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1.1

1. D2 Overview

This document will cover the main Documentum D2 functionalities users will need to work with to use this robust
document repository and collaboration tool. It will cover the features available to the following roles/groups in
spaces: coordinator, contributor, and consumer. The basic D2 features also apply to other D2 special projects, but
other features of these special projects are covered in the training sessions dedicated to these projects.

3 In D2, roles are called groups and will be called groups for the remainder of this document.
o
2
D2 Groups
Support
IT Support staff are the support group. This group processes the request to create the space and the three
standard D2 groups: coordinator, contributor and consumer. The Support group can only assign people to
the coordinator group; they cannot add any members to the contributor and consumer groups. IT Support
then sends an email to the coordinator(s) informing them that the space is created. They then remove
themselves for the newly created space.
Who typically has access to this group?
IT Service Desk staff
Coordinator
Once the IT Service Desk creates the space, space coordinators become responsible for managing the
newly created space. They can now add individuals or groups to the coordinator, contributor and
consumer groups. The coordinator can also update the permissions for the different groups.
Who typically has access to this group?
A supervisor, team lead, project manager, coordinator or other individuals in a coordination or leadership
position.
Contributor
The contributor group will be able to access their space, add folders, and import files into the space. By
default, the contributor is not able to delete. This group will also be able to view, edit, comment, copy,
paste, etc.
Who typically has access to this group?
Team members, staff assigned to a given project, etc.
Consumer

The consumer group will only have read access to content within the space. This group will not be able to
perform certain functions such as edit and add keywords. By default, the contributor is able to comment.

Who typically has access to this group?

Other stakeholders: individuals that are meant to see the content but are not required to contribute to it.
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2.1

2.2

2.3

2.3.1

2. Introduction to D2

EMC Documentum D2 is a web-based application used to manage content and underlying processes. It is a
document repository and collaboration tool. IT Support staff will create spaces (based on user requests) and the
different groups within these spaces. Key system features include: versioning, full text search, and the standard

document check in/check out feature. D2 allows you to:
e Personalize your space interface using workspaces and widgets

e  Perform searches across one or more repositories (e.g. D2, Webtop)

e Create, import, edit, modify, export and delete content

e Use content lifecycle and workflow processes (these will be implemented in a later phase)
e Use the recycling bin and mobile app (these will be implemented in a later phase)

Access D2

Enter the following URL in your main browser window:

https://cms.mcgill.ca/D2/#d2

Recommended browsers

Microsoft Internet Explorer 11. The system is also compatible with modern versions of Google Chrome and Mozilla

Firefox. For the complete list, refer to KB Article 5180.

Login

Enter your McGill username (first.lastname@mcgill.ca or first.lastname@ mail.mcgill.ca) and associated password;
then click on the Login button. Your name and McGill user name display in the menu.

1. Fillin the following:
»  Repository: CMS Admin Repository
»  Login: enter your McGill username.

» Password: enter your McGill password.

2. Click Login

¥ McGill,

Authentication

Repository: *  [CMS ADMIN Repository |~
Login: * |JDan.im\th@mgg_i__ll_.ca |
Password; * |.. |

« NOTICE: IE prompts to update Java - DO NOT update
If you see an Internet Explorer message prompting to update Java, click
"Run this time" to keep the older Java version enabled. See the full
announcement for details.

s SCHEDULED MAINTENAMNCE:
Occurs on the third Wednesday of each month, from 9pm to 6am. During
this period, the system may be slow or unavailable at times. The monthly
maintenance schedule lists all upcoming dates. For additional information,
please contact the ICS Service Desk at 514-398-3398.

—TTE

First-time login

When you log in to D2 for the first time, you will be prompted to install the Content Transfer Extension, which
allows faster check-out and check-in of files using D2. The required steps for the CTF installation differ depend on
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2.4

whether you have a SLA (Service Level Agreement with IT Services) and your administrative rights to the computer.

