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Audience

Preface

This user's guide provides concepts and procedures for people who use Oracle
WebCenter Content.

This document is intended for people who view or update documents and document
information stored by Oracle WebCenter Content through a web browser, mobile
device, or desktop integration. People using Oracle WebCenter Content should have
skills similar to those necessary for web browsing and using office applications.

Documentation Accessibility

For information about Oracle's commitment to accessibility, visit the Oracle
Accessibility Program website at http://www.oracle.com/pls/topic/lookup?
ctx=acc&id=docacc.

Access to Oracle Support

Oracle customers that have purchased support have access to electronic support
through My Oracle Support. For information, visit http://www.oracle.com/pls/
topic/lookup?ctx=acc&id=info or visit http:/ /www.oracle.com/pls/topic/lookup?
ctx=acc&id=trs if you are hearing impaired.

Keyhoard Accessibility

For information on keyboard shortcuts that can be used to navigate the Oracle
WebCenter Content User Interface, see Keyboard Shortcuts in Developing Web User
Interfaces with Oracle ADF Faces.

Related Documents

The complete Oracle WebCenter Content documentation set is available from the
Oracle Help Center at http:/ /www.oracle.com/pls/topic/lookup?
ctx=fmw122120&id=wccdocs.

Conventions

The following text conventions are used in this document:
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Convention

Meaning

boldface

Boldface type indicates graphical user interface elements associated
with an action, or terms defined in text or the glossary.

italic

Italic type indicates book titles, emphasis, or placeholder variables for
which you supply particular values.

nmonospace

Monospace type indicates commands within a paragraph, URLs, code
in examples, text that appears on the screen, or text that you enter.




What's New and Changed in This Guide

This chapter introduces the new and changed features of Oracle WebCenter Content

and other significant changes that are described in this guide, and provides links to
additional information.

This chapter contains the following sections:
¢ New and Changed Features for 12c (12.2.1.1)

* New and Changed Features for 12c (12.2.1)

New and Changed Features for 12¢ (12.2.1.1)

The following are new and changed features in the WebCenter Content user interface
for the 12¢ (12.2.1.1) release:

e Trash feature. See Deleting Libraries, Folders, and Documents.

¢ Integration of Oracle Documents Cloud Service with the Oracle WebCenter
Content user interface. See Working with Oracle Documents Cloud Service.

¢ Document upload through a scanner. See Uploading Documents from a Web
Browser.

New and Changed Features for 12c (12.2.1)

The following are new and changed features in the WebCenter Content user interface
for the 12¢ (12.2.1) release:

* Annotation support for documents. See Annotating Documents.

* New user interface designed to reduce clutter.
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Part |

Getting Started with Oracle WebCenter

Content

Oracle WebCenter Content includes a completely reworked and robust user interface
as well as the ability to use all features previously available in our native user
interface.

This part contains the following chapters:

Introduction to Oracle WebCenter Content

Accessing and Navigating Oracle WebCenter Content
Understanding Content Management

Understanding Documents and Document Properties
Understanding Libraries

Understanding Folders

Understanding Document Workflows






1

Introduction to Oracle WebCenter Content

This chapter provides a general introduction to Oracle WebCenter Content and
describes some of the many benefits to your organization WebCenter Content
provides. It covers the following topics:

e About This Guide

* What is Oracle WebCenter Content

¢ Benefits of Using WebCenter Content
* Basic WebCenter Content Concepts

e Basic WebCenter Content Tasks

1.1 About This Guide

This guide details how to use Oracle WebCenter Content. It is divided into the
following parts:

e Part I: Getting Started with Oracle WebCenter Content

¢ Part II: Using the WebCenter Content User Interface with Oracle WebCenter
Content

¢ Part III: Using the Native User Interface with Oracle WebCenter Content

¢ Part IV: Using Other Ways to Work with WebCenter Content

Part I provides overview information about Oracle WebCenter Content and content
management and includes concepts common to all ways of working with WebCenter
Content. Part II includes information on using the features available in the WebCenter
Content user interface, while Part III details how to use the features available in the
native user interface. Lastly, Part IV provides information about accessing Oracle
WebCenter Content through desktop applications or through a mobile device.

The information contained in this document is subject to change as the product
technology evolves and as hardware, operating systems, and third-party software are
created and modified. Due to the technical nature of browsers, databases, web servers,
and operating systems, Oracle cannot warrant compatibility with all versions and
features of third-party products.

1.2 What is Oracle WebCenter Content

Oracle WebCenter Content manages information you use every day. Information
found in e-mails, reports, memos, slide presentations, and more. Oracle WebCenter
Content stores it, organizes it, and secures it so that only the people needing the
information have access to it. And most importantly, it helps you find it quickly when
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you need it and view it through a standard web browser, even if you do not have the
software that created the document.

1.3 Benefits of Using WebCenter Content

Communication fuels organizations and helps them effectively coordinate and execute
everything from global business plans to personal task lists. Necessary information in
today's organizations is captured in office documents, personal e-mail, memos, video
conferences, and a variety of other types of unstructured content. Left unmanaged,
critical information is lost, business processes become strained, the right people don't
have the right access to documents, and you make poor decisions based on inaccurate
and outdated information. Oracle WebCenter Content lets you find critical
information in a comfortable environment, with applications you already use every
day.

Designed for You

You can contribute documents using a standard web browser, but also through
Windows Explorer and familiar desktop applications such as Microsoft Word, Excel,
and Outlook. You can route a critical contract through a workflow, allow others to see
the latest design specifications, or upload a training video for your team. Oracle
WebCenter Content brings you drag-and-drop convenience for uploading documents,
and you have the choice to find and view content in a variety of ways using Windows
Explorer, your favorite web browser, or even your Apple iPad, iPhone or Android
device.

Saves You Time

How many hours have you spent trying to find one critical bit of information about a
project, customer, or legal challenge? Was it in an e-mail? Did you see it in a slide
presentation? Oracle WebCenter Content brings a powerful way of searching to help
you filter and retrieve the information you need quickly.

Reduces Your Risk

With the increase of documentation-intense compliance mandates, the need to store
and retrieve compliance evidence has also increased. Using Oracle WebCenter Content
records management capabilities enables you to manage records and retention policies
and easily retrieve the information, saving you time and reducing your risk.

Meets Your Needs

If your content management needs extend into rich media industries such as
advertising, distance learning, web development, or other lines of business requiring
use of images and video, Oracle WebCenter Content allows you to manage such
digital assets simply and effectively. Store high-resolution source videos on one server
while resized conversions are served out of a separate streaming server. Or group
advertising collateral for a catalog in a folio, route it through a workflow, then zip it
into a compressed file for distribution to a vendor. All these options are possible with
Oracle WebCenter Content using the native user interface.

1.4 Basic WehCenter Content Concepts

Oracle WebCenter Content provides an automated system for sharing, managing, and
distributing business information. This information can be in documents or some
other type of content, and in this guide the terms document, content, and file are often
used interchangeably. In some cases, for example if image conversion is enabled,
multiple files may be managed together as one document. Whatever term is used, the
information is being stored electronically and is managed as a single item. Oracle
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WebCenter Content manages the item by providing a means for you to find the
information you are looking for while controlling access to the document so that only
authorized people can use it.

You can access current information quickly and securely from any standard web
browser. You can manage letters, reports, engineering drawings, spreadsheets,
manuals, sales literature, and more, in one powerful content management system.

For typical business document management, Oracle WebCenter Content offers an easy
and intuitive user interface with drag-and-drop convenience and sophisticated
searching capabilities through the WebCenter Content user interface. If your needs
require a more specific feature, such as managing videos, images, or records, then the
native user interface provides a fully featured and familiar user experience. In
addition to accessing your content through a web browser, Oracle WebCenter Content
provides several alternatives for those who want an experience more integrated with
their office applications, or for those on the go. Desktop and WebDAYV interfaces allow
you to perform primary content management actions from your desktop using folders
and files to represent documents, and applications are available for accessing your
documents from your Apple iPad, iPhone, or Android device.

1.4.1 Useful vocabulary

The following terms are used throughout this guide and it is useful to understand
their definitions.

Term Definition

WebCenter Content  An easy and intuitive user interface offering drag-and-drop

user interface convenience and sophisticated searching capabilities. This user
interface was introduced in Oracle WebCenter Content 11gR1
(11.1.1.8.0). For more information, see Part II.

native user interface A feature-rich user interface offering a familiar user experience for
those who need to manage rich media beyond traditional office
documents, including images, records, and videos. For more
information, see Part III.

content server Oracle WebCenter Content uses a content server as a repository for
storing and managing your documents. Multiple content servers can
be used to help your company manage performance or to separate
content to provide additional security or features.

document, content Any file uploaded to Oracle WebCenter Content is referred to as a

item, file document or content item interchangeably. They are discreet items
tracked by the content server even though they consist of metadata
and one or more files, revisions, or renditions.
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Term

Definition

metadata

Metadata is information about a document, such as the title, author,
release date, and so on. You can use metadata to find documents in
WebCenter Content, much as you would search for books in a library
by author or subject. When you upload a document, you assign some
metadata values, while Oracle WebCenter Content assigns some
metadata values automatically. The metadata is stored in a database
that works with Oracle WebCenter Content.

To simplify metadata entry and selection, libraries and folders have
metadata predefined. When you upload a document to a particular
library or folder, the document is assigned the predefined metadata,
as well as any metadata you specify. In some cases, your system
administrator can create Profiles that specify which metadata values
are displayed when you upload, search for, or view documents and
document properties.

It is important that you understand your organization's metadata
fields and always assign metadata carefully. Proper metadata makes
documents easier to find, and ensures that only users who have the
proper permissions can access a document.

document properties,
content information

Document properties and content information are used
interchangeably in this guide. They refer to the metadata associated
with a file uploaded to Oracle WebCenter Content as well as other
associated information. Associated information can include
additional renditions, revision history, security and sharing options
and any file attachments, among others. The terms are specific to the
information in Oracle WebCenter Content and do not refer to
document properties associated with a file outside of WebCenter
Content, such as those assigned by Microsoft Word, Excel, and other
applications.

search

Search for documents using metadata. If full-text indexing has been
configured by your system administrator, it also allows you to search
for text within documents. In the WebCenter Content user interface,
you can apply filters when searching to refine your results. For
example, you can enter search terms then limit the search to libraries
only, documents you are following, just images or a variety of other
filter options.

browse

Browse through libraries and folders to find documents. As with
searching, in the WebCenter Content user interface various filter
options are available to you when browsing.
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Term

Definition

content repository

When you upload a document, the electronic file is stored in a content
repository. The original, or native, file is stored in a central repository
for native files. If your system has conversion features installed and
enabled, a web-viewable version of the file (such as PDF) is created and
stored in a special repository for web-viewable files. If you are not
using conversion, or if a particular file type cannot be converted, a
copy of the native file is placed in the repository for web-viewable
files.

Any user with the correct security permissions can view the web-
viewable version of a document or get a copy of the original file from
the repository of native files. Security permissions determine who can
view, revise, and delete a particular document.

