigned security
roles. For example:

* Information Manager generates a task when a content record in the Release Notes channel enters a
workflow step called Release Note Approval

» Users having security roles that include the Release Note Approval privilege will see the task displayed
in the Inbox
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ACTION AND NOTIFICATION TASKS

Action Tasks

Description

Workflow These tasks are created when content records progress through a defined workflow
process prior to publication. See “Workflow Processes” in the Oracle Knowledge
Information Manager Administration Guide for more information.

Translation These tasks are created when an authorized user or process determines that a

content record should be translated. Information Manager requires a separate request
for each locale, and generates a task for each request.

Content Review

These tasks are created when an authorized user or process determines that a
content record should be reviewed. The review process is not tied to a workflow
process.

Recommendation

These tasks are created when an authorized user or recommendation form requests a
new document in the channel.

Survey Answer

These tasks are created when a survey response record is created within a channel.
An email is sent to users who are authorized to see the results of a form and have
expressed an interest in their user profile. See “Feedback and Collaboration Features”
in the Oracle Knowledge Information Manager Administration Guide for more
information about surveys and responses.

Notification tasks are the results of Information Manager processes that the user is authorized to receive
information about. Information Manager typically notifies content owners for content-related notification tasks,
such as content expiration; other notification tasks, such as data import completion, notify a specified email

address.

Notification

Description

Expiring Content

Notifies content owners when content is due to expire based on a specified date or
time period. Authorized users can specify content expiration as a default time period
within the channel definition or on an individual record basis.

Workflow Progress

Notifies content owners of content progress within the workflow.

Delinquent Workflow

Notifies content owners when content is in a workflow step longer than the specified
queue time.

Rating Analysis

Notifies content owners of content that exceeds or falls below a rating analysis batch
job threshold. See “Scheduling Batch Jobs” in the Oracle Knowledge Information
Manager Administration Guide for more information.

Publish Notification

Notifies content owners of content that has been published.

Lost Password

Emails user password when requested from the IM login page.

Inactive Account

Notifies the administrator when a user's account is set to inactive after too many failed
login attempts.

Content Subscription

Notifies content subscribers of updates to content records.

Forum Subscription

Notifies forum subscribers of updates to forum topics.

Forum Moderation

Notifies Discussion Forums moderators when abuse is reported, or when other filters
identify issues with forum content.
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Listing Inbox Tasks

You can manage the tasks that are available and assigned to you using the Management Console Inbox.

To view your available and assigned tasks, select Inbox from the navigation area:

ome Super Ad

The Task page displays your current task list:

Tasks Filtars uzar tact Bl skitiz on [B] -- sssignmence -+ [B] | cema El | =citions El | salizh E
Acsigned to tect ucer (5]
Age Details Typed Priovity @
[0 ibhrs 32 - Printer color diffsrent from dizolay work Flow Tech Review Wane
O 1izhe F32 - Tranzlation and =kills routing work Flow Tech Review Wane
[0 20Dau= 23 - test new conbent march 7 work Flow Tech Review Wane
[0 27D0aux 456 - Here is an artids work Flow Editor Review Hane
[0 2202 55% - how 4o synch songs to iphans work Flow Tech Review Wone
Seleck ol Unzelec Al
Ro-Queus (73] tloea Task (7]
Available to test user (2)
Age Details TypeB Priority @
O iekes Can't find tha lag filas Facommaendation Wome
O 212rmes Hzad to docurmant repesitars rmerss faabare Recommmendation o
O 1ekes Hzad mars detsil en recoramanding combans Recommendation Ko

Celect All Unzzlzct mll
Assign to Selected User () Close Task (53]

Filtering the Task List

You can use the Filters at the top of the Inbox page to filter the task list.

=

Filters user test skills On -- Assignments -- -- Wiews -- -- Channels -- -- Locales --

The available filters are:

User Select to view the tasks assigned to other users.

Skills Select Skills On to list only the tasks associated with the records that have the same categories
and the user categories. It is considered a match if a user or record is set with a subcategory and
the other is set with a main category. See “Content Categories” in the Oracle Knowledge
Information Manager Administration Guide for more information on Information Manager
categories.

Select Skills Off to ignore category matches when listing the tasks.

Assignments Select Assigned to list only the tasks assigned to the specified user. Select Unassigned to list
only the tasks available to the specified user.

Views Select a view to list only the tasks associated with the records in that view.
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Channels Select a channel to list only the tasks associated with the records in that channel.