The detailed steps for each type of installation are provided in Appendix 1.

a. CTFinstallation on

personal or non-SLA computers

b. CTFinstallation on computers covered under SLA agreement where the plugin is pushed by IT Services
CTF installation on computers covered under SLA agreement where the plugin is pushed by IT Services and
the user does not have administrative rights to the computer

Installing the Content Transfer Extension
There are three Content Transfer Modes in D2:
e Documentum Client Manager (Content Transfer Extension) - recommended mode

e Java

e None (Thin Client)

To switch between the different modes:
1. Click on the down arrow next to your name.

2. Click on User Settings.

Logout

User Settings é- f

3. The Options window displays. From the General tab, select the appropriate option from the drop-down
menu in the Update Browser Plugin field.

4. Once you select or enter the desired mode, click OK to save the changes.

Options

Date format:*

Date input farmat:*

Default language:

Default Workspaces:

Current Browser Plugin: | Pocumentum Client Manager

Date and time format: =

General User Interface Eventis

Temporary path: e\Temp pres
Checkout path: e\Downloads i /
Update Browser Plugin: | Documentum Client Manager ¥

Java

None
ZORPrEULT

Z0-Apr-Z0LT 214718 AM
04/20/2017

English

=R E——

L

For more information regarding the differences between the three Content Transfer Modes in D2, and how they
affect the following tasks in D2, refer to Appendix 2:
e  check-out and check-in when editing a file

e  export folder
. native annotations
e import folder

e drag files from the computer to D2
e  drag files from D2 to your computer
e  drag files from MS Outlook to D2

e comparing 2 MS Word documents
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2.5

2.6

2.7

2.8

2.9
29.1

Logout

1. From the main menu, click the down arrow next to your name.
2. Click Logout

A trainingl (trainingl) ¥
User Settings R

Logout | Q

*

Access D2 User Guide

1. Clickon next to your name.
2. Click on Help

= Help

About D2

Pin/Unpin

Note that it is possible to pin and unpin this section of the screen (i.e. menu, username) by clicking on the pin icon.
To restore this section of the screen, hover with your mouse just below the url and click the pin again.

Subscriptions in D2

In D2, the subscription mechanism that exist are:
e Daily Digest of New Item and New Version
e Instant Notification on New Item
e Instant Notification on Modified Item

For details on:
e How to set up your subscription preferences in D2 for spaces, refer to Subscribe to space section.
e How to set up your subscription preferences in D2 for folders, refer to Subscribe to folder section.
e How to set up your subscription preferences in D2 for files, refer to Subscribe to file section.

Migration from CenterStage to D2

Subscription migration

File subscriptions will be functioning in D2 immediately once migrated from CenterStage. Folder and Space
subscriptions, even though they will be migrated, will not function in D2. These subscriptions will be available in a
future release of D2. We will keep you updated on these developments.

During migration, subscriptions will be moved from CenterStage to D2 as follows:
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2.9.2

a. For users who subscribed to spaces and folders in CenterStage
During migration, subscriptions to spaces and folders will be moved from CenterStage to D2 as follows,
depending on the file subscriptions you were using in CenterStage:

CenterStage subscription preferences Documentum D2 subscription preferences
As soon as updated Instant Notification on New Item

Daily Daily Digest of New Item and New Version
Weekly Daily Digest of New Item and New Version

b. For users who subscribed to files in CenterStage
During migration, subscriptions to files will be moved from CenterStage to D2 as follows, depending on the
space and folder subscriptions you were using in CenterStage:

CenterStage subscription preferences Documentum D2 subscription preferences
As soon as updated Instant Notification on Modified Item

Daily Daily Digest of New Item and New Version
Weekly Daily Digest of New Item and New Version

Blogs and Wikis migration
Despite blogs and wikis not being available in D2, their content will be extracted and migrated from CenterStage
into D2 in the form of Word documents. This way you can continue to access your blog and wiki content.

Once you are using D2, you can use Blogs.mcgill.ca as a virtual space for individuals or groups to publish, discuss or
link to content, and share it privately or with the global online community. For more information, refer to KB
Article 1813.

Once your blog content has been migrated from CenterStage to D2, a Word document for each blog or wiki will be
available as shown here:

= @) New Blog 2017 (2)

2] Another One %  ex:aword document will be produced

] New Post 2017 called "New Blog 2017 {2)" which will £
@ [/ Testing include the two posts (Another One [@= New Blog 2017 (2).docx
@ ) blog test and New Post 2017)
= &) wiki test

=l sdf b

5] wikiz .