The native file and any web-viewable files associated with a
document are called renditions. For example, the PDF version of a
document is a rendition of that document, as are the HTML and XML
versions.

revision control

To change a document that is uploaded to Oracle WebCenter
Content, you must check in a new revision to the repository. It is
good practice to check out a document prior to making changes.
Checking out the document locks it from being checked out by
anyone else, alerting them that you are making changes. Only one
person can have a document checked out at any given time, but
others can view the released version of the file.

When you upload the modified file back into Oracle WebCenter
Content, it is automatically stored as a new revision of the document.
You can view or copy previous revisions, but the latest revision is
displayed by default.

workflow

In some cases you may need someone to review or approve a
document before it is released for others to see. A workflow specifies
how to route content for review and approval before it is released to
the system. Each workflow can include multiple review and
notification steps, and multiple reviewers to approve or reject the file
at each step.

persistent URL

Every document in the repository for web-viewable files keeps a
permanent web address that does not change from one revision to the
next. The most current version is always displayed when you point
your browser to the persistent URL of a document.
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Term

Definition

Users

Content Server defines two types of users:

¢ Consumers: These are users who find, view, and print files from
the content repository. They do not have permission to create,
modify, or delete files.

¢ Contributors: These are users who create and revise files in the
content repository. They also have permission to find, view, and
print files.

In many Oracle WebCenter Content Server systems, the majority of

users are consumers. To safeguard the integrity of files in the system,

contributors must have a user name and password to check

documents in to or out of the content repository.

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

As of 11g Release 1 (11.1.1), user logins are managed with the Oracle
WebLogic Server Administration Console. Although an administer
can manage user logins in Content Server for special purposes, the
logins are not valid for authentication to Content Server until they are
created with the Oracle WebLogic Server Administration Console.

security groups and
accounts

You can set Oracle WebCenter Content security to control which
users can view, edit, and delete particular documents. In some cases
when you upload a file, you may have to specify a value for the
following security-related metadata fields:

* Security group: All users belong to one or more security groups.
They also have a specific level of access within each security
group determined by their role and the permissions the role
grants. The security group is a required metadata field for all
documents and may be assigned by default. Only the users who
have permission to that security group can work with the
document.

® Account: Accounts are an optional feature that your system
administrator can use to define a more flexible security model. As
with security groups, only users who have permission to a
particular account can work with documents that belong to that
account.
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Term

Definition

roles

A role is a set of permissions (Read, Write, Delete, Admin). For
example, as a team member, you can view a schedule (Read access),
but as the team leader, you may also have to update the schedule
(Read and Write access).

The system administrator assigns roles to users to define their level of
access within a security group. Available roles depend on your
company needs and are created by your system administrator.
Examples of typical roles are:

¢ guest: The guest role has Read permission to the Public security
group. Users can search for and view content in the Public
security group.

¢ contributor: The contributor role has Read and Write permission to
the Public security group. Users can search for, view, upload, and
download content.

* sysmanager: The sysmanager role has privileges to access the
Admin Server links under the Administration menu in the native
user interface.

permissions

Each role can have the following permissions for each security group:

¢ read (R): The person can view and copy files in that security
group.

¢ write (W): The person can view, upload, download, and get a
copy of documents in that security group. Authors can change the
security settings of a document if the author has admin
permission in the new security group.

¢ delete (D): The person can view, upload, download, get a copy,
and delete files in that security group.

¢ admin (A): The person can view, upload, download, get a copy,
and delete files in that security group. If this person has Workflow
rights, they can start or edit a workflow in that security group.
The person can also upload documents in that security group with
another person specified as the Author. Non-authors of a
document with document admin permission can change the
security settings of a document if the non-author has admin
permission in the new security group and optionally, account.

* Annotation Privileges: Based on the annotation privileges
granted here, the person can view, modify, and add annotations
on all the documents in that security group. The usual options
available are Standard (S), Restricted (T), and Hidden (H).

For more information on annotation security, see About

annotation security.
The permissions for a security group are the highest permission
defined by any of the roles for that group. For example, if you are
assigned Guest and Contributor roles, where guest is given Read
permission and Contributor is given Write permission to the Public
security group, you have Write permission to content in the Public
security group.
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Term Definition
access control list An access control list is an explicit list of individuals or groups with
(ACL) security permission to access or interact with a specific document.

Depending on how access control list security is configured, up to
three additional fields are available for use when adding, modifying,
or searching for documents:

e User Access List

* Group Access List

e Role Access List

Important: To use an access control list on a document, the document
must be uploaded to a security group that supports access control
lists, or the added security does not work. If you are uncertain if the

security group you are using supports access control lists, check with
your system administrator.

To use access control lists with documents, you assign one or more
predefined users, groups, or roles to the document. In addition, you
assign the permissions (Read (R), Write (W), Delete (D), or Admin
(A)) to each of the access list entries you specify.

For example, suppose you add a document and you want guests to
have read access and you want all logged-in users to have read and
write access. First, add the guest role to the document and click the R
(Read) permission icon. Then, add the authenticated user role to the
document and click the W (Write) permission icon to grant both the
read and write permissions.

If either role is valid for the user, they have the access specified for
the valid role. If both roles are valid for the user, they have the greater
of the two permission sets. If a user has admin level access to a
security group, then an ACL does not apply.

Important: If no access control list is enabled for a document, then the
document is available to any user whose security group and account
permissions allow them access. However, once a user or group has
been added to the access control list of a document, then users not
explicitly added lose access to the document.

Oracle Documents The cloud-based content management product from Oracle.
Cloud Service
(ODCS)

1.4.2 What are document libraries?

When using the Oracle WebCenter Content user interface, documents in the content
server are organized into libraries that can also contain folders and subfolders. There
are the following types of libraries:

* System Libraries, created and managed by Oracle WebCenter Content to organize
documents that are in a system process, such as checked-out or expired documents.
Documents cannot be uploaded to a system library.

* Enterprise Libraries, created by individuals to provide flexible security and
comprehensive document management used by an entire organization.

Documents are uploaded to WebCenter Content in the context of a library or folder.
To upload documents to a specific library or folder, you must navigate to the library or
folder first, and then upload the document. Doing so applies the correct metadata to a
document and organizes it in Oracle WebCenter Content so that you and others can
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find it. For detailed information on libraries and folders, see Understanding Libraries
and Understanding Folders.

1.4.3 What are folders?

Folders in Oracle WebCenter Content are used to organize documents so that you can
find them quickly by browsing the folder structure. There are three main types of
folders in Oracle WebCenter Content:

e Traditional folders, which are similar to folders you use to organize your files in
your computer file system.

¢ Cloud folders, which are a special kind of folders, allow you to copy content to and
from Oracle Documents Cloud Server.

* Saved searches, which are collections of documents based on search criteria you
have saved.

Traditional folders in Oracle WebCenter Content are like folders on your computer
with one important distinction: they have metadata associated with them. They can
automatically assign default folder metadata to the documents organized in them, and
you can easily change metadata for multiple documents by propagating metadata
assigned at the folder level to documents in them. Having default metadata or being
able to change metadata to a group of documents through propagation saves you
time. You can upload documents to a folder and know that they are secure and easily
found without having to manually assign security and other metadata, and you can
change the metadata of multiple documents easily when information changes.

Cloud folders are a special kind of folders created to allow copying of content to and
from the cloud server. They act as a link to a folder in Oracle Documents Cloud
Service (ODCS). If your company has integrated with ODCS, you can copy or upload
files to the cloud using a cloud folder, and you can access content on the go through
the cloud user interface.

Saved searches aren’t actually folders in the traditional sense, but rather they are
search criteria you have saved that are executed when you click a saved search. They
give you the experience of browsing through a file system while in reality searching
for content using metadata. For example, a saved search can be created titled
Documents Released Since October 2015 that when clicked displays all documents
released since the first day of October 2015 till the current date. The contents change
every day without people having to upload documents to a specific folder, because
clicking the folder tells Oracle WebCenter Content to find all documents released since
October 2015 and display them in a list.

1.4.4 What are shortcuts?

You can create shortcuts to any item (library, folder, or document) to which you have
access in Oracle WebCenter Content. A shortcut points to an item, allowing you a way
to quickly organize how you access items pertinent to you. For example, you may
work on several projects, each requiring a specification document, and each
specification document is stored in the associated project folder. You can create a
folder containing shortcuts to each specification document. So instead of having to
search through multiple project folders to find the documents you want, you can click
your folder and have shortcuts to all specification documents listed there for quick,
convenient access.
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1.4.5 What are favorites?

Each person's Favorites listing is private and always available in the side bar. You can
easily add to your Favorites folder by clicking the star on a document list or from a
document properties page. Favorites provide a quick and easy way to navigate to
those items you use frequently or those items you want to quickly find later.

1.4.6 How do I find content?

There are two ways of finding documents in Oracle WebCenter Content:
* Browsing

® Searching

In the WebCenter Content user interface, find content using the Search, Browse, and
Favorites links in the side bar. The first time you log in to Oracle WebCenter Content,
the Search link is active in the side bar and the latest revision of all documents in
Oracle WebCenter Content to which you have access are displayed in the content area.
In this view, all documents are displayed in a single flat list regardless of what library
or folder they may be in. You can review the documents in the content area or filter
the results using the search box above the content area. You can personalize this page
to display all documents, all libraries, or your favorites the next time you log in.

In the native interface, browse for content using the Browse Content or Content
Management trays in the side bar, or search for content using the Search tray, Quick
Search field, or other search form.

You can search for a document by its metadata, by full-text, or by a combination of the
two. Only the documents you have permission to view are displayed in the results list.

You can specify search terms for one or more metadata fields. Depending on how your
system is configured, you can use search operators that specify if the search term is a
whole word or part of a word, or if it appears at the start or the end of the field. You
can also use wildcard characters to match one more characters in a search term.

To simplify or customize the search form, an administrator can create one or more
metadata profiles that specify the metadata fields that are included on the form.

With the Quick Search function, you can search at any time from the home page. You
can specify a search term for a selected field or for all supported fields. If your system
is configured for full-text search, Quick Search also searches for the search term in the
text of documents.

1.4.7 Can | manage images and videos?

If Oracle WebCenter Content is configured to manage digital assets such as images or
videos, you can use the native user interface to quickly find, group, convert, and
download images and videos of various sizes, formats, and resolutions to meet your
business needs. This helps maintain a consistency of use across your organization. For
example, an organization's logo can be available in a variety of sizes for
advertisements, web pages, and presentation, or a company training video can be
available in a variety of formats for streaming on an intranet, presenting to an
audience, or copying to tape.
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1.4.8 Can | manage content through office applications?

Oracle also offers Oracle WebCenter Content: Desktop, which can enhance the
WebDAV client environment by more closely integrating with Windows Explorer,
Microsoft Outlook, Lotus Notes, and other applications. For more information, see
Accessing Managed Content Directly from Within Your Desktop Applications.