Locales Select a locale to list only the tasks associated with the records for that locale.

Viewing Task Details

You can view details about a task by selecting the task item in the Details column of the Inbox:

User Experience Mana@ gloszary antry

The Management Console displays task details in the appropriate page for the selected task type. A
Translation page is shown in the example below:

Translate Translation based upon English Version 1.0 5] Task Details Hide

Task Type  Translation

Sakus Haw A —
dta Usazalensi Assign bo ma []
- bR Modify Assigrnvant (5]
L] LI 2T/ 20086 D148 BM Ha =
Prisaity Hona e Lzl
Problam Title Problen Tithe* (Enter o Brbed vicle Tor chiz solutian)
Brocumentation for Seoured File Attribute
Sy
This is & test documnaent s
Problan
[E] Sowce ':'!.- A | s O 4 = N -
B I U & | x x'||[Zi= ;t|:@f1.|
40= a3 -l

Save Docunent ()
L vl ()

The details page (the Translation page for this example) displays details based on the type of task that you
select. Users can use the Assign to me option to assign available tasks to themselves. Users having the
required privilege can also use the Modify Assignment option to assign the currently displayed task to
another user. See “Assigning Tasks to Users” on page 58 for more information.
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Assigning Tasks to Users

Authorized users can assign available tasks to other users from the Inbox's Tasks page. You can assign
multiple tasks to a selected user from the Task page as described in “Assigning Multiple Tasks to a User” on
page 59.

To assign a task to yourself:

1 Select the task in the Details column from the list of available tasks (tasks not assigned to you)
The Management Console displays the appropriate page for the selected task type.

2 Select Assign to me in the Task Details portlet

To un-assign a task assigned to yourself:
1 Select the tasks to close using the tasks' checkboxes in the list of tasks assigned to you
2 Select Re-Queue

To assign a task to someone else:

1 Select the task in the Details column
The Management Console displays the appropriate page for the selected task type.

2 Select Modify Assignment in the Task Details portlet
The Management Console displays the Task Assignment page for the selected task type.

3 Select the user to assign the task to from the User dropdown list
4  Select the task priority from the Priority dropdown list
5 Select Assign Tasks
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Assigning Multiple Tasks to a User

You can assign multiple tasks to a user from the Tasks page.

1 Select the desired user in the Tasks for field:

Tasks For: | Super Adrin ;I

Super Adrnin
[IMCoc Adrninistrator
iRecky Brovie

Frida Fantrnaister
Sam Smith

2 Select the tasks to assign in the Available Tasks list using the checkboxes

3 Select Assign to Selected User:

Assign to Selected Eser )

The Management Console assigns the selected tasks to the selected user.

Performing Tasks

You can perform tasks that are assigned to you, or for which you are eligible by selecting the task in the Inbox
area.

Note: If you perform an action that satisfies a task from another area of the Management Console, for
example by locating, selecting, and editing a content record from a search results list, Information Manager
will update the task manager just as if you had performed the task by selecting it from the Inbox.

When you select a task, the Management Console displays information about the task and a link to perform
the task. When you select a link to perform a task, the Management Console displays the appropriate
functional page. The action of selecting a link will activate the appropriate Task Handler designed to manage
the select task.

To perform a task:

» Select the task in the Age column from the list of assigned tasks (tasks assigned to you)
The Management Console displays the Task History page for the selected task.

» Select Perform

» Complete the task as appropriate for the task type

The Management Console automatically closes performed tasks. Closed tasks remain in the task list until
removed by a scheduled process.

The Management Console closes the task. Closed tasks will remain in the task list, but can be removed by
scheduling a Delete Closed Tasks batch process, as described in “Deleting Closed Tasks” in the Oracle
Knowledge Information Manager Administration Guide.
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Ilgnoring Tasks

Authorized users can close an assigned task without performing it using the Ignore option on the Tasks page.

To ignore a task:
 Select Ignore in the Actions column for the selected task:

Re-Queue (53] Ignu? I Perform [>2]

The Management Console changes the status of the task as described in “Listing Inbox Tasks”. Ignored tasks
will remain in the task list, but can be removed by scheduling a Delete Closed and Ignored Tasks batch
process as described in “Deleting Closed Tasks” in the Oracle Knowledge Information Manager
Administration Guide.

Note: You can use the Restore option in the Actions column to change the status of an ignored task back
to Open:

Resto
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