. the same applies for this Wiki , a 1
document called "wiki test" will be W= wiki test.docx
produced which will include both
wikis (sdf and wiki2)

Please note:
The Word documents produced for blogs and wikis will reside in the same location in D2 as in CenterStage.

The same owner name will be maintained.
The same permissions will be kept.
Only blogs created in 2015, 2016 and 2017 will be transformed into Word documents and migrated into D2.
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2.9.3

2.10

2.10.1

2.10.2

2.10.3

Data Table migration

While existing files and documents will be automatically and securely transitioned from CenterStage to D2, data

tables will not be available in D2.

If you wish to save your data table content and have it migrated to D2, your data table must first be exported and
saved in Excel, and then re-uploaded to CenterStage. For more information on how to do this, follow the step-by-
step instructions in KB Article 7508. Ensure the data table content is saved prior to migration to D2. Refrain from
creating any new data tables in either existing or new CenterStage spaces. If you have any questions or require any
assistance with the process of exporting your data table content, contact ecmcommunication.ccs@mcgill.ca.

Main Menu

The main menu is at the top by default. You can change its location by using the User profile and preferences.

NEW

This will be used to create a folder. This is explained in Create a folder.

MYFILES

Browser ¥

==

N

< SEARCH

Group...

Advanced Search.

[l MANAGE ¥

orkben.. ¥

L

IMPORT

This will be used to import one or several files. If the EMC Documentum Client Manager plug-in is enabled, it can
also be used to import entire folder structures (including folders, sub-folders and files).

£ BROWSE Y

Browser ¥

MYFILES

HIMPORT ¥

. SEAR(

File...

Folder Structure...

CONTENT

If the EMC Documentum Client Manager plug-in is enabled, this will be used to export folders, view and/or modify

permissions and properties.

MYFILES

Browser ¥
4 B spaces
4 = 000 Training Workspace 5
4 [ How-To folder
i test
i J0R
I On-line courses
B sessions
i videos
4 B 000001Manage
4 [ o1folder

[ 001Coordinator
> B 0010wnerTest
> 2l 0020wnerTest
b B 0101AATest

b [ 01ATestSession

T McGill=j

L SEARCH

i B 0o01TestUpdatePermissions

[IBROWSE ¥

Name
i Vide:
i How
fmonii
s
B JOR
M TeAl

Export folder..

Permissions...

Properties...
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2.10.4 VERSIONS

2.11

This will be used to toggle between current versions and all versions.
@ .
w McGill
Current version

BROWSE MYFILES | SEARCH @ MANAGEY @ Al versions

Workspaces

D2 includes workspaces that you can use in your space. When you first connect to D2, you will see the three
default workspaces: BROWSE, MYFILES, SEARCH. The workspaces you will see depend on your group. For example,
the space coordinator group will be able to see the MANAGE workspace. These workspaces contain widgets that
you can use to personalize your functionality. Widgets are explained in the next section.

@ You can have the same workspace open more than once. For example, you may want to work with
(I two different spaces, each space in a Browser workspace.

=)
o
2

To add a workspace:
1. Click on the add workspace button © to access the Workspace Gallery.

T McGill=
...................... rd

MYFILES . SEARCH [CJBROWSE ¥ L+

Browser ¥ Documents ¥

2. Select the workspace(s) that you want to use, according to your needs, by clicking on it (e.g. Manage).

T McGill iy

BROWSE MYFILES SEARCH WORKSPACE GALLERY™ © /

3. The selected workspace will then be added to your existing workspaces.

I'd

| MYFILES . SEARCH BROWSE () MANAGE ¥ &

Browser ¥ Coordinator Workben.. ¥
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To close the workspace, close other workspaces, switch workspace or reset workspace:
1. Click on the down arrow next to a workspace.
2. Select the desired action.

F McGill

BROWSE MYFILES < SEARCH () MANAGE ¥ [+

Close workspace I

TG ozl Close other workspaces i

“ Sl Switch workspace... t
> B 000 Training Workspace 1 m Reset workspace lages!