1.4.9 What are folios and how are they used to group content?

A folio is a logical grouping or framework to organize content stored in Oracle
WebCenter Content. Folios are available through the native user interface and useful
when you want to organize groups of documents, such as contracts or sales
information, that include some common components and some unique components,
and assemble them in a standardized sequence and hierarchy. Folios are also useful
when you want to create and review a group of documents as part of one or more
workflow processes.

With a simple folio, you collect one or more items in a single level. With an advanced
folio, you can organize content in a hierarchy of folders.

An advanced folio can contain folders, called nodes, placeholders for content, called
slots, and documents. These elements are displayed by default in a hierarchical
structure, similar to a standard file system.

1.4.10 What are workflows and how are they used to route content?

In Oracle WebCenter Content, the workflow process routes a file for review and
approval before it is released to the content repository. Users are notified by e-mail
when they have a file to review.

You can optionally sign and approve a file with an electronic signature which
uniquely identifies the contents of the file at a particular revision and associates the
signature with a particular reviewer.

You can create two types of workflows in Oracle WebCenter Content:

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

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

1.5 Basic WebCenter Content Tasks

Regardless of whether you access Oracle WebCenter Content from your desktop,
mobile device, or web browser using either the WebCenter Content interface or the
native user interface, managing your documents has several common factors:

* Logging in to gain access to your documents
¢ Finding the documents you need

¢ Viewing documents and their properties
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¢ Uploading documents you want managed
¢ Downloading documents you need
¢ Organizing documents in useful ways

¢ Sharing documents with others through workflows
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Accessing and Navigating Oracle
WebCenter Content

This chapter provides an overview of how to access and begin using Oracle
WebCenter Content. It covers the following topics:

* Understanding How to Access Oracle WebCenter Content

¢ Navigating Oracle WebCenter Content Using a Standard Web Browser

2.1 Understanding How to Access Oracle WebCenter Content

Oracle WebCenter Content offers a number of ways to find and view content,
including through office applications such as Microsoft Word and Windows Explorer,
and even through your Apple iPad, iPhone or Android device. The features available
to you depend on the device you use to connect and how you access Oracle
WebCenter Content. When accessing documents through a standard web browser,
Oracle WebCenter Content offers two distinct interfaces, each with their own unique
features, options, and web address:

To access Oracle WebCenter Content, a system administrator provides you with the
proper web address, user name, and password. The web address for accessing the
WebCenter Content user interface is different than the one used for the native user
interface. Typically you are given the web address for the interface that has the
features you need.

2.1.1 How do | access Oracle WebCenter Content using a web browser?

This chapter provides an overview to the basic user interface options for Oracle
WebCenter Content. Specific details of how to use each interface are in Getting Started
with WCC UI and Getting Started with Native UL

2.1.2 Can | access Oracle WebCenter Content outside of a web browser?

This guide focuses on accessing Oracle WebCenter Content through a standard web
browser but you can also access documents through Microsoft Office applications,
Windows Explorer, and mobile devices. For an overview of alternate ways to
accessing Oracle WebCenter Content, including links to specific documentation, see
Part IV.

2.2 Navigating Oracle WebCenter Content Using a Standard Web Browser

Both default user interfaces used to access Oracle WebCenter Content share common
features:

1. A top banner with links to preferences and searching.
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2. Aside bar, called the tray area in the native user interface, with links for folders
and other navigation options

3. A main content area used to display documents and results lists

Figure 2-1 WebCenter Content User Interface
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2.2.1 How do | browse and search for content?

The navigation links in the side bar and tray area are used to browse through libraries
and folders to help you find documents. These links are useful when you have an idea
of how the document is organized in Oracle WebCenter Content.

If you are uncertain of the context in which a document was uploaded to Oracle
WebCenter Content, then it may be faster to search for it using the search box in the
banner area. The search box can be used for either metadata search or full-text search,
depending on how Oracle WebCenter Content is configured by your system
administrator.

Searching in the WebCenter Content Interface

The search box works differently in the WebCenter Content interface than it does in
the native user interface. In the WebCenter Content interface, the search box works in
combination with your browsing, searching within the context of the folder or library
you are browsing. For example, if you browse to a folder called My Motorcycles in the
Motorcycles library, then tags for the library and folder are displayed in the search box
and Oracle WebCenter Content searches the titles of documents in the My Motorcycles
folder for any terms entered in the search box. Selecting the Search <Folder> and
Subfolders option from the folder drop-down menu allows you to search within the
context of the My Motorcycles folder. Closing the tags in the search box clears the filter
and changes the context of the search.

Figure 2-3 Search Box in WebCenter Content Interface with Contextual Tags
i Motorcycles Em Honna v Q

Filtering Results Using the WebCenter Content User interface Search Box

You can apply filters using the search box to refine your search. Options to filter
results by library or folder are displayed below the search box as you type. Options to
filter the results based on specific metadata are displayed by selecting the filter menu
next to the search box.

Figure 2-4 Search Box with Metadata Filters
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Searching in the native user interface

The search box in the native user interface does not work in combination with your
browsing to filter your search. Instead, it offers a variety of search options called quick
searches. Quick searches look through the entire repository, performing a substring
search of the title and content ID metadata, and the indexed full-text if it is supported
on your system. Quick searches can support Internet-style search syntax, complex
construction, and alternate query formats. They can be predefined by a system

Accessing and Navigating Oracle WebCenter Content 2-3



Navigating Oracle WebCenter Content Using a Standard Web Browser

administrator or you can define your own. For detailed information about defining
quick searches, see Creating Quick Search Queries. For information on additional
search capabilities of the native user interface, see Using Additional Search
Capabilities.

Figure 2-5 Search Box in Native User Interface with Quick Searches
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Search Forms

You can provide detailed search criteria using search forms in either user interface.
Search forms allow you to enter criteria in most available metadata fields or use
special query syntax to create powerful ways of searching. The standard search form
can often include many metadata fields that you may not use, and so a system
administrator may have set up profile forms to display metadata fields that are useful
for finding certain types of documents. For example, one profile may be set to display
fields useful to finding legal contracts, while another profile may be set to display
fields useful to finding account invoices. For details on profiles, see Content Profiles.
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Figure 2-6 Search Form in WebCenter Content User interface
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Figure 2-7 Search Form in Native User Interface
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Understanding Content Management

This chapter describes basic concepts of content management, including definitions of
unstructured content, unfiled documents, uploading, checking in, checking out,
revisions, revision history, and document metadata properties. It has the following
sections:

® Managing Unstructured Documents

* Understanding Uploading, Checking In, and Checking Out Documents

¢ Understanding Document Metadata Properties

* Understanding How to Find Documents

¢ Understanding How a Document is Processed Within Oracle WebCenter Content
* Understanding Document Security

¢ Understanding Library and Folder Security

3.1 Managing Unstructured Documents

Unstructured documents are all the documents, files, e-mails, memos, images, videos,
slide presentations or other work product that fill your inbox and clutter your desk.
Filing them in a drawer or letting them sit in your e-mail might get them out of your
way, but often they are filled with critical information. Oracle WebCenter Content
allows you to take those documents and the information they contain and organize
them, making them easy to find, access, and share.

3.2 Understanding Uploading, Checking In, and Checking Out Documents

To organize unstructured content, you upload documents to Oracle WebCenter
Content. Many times a document that has been uploaded to Oracle WebCenter
Content needs to be revised. Oracle WebCenter Content controls access and tracks
changes to documents, providing access to a history of document revisions.

3.2.1 Uploading documents

Uploading is the process of getting new documents into Oracle WebCenter Content.
You can upload an electronic file by browsing a file system or upload a physical
document by scanning it in. Documents are uploaded into the context of a library or
folder already set up in Oracle WebCenter Content. When it is uploaded, the
document is assigned information, or metadata, that is associated with the folder or
library. The metadata becomes the document properties, and can be used to find
documents in Oracle WebCenter Content.
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3.2.2 Can | upload documents to Oracle Documents Cloud Service?

If your Oracle WebCenter Content Server is integrated with Oracle Documents Cloud
Service (ODCS), you can upload documents to the cloud server directly. For more
information, see Uploading Content to Oracle Documents Cloud Service.

3.2.3 Checking out documents

Check-out is the process of locking a document so that no other users can revise it. Only
one user at a time can check out a file; however, multiple users can continue to view
the released file. There are two approaches to checking out files manually:

¢ For content items that could be revised by other users, it is a good idea to check out
the file as soon as you know that you must edit it to prevent other users from
checking in a new revision with potentially conflicting changes.

e For content items that are unlikely to be revised by other users, you can make
revisions to a copy of the file, check out the content item, and immediately check it
back in with the edited file.

Note:

You must have write permission to the document to check it out or undo a
check-out.

Checking out from Oracle Documents Cloud Service

If your Oracle WebCenter Content Server is integrated with ODCS, you can copy or
move documents between the two content servers, but you cannot check content out
from the ODCS directly. However, you can upload new revisions of a document
directly from Oracle Documents Cloud user interface.

3.2.4 Checking in documents

Check-in is the process of uploading a new revision of a document already in Oracle
WebCenter Content. You upload new documents and check in new revisions of
existing documents.

3.3 Understanding Document Metadata Properties

Metadata, also called document properties, or content information, is information about a
document, such as the title, author, release date, who can access the document and its
metadata, and so on. You can use metadata to find documents in Oracle WebCenter
Content, much as you would search for books in a library by author or subject. When
you upload a document, you assign some metadata values, while Oracle WebCenter
Content assigns some metadata values automatically. The metadata is stored in a
database that works with Oracle WebCenter Content.

3.3.1 When do | use document metadata properties?

You use document properties for the following reasons:

e To secure documents to control access. Security Group is a required metadata field
anytime you upload a document. In some cases, the security group may be set for
you automatically.
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* To refine access. Access control lists are optional metadata that can control who has
access to folders or documents at the folder or document level.

¢ To categorize documents. Document type is a required field that helps you
organize documents.

® To track multiple revisions of documents. A revision history is useful when you
need to see how a document has changed.

* To track who uploaded or edited the document and when.

* To find documents. Metadata associated with a document can be easily searched
and used to filter documents so that you can find the one document you need out
of many managed by Oracle WebCenter Content.

For more information about document metadata properties, see Understanding
Document Properties.

3.4 Understanding How to Find Documents

A critical reason for managing unstructured content is so that you can find pertinent
information quickly. To do this, Oracle WebCenter Content uses a powerful
combination of browsing through libraries, searching for metadata and filtering
results. If your system is configured to do so, Oracle WebCenter Content also indexes
the full text of a document, making it available for searching.

3.4.1 Library and folder context

Documents uploaded to Oracle WebCenter Content can be unfiled, meaning that they
are not uploaded to any library or folder, or organized in the context of a library and
folder. If you know in what context documents are organized, it is easy to browse for
them using the Library and Folder options in the side bar. For more information on
libraries, see Understanding Libraries.

3.4.2 Metadata search

You can search for documents using the metadata values associated with the
documents. This is useful when:

¢ The documents you are looking for are not filed in the context of a library or folder.
* You do not know how the documents are organized.

¢ You want to refine your search within the context of how the documents are
organized.

When searching using metadata values, you can use a search operator to narrow or
broaden your search criteria.

3.4.3 Metadata search operators for a database metadata search

If you use a search form rather than the search box, you can use search operators to
refine the search criteria. These operators are listed as options in lists to the left of each
field.

The following table describes the search terms used and provides examples for use.
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Operator

Description

Example

Substring

Finds content items with the
specified string anywhere in the
metadata field. This operator has
the same effect as placing a
wildcard before and after the
search term. This is the default
operator.

This operator is not available for

implementations that use Oracle
Text Search.

When you enter f or min the Title
field, the search returns items with
words such as f or ns, per f or mance,
and r ef or min their title.

Matches

Finds items with the exact
specified value in the metadata
field.

When you enter addr ess change
f or min the Title field, the search
returns items with the exact title of
address change form

Starts

Finds items with the specified
value at the beginning of the
metadata field. This operator has
the same effect as placing a
wildcard after the search term
when using the Matches operator.

When you enter f or min the Title
field, the search returns all items with
a title that begins with f or m
including f or s, f or m ng, and so
on.

Contains

Finds items with the specified
whole word or phrase in the
metadata field.

This operator is available only for
Oracle Text Search, or for Oracle
Database and Microsoft SQL
Server database with the optional
DBSearchContainsOpSupport
component enabled. For more
information, see your
administrator.

When you enter f or min the Title
field, the search returns items with
the word f or min their title but does
not return items with the word
performance orreform

Ends

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

When you enter f or min the Title
field, the search returns all items with
titles that end with f or m such as

f ormperformandchl orof orm

Not Substring

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

When you enter f or min the Title
field, the search returns items without
words such as f or ns, per f or mance,
and r ef or min their title.

Not Matches

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

When you enter addr ess change

f or min the Title field, the search
returns items without the exact title of
Addr ess Change Form

3.4.4 Metadata search case sensitivity

Case sensitivity for metadata searches varies depending on how your system
administrator has configured Content Server.
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Note:

For information about your specific configuration, see your system
administrator.

* Microsoft SQL Server: If Content Server is using database searching with Microsoft
SQL Server, metadata searches can be case sensitive or insensitive, depending on
how the database is set up.

¢ Oracle Database: If Content Server is using database searching with Oracle
Database, metadata searches are always case sensitive and full-text searches are not
case-sensitive.

e IBM DB2: If Content Server is using database searching with IBM DB2, metadata
searches are case sensitive.

3.4.5 What is full-text searching?

Full-text searching enables you to find a content item based on the text contained in the
file itself. When you check in a content item into Content Server, the indexer stores all
of the words in the Web-viewable version of the content item (PDF, HTML, text, or
other supported file formats) in an index. A full-text search compares the search
expression with the index and returns any content items and discussions that contain
the search text.

You can include the following in a full-text search expression:
e Strings: partial words (such as addr)

e Words: individual whole words (such as addresses)

¢ Phrases: multiple-word phrases (such as new addresses)

® Operators: logic applied to words and phrases (such as news AND addresses)
For more information, see Full-text search rules.

Search terms can be highlighted in the returned text, provided Content Server is using
Oracle Database full-text search and your administrator has enabled the functionality.
Forward (>>) and back (<<) navigation links bracket the highlighted text. Click the
links to go to the next and previous result in the text.

3.4.6 Full-text search rules
To refine your full-text search criteria:
® You can use wildcards in full-text search queries.

* You can use search operators in full-text search queries.

For more information, see Oracle database full-text search operators.
* You can use Internet-Style Search Syntax.

* When you perform a full-text search, the search finds the word you specify and
words that have the same sterm. For example, searching for the word addr ess finds
files with the word addr ess, addr essi ng, addr esses, or addr essed in them.
To limit the search to the word you specify, place the word in double quotation
marks (for example, " addr ess").

Understanding Content Management 3-5



Understanding How to Find Documents

* You can sort full-text search results by the number of occurrences of the search
terms and the proximity of the search terms when you use an operator such as
<NEAR>. Select the Score option from the Sort By list on the Oracle WebCenter
Content.

Note:

You can sort the results using the Score option only if you are using the Oracle
11g database search solution and have installed the Oracle Text Search option.

3.4.7 Full-text search case sensitivity

Case sensitivity for full-text searches varies depending on how your system
administrator has configured Content Server. By default, full-text searches with Oracle
Database are not case sensitive. Full-text searches with Microsoft SQL Server vary
based on how the database is set up.

If your Content Server configuration includes an optional search engine, case
sensitivity depends on the search engine. For information about your specific
configuration, see your system administrator.

Note:

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

3.4.8 Oracle database full-text search operators

Use the following operators to refine your Oracle Database full-text search expression.

Note:
For clarity, the operators are shown in uppercase, but they can also be in
lowercase.
Operator Description Example
AND Finds content items that contain all addr ess AND nane returns
of the specified terms. content items that contain both
specified words.
OR Finds content items that contain at safety OR security OR
least one of the specified terms. pr ot ect i on returns content

items that contain at least one of
the specified words.
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Operator

Description

Example

NOT

Finds content items that contain
the term that precedes the operator
(if any), and ignores content items
that contain the term that follows
it.

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

internet NOT server returns
content items that contain the
word i nt er net but do not
contain the word ser ver.

NEAR(term1,
term?2)

Finds content items that contain
the specified terms near to each
other. Terms that are closer receive
a higher score.

NEAR(i nt er net, server)
returns content items that contain
the specified words close to one
another.

ISABOUT (phrase)

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

| SABOUT( changed addr ess)
returns content items that contain
the specified phrase.

3.5 Understanding How a Document is Processed Within Oracle
WebCenter Content

Oracle WebCenter Content must process documents when they are uploaded or
checked in. This process includes:

1.

2.

Determining the metadata options based on the document context.

Assigning values to the metadata that are either provided automatically by the

system or manually by the person who uploaded the document.

Converting the document if necessary using the conversion options specified by a

system administrator. Conversion options may provide one or more types of web-
viewable options for the document so that people throughout the organization
have access to see it even though they may not have the native application that
created the document.

Storing the documents and web-viewable conversions based on rules defined by a

system administrator. Native and converted documents can be stored in a
database, on a file system, or using a combination of the two.

Routing a document through a workflow if it meets the criteria to do so.

Workflow criteria are defined by a system administrator and documents that meet
the defined criteria are automatically routed.

Releasing a Document

Once a document has been processed successfully, it is indexed by Oracle WebCenter
Content so that others with proper access can find the document. The document or its
metadata only are indexed when the document meets all of the following criteria:

The document converts successfully or passes through without conversion if no
conversion is necessary

The document is approved at all steps of a workflow (if any)

The document reaches its release date
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Once a document is released, you can:
¢ Find the document by browsing or searching

® Retrieve the web-viewable file, the native file, the metadata, or any combination of
these

Figure 3-1 Revision Process
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3.5.1 Revision status

A document changes status several times when it is uploaded or revised. It is useful to

know what types of status there are in case you have difficulty finding a document or
need to locate a document that is not yet released.

Status Description

Waiting The document has a revision in the system but has not been
sent for conversion.

GenWWW The document is being converted to web-viewable format or
is being indexed, or has failed conversion or indexing.

Done The document is waiting to be released on its specified release
date.
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Status Description

Released The revision is available in Oracle WebCenter Content.
Review The revision is in a workflow and is being reviewed.

Edit The revision is at the initial contribution step of a workflow.
Pending The revision is in a basic workflow and is waiting for

approval of all revisions in the workflow.

Expired The revision is no longer available for viewing in Oracle
WebCenter Content. (The revision is not removed from the
repository, but only an administrator can access it.)

Deleted The revision has been deleted and is waiting to be completely
removed from Oracle WebCenter Content during the next
indexing cycle.

3.5.2 What is a revision history?

Each time you check out a document and check it back in, Oracle WebCenter Content
creates a new revision of that document. The new revision has the same content ID as
the previous revision, but the native file and the metadata can be the same or different.
The system stores the previous versions of a document, so you can review them as
necessary.

3.5.3 What is expired content?

A document can have an expiration date that specifies when the document is no
longer accessible through the standard interface for searching or viewing. All revisions
of the document expire when the document expires.

To determine if a document has expired, use the Expired Content page in the Content
Management tray.

When a document expires, it and its revisions are not deleted from the repository, but
they can be accessed only from the Repository Manager by an administrator unless
Notification of Expiration is in use.

3.6 Understanding Document Security

Document security determines who can view a document, who can edit it, and who
can modify the document properties. Access is controlled by a combination of roles
and security groups created by a system administrator, and access control lists you
define when uploading a document. Optionally, an account can be set up to refine
security. For more information, see Understanding Document Security.

3.7 Understanding Library and Folder Security

Security can be set at library and folder levels as well as the document level. Security is
inherited from the containing library unless it is set independently. For more
information, see Library and folder security.
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Understanding Documents and Document
Properties

This chapter describes the basic tasks of working with documents regardless of how
they are accessed. It has the following topics:

¢ About Documents

¢ Finding Documents

¢ Viewing and Annotating Documents
¢ Understanding Document Properties
¢ Understanding Document Security

¢ Understanding Document Renditions

4.1 About Documents

Documents are uploaded to Oracle WebCenter Content into a library, folder, or
subfolder. Libraries and folders give a document context and provide a structure that
helps you easily find a document. As documents in Oracle WebCenter Content are
updated, document revisions are tracked so that you always have access to the current
version while still being able to review document history.

4.2 Finding Documents

Oracle WebCenter Content provides an innovative way of finding documents through
a combination of browsing and searching. In the WebCenter Content user interface
you can browse through libraries and folders using the side bar, or search using the
Quick Search box or the expanded search form access through the banner then enter
search criteria into the search box to filter the contents.

4.3 Viewing and Annotating Documents

When a document is uploaded to Oracle WebCenter Content, the document is
converted to a web-viewable version. This allows the document to be shared and
viewed by anyone with permission using a standard web browser, regardless of
whether or not they have the software application used to create the document. A
large variety of file formats are supported for conversion, and the source files can
include business documents, CAD drawings, multiple page TIFFs and PDFs,
photographs, and video, among others. Documents are viewed in different ways
depending on whether you access Oracle WebCenter Content through the desktop, a
mobile device, or one of the web browser user interfaces.
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Provided you have the permissions to do so, you can add or modify annotations to
documents. Among other things, documents can be stamped Approved, have a
particular text highlighted, or have a note addressing a specific issue added.

4.4 Understanding Document Properties

Document properties, also called metadata, or content information, is information about a
document, such as the title, author, release date, who can access the document and its
metadata, and so on. When you upload a document, you assign some metadata
values, while Oracle WebCenter Content assigns some metadata values automatically.
The metadata is stored in a database that works with Oracle WebCenter Content.