- B 000 Training Workspace 2 [

> = 00001TempTestt B Chongetheme.. )

To delete a workspace:
. . @ manAGE v[e | ©
1. Click on the 2 icon next to the workspace. !

2.11.1 Browse Workspace
This workspace allows you to navigate to your spaces, folders, sub-folders and documents. It allows you to have
some advanced features (note that features are available according to your group). You will see several widgets,
such as: Browser, Documents, Coordinator Workbench, Preview and Workspace Members. Some widgets are there
by default, but you may also add/remove widgets. Widgets are explained in detail in the next section.

MYFILES L SEARCH I BROWSE ¥ L+
Browser ¥ Documents ¥ Preview ¥
4 [B] spaces [Enter your search terms... [xle] @ [#

4 = 000 Training Workspace 5
> [l How-To folder

Spaces = [ 000 Training Workspace 5

Name Title Status Modif
im JDR
m videos Jun1,
8 On-line courses
| Howr-To folder Juns,
I sessions
i On-line courses Jun 1t
M videos |
sions un 1t
> = 000001Manage i session
Jun 2¢
> 0001TestUpdatePermissions im JoR un
144 TBANA4-TBANS links.docx Jung,

3 001Coordinator

2.11.2 Search Workspace
This workspace allows you to search for objects, documents, etc. This is explained in more detail in the Search
section.

MYFILES (L SEARCH ¥ BROWSE [+

Search ¥ Documents ¥

|E|1'.e".-‘| |x R }a “'l |E|'v:—:".:‘ 5
4 £ Searches = CMS ADMIN Repository = [B] Spaces = [Z) 000 Training Workspace 5
' Ql‘—ly last search Name Title Status Modified « Modified By
> 6 My searches B videos Jun1,2017 3:31:44 PM trainingl
» € Public searches B How-To folder Jun 8, 2017 10:11:40 AM trainingl
B On-line courses Jun 15,2017 11:02:49 AM trainingl
B s=ssions Jun 15,2017 11:03:23 AM trainingl
.JDR Jun 26,2017 2:01:31 PM trainingl
TBAN4-TBANS links.docx Jun @, 2017 11:10:09 AM trainingl
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2.11.3 MyFiles Workspace

This workspace allows you to see information about your files (e.g. those that are checked out, last modified, etc.).

T 11w .
" MCGlll“” 4+ NEW ¥ % IMPORT ¥ CONTENT ¥ 'V CURRENTVERSION ¥
k\ #
[# MYFILES ¥ L SEARCH BROWSE (+]
Last Modifed ¥

Name = Title Status Modified Modified By

B D2 CMS 501 training ses... Jun 2, 2017 9:00:18 AM trainingl

B D2 CMS 501 training ses... Jun 2, 2017 3:07:07 PM trainingl

2.11.4 Manage Workspace

This workspace is only available to coordinators. Start by selecting a space. The Coordinator Workbench widget
allows you to view and edit your groups, update permissions, and show members for the selected space. See the

next section for more details on widgets.
S~

— BROWSE [“ MYFILES

Browser ¥
4 Spaces
4 000 Training Workspace 2

&> [l Andrew Test Folder
B Another test
B Joanne Test felder
B Project Files

i [l trainl6

4+ NEW ¥ & IMPORT ¥ [1 CONTENT ¥ Y CURRENTVERSION ¥
“{ SEARCH WORKSPACE GALLERY () MANAGEY @

|-Conrdina‘lnr Workben.. ¥ I

View & Edit Groups

Update Permissions

Show Members

Use the Workspace Members widget and click View Members to see the members of the group and their

permissions.

BROWSE

[“] MYFILES

Browser ¥

4 Spaces
4 [3 000 Training Workspace 2
L A,

Tact Eald

4+ NEW ¥ & IMPORT ¥ [} CONTENT ¥ Y CURRENTVERSION ¥
(1 SEARCH WORKSPACE GALLERY (DMANAGEY @

|I Workspace Members ¥ .

View Members

The Properties widget allows you to view/update the Name of the Space, Title of this Space, Subject, and Space

Short Name.