In some cases an organization may have many different types of metadata to track, not
all of which are useful to you. For example, you may be uploading resumes to an HR
folder where the document properties must track the applicant name and department
to which they are applying. Another person may be uploading photos to an
Advertising folder and tracking the subject of the photo and the name of the
photographer. Neither of you needs the metadata being used by the other, so profiles
are created which display only a small part of the available metadata fields. When you
upload the resumes, you select the HR profile and see only the metadata fields you
need. When the other person uploads the photos, she selects the Advertising profile
and only sees the metadata fields she uses.

You can use metadata to find documents in Oracle WebCenter Content, much as you
would search for books in a library by author or subject.

4.4.1 How do | define document metadata values?

The values of document properties can initially be set when you first upload a
document in the following ways:

* You enter metadata values manually. For example, when you upload a document,
the default title of the document is the file name, such as document1.txt. You can
change that to a more meaningful title, such as November Expense Report. Any
metadata values you enter can be changed at a later time.

¢ The folder or library context into which you upload a document determines some
of the values. When a folder or library is created, values can be defined that get
applied to any documents uploaded to the folder or library.

e QOracle WebCenter Content defines values for some metadata. These values are
considered system metadata. System metadata cannot be modified by you.

The values of document properties can also be changed after you upload a document
in the following ways:

* You change metadata values manually using the metadata tab of the View
Documents page. For more information about the View Documents page, see View
Documents page.

* You change the metadata of the folder or library the document is in and propagate
the changes to the documents in the folder or library. For more information about
propagating metadata, see Propagating Library Metadata.
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Note:

Metadata values of a document can be modified individually or through
propagation, but any modification may be overwritten if the folder metadata
is propagated again. For information on propagating metadata, see
Propagating Library Metadata.

4.4.2 Can document profiles be used to control metadata fields?

The available metadata fields for documents managed by Oracle WebCenter Content
are determined by a combination of required system fields and fields defined by your
system administrator for your organization. Not all available fields are useful to all
business situations. For example, a customer call center may need a field to track
customer call tickets, but have no use for a vendor ID field needed by an accounting
department. Document profiles can be defined by a system administrator and selected
by you when uploading a document to filter what fields are available when
uploading. For detailed information about document profiles, see Content Profiles.

4.5 Understanding Document Security

Document security determines who can view a document, who can edit it, and who
can modify the document properties. Access is controlled by a combination of roles
and security groups created by a system administrator, and access control lists you
define when uploading a document. Optionally, an account can be set up to refine
security.

* Roles are permissions assigned to users and determine what rights you have
within a security group. Available permissions are Read (R), Write (W), Delete (D),
Admin (A), or Annotation Privileges. For more information on annotation
privileges, see About annotation security.

* Security groups are assigned to a document when it is uploaded and determine
who has access to the document. If you are in the assigned security group, you
have access to the document with the permissions set by your role, unless filtered
out by an account or an access control list.

* Accounts are optional and are assigned to a document when it is uploaded, similar
to security groups. Accounts give an additional level of security. If a document is
assigned a specific account that you do not have access to, you cannot access the
document even though you may be part of the security group.

* Access control lists are a way for you to override the other security options when
you upload a document, within limits. For example, even though hundreds of
people may have Read rights to the documents in the security group, you can
confine access to a certain few people, give them Write permission to your specific
document, and collaborate on it. When you are ready, you can remove the access
control list so all people in the security group can see the document.

The limitations of an access control list are these:

— When permissions differ between what is set in a security group or account and
what is set in an access control list, the permissions will be the lesser of the two.
For example, if you have Read permission in the HR security group but are set
to have Write permission on an access control list in the HR security group, you
will have Read permission.
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— When permissions differ between what is set in a role and what is set in an
access control list, the permissions will be the greater of the two. For example, if
you are a contributor and the contributor role is set to have Write permission
but an access control list is set to have Admin permission, then you will have
Admin permission.

Note:

In some situations, using an access control list without including yourself as a
user can cause you to lose access to the document, folder, or library. It is a
good idea to always add yourself when setting access control.

4.5.1 Library and folder security

Security can be set at library and folder levels as well as the document level. Security is
inherited from the containing library unless it is set independently. For example, if the
security group set for a library is HR, then all folders and documents in the library also
have the security group set to HR unless changed.

If you specify a security group to be different from the containing library when you
create a folder, then all documents checked into the folder inherit the folder security
unless you change it.

If you change security on a folder or library with documents inside of it, the security
on the documents does not change unless you specify the changes be propagated. If
you specify the changes be propagated, then you can choose to change the security on
all contained documents or only the contained folders.

Conflicting document and folder rights

It is possible that you can have rights set to a document in a folder that you do not
have access to. In this case, you can find the document by searching but not by
browsing. You cannot browse to the folder it is in because you do not have rights to
the folder. Once you have found the document, mark it as a favorite or create a
shortcut in a folder to which you do have access in order to find the document quickly.

4.6 Understanding Document Renditions

Uploaded documents are processed by Oracle WebCenter Content and are rendered
so that you can view them in a standard web browser without having to have the
native application that created them. Depending on how Oracle WebCenter Content is
set up, different renditions may be available to you. The following rendering options
are typical:

Web-Viewable Rendition

The web-viewable rendition is converted when you upload a document based on rules
created by your system administrator. It is displayed on the Document page when you
view the document or document properties. The Document page provides navigation
for multi-page renditions and options for zooming, printing, and e-mailing
documents.

Dynamic Conversion

A dynamic conversion option is also available from the document properties that
converts the document when you click the link. The dynamic conversion displays in a
new web page, outside of Oracle WebCenter Content user interface.
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Special Renditions

If configured to work with Oracle WebCenter Content's digital asset management,
there may be other rendition options available to you. A system administrator may
have set options to convert documents into many different renditions that may include
different formats, document sizes, applied watermarks, or even video renditions for
video files. Links to special renditions and rendition metadata are available on the
View Documents page in Oracle WebCenter Content. For detailed information about
working with special renditions in the native user interface, see Working with Images
and Videos.

For information to better understand how documents are processed in Oracle
WebCenter Content, see Understanding How a Document is Processed Within Oracle
WebCenter Content.
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Understanding Libraries

This chapter describes document libraries and how they are used in the WebCenter
Content user interface to organize and aid in retrieving documents.

Note:

Libraries are used differently in the native and WebCenter Content user
interfaces. In the native interface, the Browse Content tray lists Library
Folders, which can be set up by your system administrator as links to custom
web sites for your organization. This is very different from how libraries are
used in the WebCenter Content user interface. Libraries in the WebCenter
Content user interface behave as the top level of folder hierarchies. In fact, if
Oracle WebCenter Content is configured to do so, what show up as libraries in
the WebCenter Content user interface are displayed under Folders in the
Browse Content tray of the native interface. This chapter focuses on how
libraries work and are displayed in the WebCenter Content user interface. For
more information on the differences between interfaces, see Understanding
Folders.

This chapter has the following topics:
* About Document Libraries
¢ Understanding Enterprise Libraries

¢ Understanding Shortcuts, Favorites, and Following

5.1 About Document Libraries

Libraries provide structure and organization to documents in Oracle WebCenter
Content. They are the top level of a folder tree in which all folders and documents
should be stored. This is important to note because libraries as used in the WebCenter
Content interface are listed as folders in the Browse Content tray of the native user
interface.

When a document is uploaded to a library, the library provides context to the
document, helping to determine what metadata fields are associated with it and in
some cases assigning values to the metadata automatically.

Documents can be uploaded to Oracle WebCenter Content outside of a library context
as an unfiled document. However, organizing documents in libraries helps to ensure
documents are secure, can be shared, and are easily found by yourself and others. In
addition to containing documents, libraries can also contain folders and shortcuts to
other libraries, folders, and documents. This provides a secure, fast and familiar way
to navigate Oracle WebCenter Content.
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There are two types of libraries:

* Enterprise Libraries, created by individuals to provide flexible security and
comprehensive document management used by an entire organization.

® System Libraries, created and managed by Oracle WebCenter Content to organize
documents that are in a system process, such as checked-out or expired documents.
Documents cannot be uploaded to a system library.

Library Ownership

Libraries are owned by the people who create them. Enterprise library owners can
transfer ownership, but as system libraries are created by Oracle WebCenter Content,
they cannot have their properties edited.

5.2 Understanding Enterprise Libraries

Enterprise libraries are a robust way to secure, manage and share content that is
accessed by many people in your organization. In an enterprise library you can set
access at the document level, lock documents while editing, and maintain a
comprehensive revision history of documents. You can create and share any number
of enterprise libraries and folders or shortcuts within enterprise libraries.

5.2.1 What are the benefits of using enterprise libraries?

Enterprise libraries provide a secure area in Oracle WebCenter Content to store
documents that need to be seen and accessed by many people. For example, you can
create an enterprise library for a project team to use as a workspace for shared
documents. Or a Human Resources department can use an enterprise library as a
place to store forms that are used by all employees. In both cases, many people can
access the documents and any changes can be managed by checking documents in and
out while tracking revision history.

Uploading documents to an enterprise library offers the following benefits:

® Available to many people unless you choose otherwise. An enterprise library gives
you the ability to control access at all levels: library, folder, and document. Only an
enterprise library lets you define different access permissions to different folders or
documents in the same library.

¢ Full choice of metadata options through profiles and the ability to enter and modify
values for all necessary metadata fields.

¢ The ability to control changes to documents by checking it out. Checking out a
documents locks the document while you make changes, keeping others from
accidentally overwriting your changes.

* The ability to access documents from mobile devices. Enterprise libraries can be
easily accessed from an Apple or Android device using the Oracle WebCenter
Content mobile app.

¢ Ability to share enterprise libraries and folders with others. You can collaborate
with others on documents in a shared enterprise library or folder.

5.2.2 How do | set security for enterprise libraries and folders?

When you set security permissions for an enterprise library or folder, you allow
people access to the documents contained in the enterprise library or folder based on
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the library or folder access permissions, or you explicitly define different access for the
documents in them.

You can allow access to individual documents in an enterprise library. This can be
done in different ways:

* By explicitly defining access rights to each document, either as it is uploaded or by
modifying the document properties after the documents has been uploaded or
revised. For more information on uploading documents, see Uploading and
Checking In Documents.

® By creating a folder and defining the access rights you need at the folder level, then
moving documents into the new folder and propagating the folder access down to
the contained documents. For more information on propagating metadata, see
Propagating Library Metadata.

5.2.3 How do | resolve upload conflicts and track revision history?

If two people have modified a document in an enterprise library or folder and then try
to upload the documents, the changes may conflict. In this case, the first revision
checked in will be overwritten by the last. However, Oracle WebCenter Content
maintains revision history. This allows you to manually compare each document
revision and merge changes.

5.2.4 How do | manage document access using enterprise libraries and folders?

Access to documents in an enterprise library can be managed at the document level,
but access is controlled initially at the library or folder level. All documents uploaded
into the context of a library or folder use the permissions for that library or folder by
default unless an access control list is defined.

For example, consider that:
¢ All legal documents are stored in a library titled Legal.

¢ All documents pertinent to pending litigation are stored in subfolders of the
Litigation folder in the Legal library.

¢ All engineering documents are stored in a library called Engineering.

¢ All engineering specifications are stored in subfolders of the Specifications folder in
the Engineering library.
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Figure 5-1 Legal Library Hierarchy
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There are many lawyers with access to the Legal library, but only a few who are
qualified to review technical specifications. The security group for all lawyers is
assigned to the Legal library when it is created. All documents uploaded to the Legal
library and its subfolders can be accessed by all lawyers unless limited by an access
control list, which can limit other security. For example, a shortcut to the Engineering
Specifications folder can be created in the Legal library and an access control list can be
used to set security for the Specifications folder to allow only those few lawyers who
are qualified to review specifications.

Now consider that engineers must also review technical data included in legal
presentations and pending litigation documents. The engineer that needs access varies
depending on the document, but no engineer should have access to legal documents
outside of what they need to review. When a document in the Legal library is ready
for technical review, the document properties can be modified and an access control
list defined for that document that gives read permission to a specific engineer.

Table 5-1 Enterprise Library Structure Example
- - -~ - |

Folder Name Security Group Access Control People
Lists

Legal legal (R, W, D) tjimenez (lawyer)
Contracts tjimenez (lawyer)
Litigation tjimenez (lawyer)
Case X tjimenez (lawyer)
Document X R tjimenez (lawyer),

jmarshall (engineer)
Engineering technical (R, W, D) jmarshall (engineer)
Specifications jmarshal (engineer)
Product Y R tmano (lawyer)
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Table 5-1 (Cont.) Enterprise Library Structure Example

Folder Name Security Group Access Control People

Lists
Document Y tmano (lawyer)
Product Z R tjimenez (lawyer)
Document Z tjimenez (lawyer)

Note that in this case, Table 5-1 shows the access control list is set at the document
level for giving engineering access to legal documents, but it is set at the folder level
when giving lawyers access to the engineering specifications. In this example, one
engineer is reviewing only the one document, but each lawyer reviews all
specifications for a specific product.

5.3 Understanding Shortcuts, Favorites, and Following

You can easily access and follow libraries, folders, and documents in several ways.
Setting any item as a favorite adds it to your Favorites list for quick access by clicking
Favorites in the side bar. You can create a shortcut to a library, folder, or document
and put it in a convenient location for quick access. You can also follow items so you
are notified by e-mail when they change.
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Understanding Folders

This chapter describes folders and how they are used by Oracle WebCenter Content to
organize and aid in retrieving documents. It has the following sections:

e About Folders

¢ Folder Differences Between the WebCenter Content and Native User Interfaces
* Browsing the Folder Hierarchy

® Searching For Folders

e Working With Folders

* Understanding Folder Security

e Saved Searches and Shortcuts

6.1 About Folders

Folders in Oracle WebCenter Content are used to organize documents. In the
WebCenter Content user interface, folders can be created in the context of a library or
outside a library (ad hoc folders). However, folders should be created within the
context of a library for better organization of content. Folders, like libraries, can be
shared, followed, copied, moved, and secured. By using folders to organize content,
you can:

¢ Find content quickly by browsing the folder structure.
¢ Create a saved search to organize content associated by search criteria.

¢ Share groups of content easily with co-workers.

6.2 Folder Differences Between the WebCenter Content and Native User

Interfaces

The folders in the WebCenter Content user interface are not visible in the native user
interface by default but can be enabled. If enabled, folders as used in the WebCenter
Content interface are displayed in the Browse Content tray under Folders. Using
folders differs between the WebCenter Content and native user interfaces. This
chapter focuses on common features. Where features differ, this chapter focuses on the
WebCenter Content interface. For details about understanding and using folders in the
native user interface, see About Folders.

Note: The native user interface uses query folders instead of saved searches.

Understanding Folders 6-1



Browsing the Folder Hierarchy

Note: Cloud folders are enabled only in the WebCenter Content user interface
and not in the native user interface.

Figure 6-1 Folder Comparison Between Interfaces
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6.3 Browsing the Folder Hierarchy

When you open a library from a results list in the WebCenter Content interface, a
hierarchy of folders is displayed in the side bar. Like traditional folder hierarchies, you
can expand folders to display subfolders, also called child folders. Selecting a folder in
the hierarchy displays the contents of the folder in a results list, including any
subfolders, folder shortcuts, query or retention folders.

When you expand the Browse Content tray in the native user interface, several folder
options are available and are listed in Table 6-1. If the folder option has been enabled
in the native user interface, then virtual folders can be created and used to help
organize content.

Table 6-1 Folder Options

Name Description

Library Folders Library folders in the native user interface are not
organizational folders in the traditional sense. Instead they refer
to web pages predefined by your system administrator.

Folders Folders are virtual folders that organize content. These are not
available by default and must be enabled by your system
administrator.
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Table 6-1 (Cont.) Folder Options
____________________________________________________________________________|

Name

Description

Cloud Folders

Cloud folders are a special kind of folders, which allow you to
copy content to and from the cloud server. They act as a link to
a folder in ODCS. If your company has integrated with ODCS,
you can copy or upload files to the cloud using a cloud folder,
and you can access content on the go through the cloud user
interface. Cloud folders are enabled only in the WebCenter
Content user interface and not in the native user interface.

Saved Searches

Saved searches are virtual folders that contain the items
returned by a search criteria; each time you access a saved
search, you initiate the search criteria associated with that
folder. The contents of saved searches can change dynamically
as the contents of the repository change.

Retention Folders

A type of saved search with rules for retaining content.

6.4 Searching For Folders

In the WebCenter Content user interface, you can search for folders using either the
search field above the hierarchy in the side bar, or using the search box in the banner
area. Results are displayed in the side bar if using the search field, and in the results
list area if using the search box.

6.5 Working With Folders

In the WebCenter Content interface, either right-click the folder in the side bar
hierarchy and use the contextual menu, or select the folder in a results list and use the
tool bar to create new folders, modify folder properties, set the folder as a favorite, or
make other changes to the folder.
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Figure 6-2 Folder Contextual Menu
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6.6 Understanding Folder Security

In the WebCenter Content user interface, security can be set at library and folder levels
as well as the document level. Security is inherited from the containing library unless
it is set independently. For more information, see Library and folder security.

Note:

It is possible that you can have rights set to a folder in a library or containing
folder that you do not have access to. In this case, you can find the folder by
searching but not by browsing. You cannot browse to the library or folder it is
in because you do not have rights to do so. Once you have found the folder,
mark it as a favorite or create a shortcut in a folder to which you do have
access in order to find the document quickly.
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6.7 Saved Searches and Shortcuts

In addition to folders, any saved search or shortcut you create in a folder is displayed
in the folder hierarchy. To use them, you must click a saved search or shortcut.
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Understanding Document Workflows

This chapter describes workflow concepts in Oracle WebCenter Content. It has the
following topics:

e About Workflows

e Workflow Types

e Workflow Steps

* Workflow Process

e Postprocess Workflow Options

e Authentication

7.1 About Workflows

A workflow specifies how to route content for review and approval before it is
released to the system. The workflow notifies users by e-mail when they have a file to
review, and when using the Oracle WebCenter Content user interface, a notification
flag is displayed next to the user name in the banner.

7.2 Workflow Types
From a workflow participant's point of view, there are two types of workflows:

¢ A basic workflow defines the review process for specific content items, and must be
initiated manually.

® In a criteria workflow, a file enters the workflow automatically upon check-in when
its metadata matches predefined criteria.

7.3 Workflow Steps

Each workflow can include multiple review and notification steps, and multiple
reviewers to approve or reject the file at each step. For each step in a workflow, a set of
users and a step type must be defined. The users defined for a step can perform only
the tasks allowed for that step type.

Step Type Description

Contribution This step is the initial step of a basic workflow. The workflow
defines who the contributors are.

Auto-Contribution This step is the initial step of a criteria workflow. There are no
predefined users involved in this step.

Understanding Document Workflows 7-1



Workflow Process

Step Type Description

Review Users can only approve or reject the file. Editing is not
allowed.

Review /Edit Revision Users can edit the file if necessary and then approve or reject

it, maintaining the existing revision number.

Review /New Revision Users can edit the file if necessary and then approve or reject
it, creating a new revision.

7.4 Workflow Process

The workflow process is as follows:

* When the required number of approvers for a particular step approves a revision,
the revision goes to the next step in the workflow.

e If any reviewer rejects a revision, it goes back to the most recent review step that
allows editing.

¢ When reviewers approve a revision in the last step in the workflow, the content
item is released to the system.

® A basic workflow containing multiple content items can release some items in the
workflow to the system before all of the revisions have completed the workflow.

7.5 Postprocess Workflow Options

Workflows or individual workflow steps can allow for items in review to be released
into the system for indexing, searching, and viewing, even though the workflow to
which they belong is not completed. For example, items in a workflow process can be
made available to others not in the workflow, or a workflow can update the content
information of an item without advancing the revision of that item.

7.6 Authentication

Workflows provide authentication options for individual steps and for the content
item itself.

When you approve a revision, you also have the option of providing an electronic
signature for the content item itself (not the step). The electronic signature uniquely
identifies the contents of the file at a particular revision and associates the revision
with a particular reviewer.

An electronic signature is a unique identifier computed from the content of the item
and associated with other metadata such as the user name of the reviewer. Multiple
reviewers can "sign" a particular content item revision. Modifications to the content
item itself result in a different identifier. By comparing electronic signatures, Content
Server can determine whether a content item has changed and whether existing
approvals are valid.

For more information about electronic signatures, see Signing Content Electronically.
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Using the WebCenter Content User

Interface with Oracle WebCenter Content

Oracle WebCenter Content offers a new, easy and intuitive user interface with drag-
and-drop convenience and sophisticated searching capabilities, as well as a feature-
rich user interface with a familiar user experience for those who need to manage rich
media beyond traditional office documents, including images, records, and videos.

This part contains the following chapters:

Getting Started with the WebCenter Content User Interface
Finding Libraries, Folders, and Documents

Viewing and Annotating Documents

Uploading and Checking In Documents

Checking Out and Downloading Documents

Working with Libraries

Working with Content Folders

Deleting Libraries, Folders, and Documents

Using Workflows

Working with Oracle Documents Cloud Service
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Getting Started with the WebCenter Content
User Interface

The WebCenter Content user interface offers an easy and intuitive user interface with
drag-and-drop convenience and sophisticated searching capabilities. It offers a simple
way to store, secure, retrieve, and share any type of document. This section has the
following topics:

e Working with Oracle WebCenter Content
® Accessing Oracle WebCenter Content
¢ Understanding the WebCenter Content User interface

¢ Personalizing WebCenter Content Preferences

8.1 Working with Oracle WehCenter Content

You work with Oracle WebCenter Content to upload documents to the repository and
search for and view documents that others have uploaded. The two main pages used
in Oracle WebCenter Content are the Find Documents page and the View Documents

page.
Find Documents page

The Find Documents page is displayed when you first log in to Oracle WebCenter
Content. You can personalize this page to display all documents, all libraries, or your
favorites the next time you log in. The page also provides ways to filter what
documents are displayed to help you find specific documents more quickly. Detailed
information about the Find Documents page is in Find Documents page.