[/ MYFILES (1 SEARCH

Browser ¥
4 Spaces
4 000 Training Workspace 5
& [l How-To folder
im JDOR
B On-line courses
- sessions
i videos
b 000001 Manage
b 0001TestUpdatePermissions
4 001Coordinator

TR T ) :
-?'L;‘-' NICG']J"]‘”J + NEW ¥ 4 IMPORT ¥ ;)NTENT ¥ Y CURRENTVERSION ¥

BROWSE M MANAGEY ©

[Properties v |
B edit

Properties of 000 Training Workspace 5

Name of the Space: 000 Training Workspace 5
Title of this Space: 000 Training Workspace 5
Subject: Workspace for training

Space Short Name(Used to name groups): | TrainingWorkspace5

Public Space:

Source Template:
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2.12  Widgets
Workspaces contain widgets that are there by default; you can also add other widgets. A widget is a graphical user
interface (GUI) element that you can use to personalize your workspace. You can click on the down-arrow next to a

widget and select Columns... to modify its fields. The table below lists some widgets you can use:

Widget Function

Audit Displays a list of audited actions for the selected content

Browser Displays spaces and folders.

Checkout Displays a list of checked-out content files with user name, checkout date/time information.
Comments View, create, delete and reply to comments about the content

Coordinator Workbench

Restricted to the coordinator group and is used to view and edit groups, update permissions
and display members.

Documents Displays content. Also displays results from searches.

Favorites Displays a list of content items (spaces, folders, files) marked as favorite.
Facets Linked to search results template (e.g. modified by, modified date)

Last Modified Displays when the content was last modified

Location Displays a list of directory locations where the content is found

Preview Use to preview pdf documents

Properties Displays properties of the selected content

Relation Displays related objects (e.g. comments and track changes in Word)
Search View, edit and run past and saved searches

Thumbnails Enables thumbnail preview for browsing content. Displays the first page of a document.
Versions Displays a list of the versions of the selected content

Workspace Members

Displays current permissions for the content

2.12.1 Documents widget

The Documents widget displays content, such as folders and files. It also displays results from searches. When a
folder has more than 1000 files, the first 1000 files will be listed and a filter automatically displays. For the rest of
the files, you will have to search using this filter.

MYFILES BROWSE ¥ SEARCH

Search ¥

a {7 Searches
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2.12.2 Favorites widget

This widget is available as of January 18, 2018. D2 users who log in for the first time after this date, will see the
Favorites widget by default. D2 users who logged into D2 for the first time before this date, will have to add this
widget. It is recommended to add the Favorites widget next to the Browser widget in the BROWSE workspace.

MYFILES

L SEARCH | BROWSE ¥
I Favorites ¥ |

2.12.3 Add a widget

To add a widget to a workspace, follow the steps below:

1. From a workspace, click

to add widgets from the Widgets Gallery.

T McGillfy)

! MYFILES L SEARCH J EIBROWSE ¥ MANAGE +]
Browser ¥ Documents ¥
4 [E] spaces [Enter your search terms...

7 g [#

/

Preview ¥

i = 000 Training Workspace 5

- B 000001Manage

i [ ooo1TestUpdatePermissions
& B o01Coordinator

b B 001 OunerTect

Spaces > [ 000 Training Workspace 5

HName Title
i Videos
i How-To folder

Status Modif

Junt,
Juns,

2.  The Widgets Gallery displays. Click on the available (highlighted) widget(s) that you want to add.

| Widgets Gallery I

Audit
vamt -
© i dm_simin
@onsen  wisomn
O b s
© e i

Checkout

G Carmet 3005

| select a widget & 4

6/ veldenos Manso
OB T e ez ma e
[ GATOIS 8123 War 142018 0O TS

Audit Checkout
3. The widget will be added to the workspace.
e MCG'lll ...4 4+ NEW IMPORT CONTEN Y CURRENT VERSION ¥
MYFILES . SEARCH 1 BROWSE ¥ MANAGE [+
Checkout ¥ Documents ¥ Preview ¥
\ e el o @
[E] Spaces = = 000 Training Workspace 5

2.12.4 Remove a widget
To remove a widget, follow the steps below:

1. Cclick next to the widget to remove it.
% McGill+H
| 7 MYFILES | SEARCH FIBROWSE ¥ ) MANAGE [+

Checkout ¥ & Documents ¥

£nter your searc

Ixle 2 [#
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3.1

3.  User profile and preferences

This can be used by all the groups and is used to change your Documentum D2 settings. You can make changes to
the date and time format, row height, menu position/size setting, subscription events, etc.