View Documents page

The View Documents page is displayed when you open a document from a results list.
The page allows you to view the contents of a document, the metadata properties of
the document, and provides ways to update the document to a new revision, update
the document metadata properties, or download the document. Detailed information
about the View Documents page is in View Documents page.

8.2 Accessing Oracle WebCenter Content

To access Oracle WebCenter Content using a standard web browser, enter the web
address and log in. The web address is configured when Oracle WebCenter Content is
installed. You must be given rights to log in. Rights may be shared with other systems
in your organization. If you are uncertain if you have rights to log in or what user
name and password to use, contact a system administrator for Oracle WebCenter
Content.
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8.3 Understanding the WebCenter Content User interface

The WebCenter Content user interface is focused on helping you find and view
documents. The Find Documents page and View Documents page provide access to
the most common features necessary for managing documents. This section describes
the main pages and features of the WebCenter Content user interface.

8.3.1 Find Documents page

The Find Documents page is displayed when you first log in to Oracle WebCenter
Content. You can personalize this page to display all documents, all libraries, or your
favorites when you log in.

Figure 8-1 Oracle WebCenter Content Find Documents Page
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The following areas of the Find Documents page are used to quickly find documents:
e Banner: Located at the top of the page, the banner contains the following items:

— Search box: The search box is a field that expands as you enter text to show
instant results organized by libraries, folders, and documents. Selecting an
option helps narrow the displayed results so you can find documents more
quickly. Steps for using the search box are detailed in Searching Using the
Banner Search Box.

— User Name and Preferences: Selecting the user name in the banner displays a
menu allowing you to set preferences for working with Oracle WebCenter
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Content, access help files, add the current server to the list of servers available
to Oracle WebCenter Content: Desktop, view version information of WebCenter
Content, or log out of the system.

Note: The Add Server to Desktop Integration option is not available in the
menu if you are using the Safari web browser or operating systems other than
Microsoft Windows.

—  Workflow Notification Icon: ' If you have pending workflows, the workflow
notification icon is displayed next to your user name. Click the icon to display a
list of documents in workflow that are currently assigned to you.

— View Rendition Clipboard Icon: B The view rendition clipboard icon displays
a listing of renditions you have added to the rendition clipboard. You add a
rendition to the clipboard by selecting an item in a result list when searching or
browsing and using the toolbar or contextual menu Add to Rendition
Clipboard option. You are prompted to choose what renditions of the selected
item you want to add. You can also add renditions to the clipboard from the
summary tab of the View Documents properties section, in which case you
select what renditions to add first, then use the rendition tool bar to add them to
the clipboard. The rendition clipboard lets you store specific renditions of
documents and even specific revisions for quick access. For example, you can
save a web-viewable rendition of the first revision of a document as well as a
native version of the current revision so that you can quickly compare them.

— Pin This View Icon: ** The Pin This View icon saves the current view with a
name you specify. The saved view includes any search and filter criteria, any
library and folder selections, and the current sort and view selections. The name
appears in the banner with the oldest pin nearest to the icon. In Figure 8-1, Legal
and Motorcycles are saved or pinned views. Click the name of the view to
return to it.

¢ Side bar: Located to the side of the page, the side bar provides a way to browse
through libraries and items you've marked as favorites. Once you've selected a
library, an additional option to search for and browse through folders is also
displayed in the side bar. Steps for using the side bar are detailed in Browsing
Using the Side Bar.

¢ Results list: The results when you search or browse are displayed in the main
content area of the Find Documents page. The results may come from a search
using the search box, through browsing using the side bar, or a combination of the
two. Steps for working with results are detailed in Working with the Results List.

8.3.2 Search box

When searching for documents using Searching metadata, entering text into the search
box expands the box to display libraries, documents, or folders whose names are close
matches to what you enter. It does not only show exact matches. This means that you
may see results in the expanded search box that won't be displayed in a results list. For
example, entering moto in the search box may show suggestions for documents with
motorcycle or photo in the name, and a folder called Notes.

Any filters applied to the search are displayed in the search box. Closing the filters in
the search box removes the filter and broadens the search to a larger context.
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Figure 8-2 Oracle WebCenter Content Search Box
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Filters predefined by a system administrator based on document properties are
available by clicking the arrow next to the search box. Depending on how the filter list
is configured, some filters in the list may display the number of documents within
each filter.

Figure 8-3 Predefined Filter Choices in Search Box
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Note:

When browsing for documents, entering text into the search box searches only
the names of documents in the library or folder you are browsing, not any
other metadata or full-text. For example, if you browse to a library called
WebCenter Content Documentation then to a folder called Administration and
enter report into the search box, the results list displays documents in the
administration folder whose names contain the word report, such as Q3 2011
Report, Bob’s Status Report, or New Financial Reporting Procedures. To search for
metadata within the folder you have browsed to, you must first select the
Search <Folder> and Subfolders option from the folder drop-down menu.

8.3.3 Side bar

The library and folder features in the side bar provide an easy way to organize
documents and navigate document storage in Oracle WebCenter Content.

Use the Search link to search for documents using metadata and display all
documents in Oracle WebCenter Content to which you have access.

Use the Browse link to perform the default browse action, that is, to list all libraries in
the main area of the page. Click on the attached arrow in the Browse button to see a
list of specific options. Navigate to the list of enterprise libraries or to the folder root
using these options.
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In addition to navigating libraries and folders, the side bar gives you a quick access to
all items you have marked as favorites. Click the Favorites link to view the list of items
that you previously marked as favorites, they can be documents, folders, or libraries.

If Trash is enabled on your content server, you can view the list of items that you
previously moved to Trash using the Trash link.

Figure 8-4 Oracle WebCenter Content Side Bar
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8.3.4 Results list

The results list displays documents and folders in the main content area based on the
filters you use when browsing and searching. The Create Library option in the results
list area allows you to create a new library. It is only available when browsing at the
top level of libraries. The Upload option in the results list enables you to upload
documents using the profile options available in the Upload menu. The Upload menu
is not available when browsing at the top level of libraries. After you have opened a
library or folder, then the option to create folders is also available in the results list.

The title of the results list shows the context of the listed documents. For example, if
you click Search in the sidebar, the results list displays all documents in Oracle
WebCenter Content to which you have access, with no filtering by library or folder,
and the title displayed is Searching Documents.

If you navigate to a folder within the library and select the Search <Folder> and
Subfolders option from the folder drop-down menu, then the title changes to
Searching <Folder> and Subfolders. This is important because the title tells you the
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context in which you are searching for a document. If you want to browse after
searching but remain in the library or folder you are in, click the title of the library or
folder tab in the search box or select the Return to Browsing <Folder> option from the
search title drop-down menu. For more information on the differences between
browsing and searching, see Browsing versus searching.

Figure 8-5 Results List from Searching with the Search Box
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Once you click Browse and open a library or folder, though, the title changes to the
name of the library or folder. In addition, there is a drop-down menu associated with
each library or folder title with the following options:

Option Description

Search <Folder/Library> and Click to use the search box to search metadata or the full-

Subfolders text of documents within the folder or library you are
browsing, rather than only the name of the document or
folder.

Get Link Displays a URL to the library or folder in which you are
browsing.

Folder/Library Properties Displays properties of the library or folder you are

browsing in.

Oracle WebCenter Content behaves differently depending on if you search for content
using the search box or browse for content within libraries or folders. Consequently,
the results list is also slightly different. For example, if you search using the search box
without first navigating to a specific folder or library, the results list displays the
documents that match your search criteria regardless of what library or folder context
the documents are in. Figure 8-5 shows an example of results listing documents
regardless of what library or folder the documents are in.
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If instead of searching using the search bar, you browse to a particular folder in the
Motorcycle library, then the results list displays only those documents within that
folder and location links show the path of the folder hierarchy. Figure 8-6 shows an
example of results returned when browsing through libraries and folders. Additional
differences between searching and browsing are detailed in Searching and browsing.

Figure 8-6 Results List from Browsing Using the Side Bar
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Note:

When browsing, entering text into the search box searches only the names of
documents in the library or folder you are browsing, not any other metadata
or full-text. To search for metadata within the folder you have browsed to, you
must first select the Search <Folder> and Subfolders option from the folder
drop-down menu.

8.3.5 Results list toolbar and contextual menu

You can change how results are sorted and also how they are displayed using the
options in the toolbar below the results list title. Selecting one or more documents in
the results list adds options to the toolbar, such as letting you add a rendition to your
rendition clipboard, copy or move one or more documents to different folders or
libraries, or do a variety of other tasks.

Getting Started with the WebCenter Content User Interface 8-7



Understanding the WebCenter Content User interface

Figure 8-7 Results List Toolbar
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Selecting a single document displays the results list toolbar. Right-clicking on a
document displays a contextual menu. Both provide a convenient way to do a variety
of functions which vary depending on the permissions you have. Functions you do
not have permissions to are not displayed or grayed out. The full extent of the options
available are detailed in the online help system and also in the procedures throughout
this guide.

8.3.6 Searching and browsing

Oracle WebCenter Content provides two powerful ways to find content: searching
metadata and browsing content. They can be used separately or in combination, and
have slightly different behavior and appearance.

8.3.6.1 Searching metadata

When you log in to Oracle WebCenter Content the first time, you see a list of all
released documents to which you have access on the Find Documents page. When
searching, the search box searches all indexed metadata of the documents within the
library or folder you are searching, including subfolders. If your system administrator
has configured full-text indexing, then the full text of each document is searched as
well. If you are not in the context of a library or folder, then all documents in the
system are searched.

Note:

Only the latest released documents are returned in a results list when
searching metadata. Unreleased documents and shortcuts are not displayed.

Figure 8-8 shows an example of the Find Document page with the following features
specific to searching metadata noted:

1. Search in the side bar is highlighted.
2. There is no folder hierarchy in the side bar.
3. There are no locator links below the title.

4. Library and folder tags in the search bar display the context you are in. Clicking
the title of a library or folder tag switches you from searching metadata back to
browsing documents in that context.

5. The Return to Browsing <Folder/Library> option and the Create New Saved
Search option are displayed in the search title drop-down menu.
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6. The Upload button is disabled.

Figure 8-8 Searching Metadata with Search Features Noted
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8.3.6.2 Browsing

Click Browse in the side bar of the Oracle WebCenter Content user interface to
perform the default browse action, that is, to list all libraries in the main area of the
page. Click on the attached arrow in the Browse button to see a list of specific options.
Navigate to the list of libraries or to the folder root using these options.

In the library listing, click a library to see a listing of documents and folders within the
library to which you have access. The hierarchy of folders in the library are also
displayed in the side bar. When browsing, the search box no longer searches through
document metadata by default, but rather searches through names of documents in
the particular library or folder you are browsing.

If you want to search metadata and optional full-text within the context of the library
or folder you are browsing, select the Search <Folder> and Subfolders option from
the drop-down menu next to the library or folder title. Doing so lets you search
metadata within the context of the library or folder you are browsing, including
subfolders. To return to browsing, click the title of the library or folder tag listed in the
search box or select the Return to Browsing <Folder/Library> option from the search
title drop-down menu (see 4 in Figure 8-8).

Note:

Both released and unreleased documents are returned in a results list when
using browsing, as well as any shortcuts.

Note that when browsing system libraries or favorites, you do not have all of the
options available when browsing enterprise libraries. Figure 8-9 shows an example of
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the Find Documents page when browsing through enterprise libraries, with the
following features specific to browsing noted:

1. Browse in the side bar is highlighted.
2. Thereis a folder hierarchy in the side bar

3. There are locator links below the title. Use the links in the breadcrumb popup to
navigate to the library listing or the root folder.

4. Library and folder tags in the search bar display the context you are in. Clicking
the X in the tag closes the tag and backs you out of that context.

5. Folder tools are available in the library or folder drop-down menu allowing you
to switch to searching, as well as see properties and links for the library or folder
you are in. Also, the Create New Saved Search option is not displayed in this
menu.

6. The Upload button is enabled.

Figure 8-9 Browsing with Browse Features Noted
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8.3.7 View Documents page

Depending on the document format and how your system is configured, Oracle
WebCenter Content can convert many uploaded documents into formats that are
viewable using a standard web browser. In addition to the current released version of

8-10 Using Oracle WebCenter Content



Understanding the WebCenter Content User interface

the document, all previous revisions are easily accessed, as well as all the metadata
properties of the current and previous revisions of the document.

Figure 8-10 Oracle WebCenter Content Document Page
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The following areas of the Document page are used to quickly view and update
documents and document properties:

¢ Banner: Located at the top of the page, the banner displays the path to the
document location in the context of Oracle WebCenter Content. Click on a step in
the path to navigate to the step's location.

Note:

If a document is unfiled, the document is listed as Unfiled and a link allows
you to file the document.

Additionally, the banner is used to log out, mark a document as a favorite, provide
links to documents, and open a menu that provides various options for working
with a document.

Getting Started with the WebCenter Content User Interface 8-11



Understanding the WebCenter Content User interface

Figure 8-11 Oracle WebCenter Content Document Page Banner
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* Properties section: Located to the side of the page, the properties section provides

a summary of document properties at a glance. Use the Add Rendition icon ! o
add additional renditions, and select a rendition to display a toolbar with various
additional tasks. If the document has annotations, an Annotations section is
included in the summary page. This section lists downloadable versions of the
document that have the annotations applied. Click on a particular version to
download it. Click on the Add Attachment button to attach additional items that
may be useful only when associated with the document revision. For example, you
can attach a photo of a job candidate with the candidate's résumé. The photo does
not have to be managed as a separate document in WebCenter Content, but instead
provides support for the revision being managed. Note that attachments are
specific to a revision.

If a document is in a workflow, an additional section is added to the summary tab.
If the document has been assigned to you, the section provides options to review
workflow details, contribute to the workflow, and approve or reject a document.
See Reviewing Workflow Items Assigned to You for more information on
reviewing workflow items assigned to you.

Use the tabs in the properties section to display all document metadata and change
the security access to a document, if you have the rights to do so.
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Figure 8-12 Oracle WebCenter Content Document Properties
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¢ Document preview area: The document is displayed in the body of the View
Documents page. The document preview area has a toolbar that provides various
options for manipulating the document view such as zooming in and out or
changing pages. It also provides options to show, hide, filter, and add annotations
to a document. Above the view toolbar are the revision history tabs. Clicking a tab
quickly displays a view of that revision, including the metadata of that revision.
Steps for working with document preview area are detailed in Viewing Documents
on the Document Page.

Figure 8-13 Oracle WebCenter Content Document Page Toolbar
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8.4 Personalizing WebCenter Content Preferences

Clicking your user name in the banner opens a menu allowing you to set several
preferences. When the preferences page is displayed, the general preferences tab
typically has the option to use an external user directory to control preferences
enabled. This means your name, e-mail address, locale and time zone are specified by
information managed externally by your system administrator. In some cases you may
want to manage these yourself, for example by adding a nickname to your full name
or changing your locale. If so, disable Use external user directory settings. It is a good
idea to check with your system administrator before doing so.

Figure 8-14 Oracle WebCenter Content General Preferences
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above must match the e-mailfuser-name of your Oracle Documents account in order to enable
personal sharing of cloud folders in WebCenter Content.

Save Cancel
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Oracle WebCenter Content offers extensive guidance messages throughout the
product. As you do something for the first time, a message is often displayed on the
page beneath the title bar to help you with the task. You can leave these messages
open so that they are displayed each time you do the task, or you can hide each
message by enabling Do not show this message again. If you hide messages and
would like to have them display again at another time, you can reset the guidance
messages preference under the personalization preferences tab.

Also under the personalization preferences tab, you can set the home page preference
to always show a list of libraries, recent documents, or your favorites each time you
log in. You can also enable WebCenter Content to accept scanned documents, as well
as clear recent and pinned items or from selection lists, and any pinned views.

Note:

The Scan button is displayed on the Upload page when you select Enable
upload by scanning from the Preferences page. For more information on
scanning, see Uploading Documents from a Web Browser.

Figure 8-15 Oracle WebCenter Content Personalization Preferences
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Oracle WebCenter Content also lets you adjust accessibility settings to your
preference. If you prefer to use a screen reader, like a high contrast display setting, or
use large fonts, you can set these options using your preference settings.
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Figure 8-16 Oracle WebCenter Content Accessibility Preferences
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Finding Libraries, Folders, and Documents

Documents uploaded to Oracle WebCenter Content can be organized into libraries, or
they can be unfiled, stored outside of any library or folder. Organizing documents into
libraries, however, provides context to help find documents. Within each library,
documents can be organized into folders and each folder can have additional
subfolders. Libraries, folders, and subfolders provide an easy and familiar way to
browse for documents. Additionally, information associated with each library, folder,
and document can be used to search Oracle WebCenter Content, and using browsing
and searching together provides a powerful way to find the documents you need
quickly.

This chapter details the steps to browse and search for documents. It covers the
following topics:

* About Finding Libraries, Folders, and Documents

* Using the Find Documents Page

* Browsing Using the Side Bar

® Searching Using the Banner Search Box

e Searching for Folders

* Using System Libraries to Find Documents in a Process State
e Using Advanced Search Capabilities

* Saving Searches

e Working with the Results List

* Modifying Items Using the Results Toolbar

9.1 About Finding Libraries, Folders, and Documents

Documents are stored in Oracle WebCenter Content and organized into libraries.
There are two types of libraries:

® System Libraries, created and managed by Oracle WebCenter Content to organize
documents that are in a system process, such as checked-out or expired documents.
Documents cannot be uploaded to a system library.

¢ Enterprise Libraries, created by individuals to provide flexible security and
comprehensive document management used by an entire organization.

Each library can have folders and each folder can have subfolders. Just like you
browse to documents on your computer using folders, you can also browse to
documents in the libraries of Oracle WebCenter Content using folders. Folders

Finding Libraries, Folders, and Documents 9-1



Using the Find Documents Page

provide a familiar way of navigating. However, folders in Oracle WebCenter Content
are virtual, meaning that they are collections of like metadata that tell Oracle
WebCenter Content how to filter documents when you browse. Because of this, you
can use a combination of searching and browsing to quickly filter your results to find
the documents you need.

9.2 Using the Find Documents Page

The Find Documents page is displayed when you first log in to Oracle WebCenter
Content. The main sections of the Find Documents page are:

e Side bar
e Search box in the banner area

¢ Folder search box and folder listing in the side bar (active when browsing and a
library has been selected)

e Results list

When you log in to Oracle WebCenter Content the first time, the Search link is active
in the side bar and the latest released revision of all documents in Oracle WebCenter
Content to which you have access are displayed in the results list. In this view, all
documents are displayed in a single flat list regardless of what library or folder they
may be in. You can review the results in the content area or filter the results using the
search box above the content area. For information about using the search box, see
Searching Using the Banner Search Box.

Click Browse in the side bar to navigate through libraries and folders much like you
browse folders on your local computer. Documents and folders in the library or folder
you are browsing display in the results list, and the folder hierarchy you are browsing
is displayed in the side bar. When browsing, the search box in the banner searches
only the names of documents within the library or folder you are browsing, and a
secondary search field is available above the folder hierarchy to use when searching
for folders.

You can personalize this page to display all documents, all libraries, or your favorites
the next time you log in.

9.3 Browsing Using the Side Bar

Clicking Browse in the side bar allows you to browse documents, and all libraries to
which you have access are displayed in the results list. The type of library is noted by
the icon used. For additional information on browsing, see Browsing.

9.3.1 How do | browse through libraries?
To find content in a library:
1. Click Browse in the side bar.

2. In the results list, click the library you want to browse. The library opens and
displays the folder hierarchy for the library in the side bar. Only documents at the
top level of the library are displayed in the results list.

3. Do one of the following:

* Review the documents in the list for the document you are looking for.
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* Enter text in the search box to filter the list by name.

¢ Use the folder hierarchy in the side bar or click on any folder in the results list to
navigate to a different folder in the library.

¢ Use the folder search box in the side bar to search for a folder in the library.
Note that the folder search box searches all folders in a library.

¢ Select the Search <Library> and Subfolders option in the library drop-down
menu to switch to searching metadata and then filter the results using the
search box (see Searching Using the Banner Search Box).

Note that the results list differs depending on if you are browsing documents or
searching metadata. For more information, see Browsing versus searching.

9.3.2 How do | browse through favorites?

Click Favorites in the side bar to display all items you have specified as favorites.
Unlike browsing libraries, a Favorites results list can display folders, libraries, saved
searches, and any documents set as a favorite. Note that if you set a shortcut as a
favorite, the target item is displayed when browsing favorites.

1.

Click Favorites in the side bar. The results list of favorites is displayed with the
items you've most recently specified as a favorite at the top.

Do one of the following:
¢ Review the items in the list for the desired library, folder, or document.
¢ Enter text in the search box to filter the list by name.

® Open a folder in the list to continue to browse for the right item. Once you open
a folder or library, the results list behaves as it does when browsing folders (see
How do I browse through folders in the side bar?) or libraries (see How do I
browse through libraries?).

9.3.3 How do | browse through folders in the side bar?

Folders, subfolders, and saved searches are displayed in the side bar once a library has
been opened from the results list, or by searching using the search box at the top of the
page (see Searching Using the Banner Search Box). To browse through a folder:

1.

2.

Click Browse in the side bar.

In the results list, click the library you want to browse. A list of folders in the
library, if any, is displayed in the side bar.

Do one of the following:

* Review the folders in the side bar list to find a specific folder. Expand each
folder to see subfolders.

¢ Filter the results using the Folders search box in the side bar to find a specific
folder. Note that the folder search box searches all folders in a library.

Select the folder you want to browse. A list of documents and folders at the top
level of the folder is di