1. Click on the down arrow next to your name.

User Settings '(--

Logout

t

2. Click on User Settings.

3. The Options window displays. The three tabs (General, User Interface, Events) and the fields within the
tabs are explained below. Once you select or enter the options, click OK to save the changes.

General tab

This tab displays and allows you to update the temporary path, checkout path, browser plugins, and date and time
formats. It also allows you to select whether you want to save your last session settings. Once you make a change

to any of the fields, click OK to save them.

The following fields are used to update the temporary path, checkout path and browser plugins.
a. Temporary path: the directory in which your temporary files are saved. The system deletes these files the

next time you log in to the system.

b. Checkout path: the directory in which checked out files are saved.

c¢. Update Browser Plugin: click the down arrow to update the browser plugin. There are 3 Content Transfer
Modes in D2: Documentum Client Manager, Java, and None (Thin Client). For more information on
installing the Content Transfer Modes, refer to Appendix 2. We recommend that you select the

Documentum Client Manager plug-in.

d. Current Browser Plugin: displays the current browser plugin used.

Options
User Interface Events ~
Temporary path: c\Temp
Checkout path: c\Downloads " ‘/'
I Update Browser Plugin: Il Documentum Client Manager 25
Current Browser Plugin:  Documentum Client Manager <
Java
None
Date format:™* 2U-ApPr-ZULT -
Date and time format:* | 20-Apr-2017 9:47:18 AM ~
Date input format:* 04/20/2017 ~
Default language: English ~
Default Workspaces:
~
I " (@) Pactnra coaccinn
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Some widgets display your files and folders with information about your content. For example, you may be using a
widget that displays your files with a modified column showing the date of the last change. If you want to change
the date format, you will have to modify the date and/or time format fields.

Doclist ¥
Spaces = [B 01Test = I Files
Name « Title Status Modified Modified By
B ManualOperator.pdf Mar9, 2017 4:19:28 PM coordinatorl

a. Date format: click the down arrow to select the desired date format.
b. Date and time format: click the down arrow to select the desired date and time format.
c. Date input format: click the down arrow to select the desired format for inputting the date.

d. Default Workspaces: use to select the workspaces you want to see when you login, if you select ‘Reset
application/default workspaces’ as your workspace and widget settings (described below).

Date format:* May 3,2017

Date and time format:* | FElEEESLEIY]

5/3/17 3:19 PM

[<][<

Date input format:*
May 3,2017 3:19:57 PM
Default languags: e N
May 3,2017 3:19:57 PMEDT
Wednesday, May 3, 2017 3:19:57 PM EDT
Default Workspaces: | Browse
MyFiles

Search

Scroll down to see the following two fields. Select one to set your workspace and widget settings.
a. Restore session: select this option to restore the current session the next time you log in. (e.g. use to
restore your workspaces and widget settings). This is the recommended setting.

b. Reset application/default workspaces: select this option to revert to the default session settings the next
time you log in.

Login Seffings: ® Restore session 44—
Reset application/default workspaces e

3.2 User Interface tab
Use the tab to modify content by page, sorting, and the menu position and width. Click OK to save the changes.
-
Options

General User Interface Events

Content by page: 20

<>

Sorting: #| Group folders then files

Table row height: | Small (22 pixels)

[<[%

Menu position: Top

N\
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3.3

a. Content by page: Use the up or down arrow next to the field to select the number of items you want to
show in each page of a list. The minimum is 20 and the maximum is 250.

b. Sorting: click the Group folders then files checkbox to sort and group folders first, followed by files.

c. Table row height: click the down arrow to set the height of a row in a list to small or large.

d. Menu position: the first time you log in, the menu will be at the top of the screen. You can change it to
position the menu at the left of the screen.

e. Menu width: if you change the Menu positon to the left, you can update the menu width here.
-

Options

General User Interface Events

Content by pags: |20

<>

Sorting: ¥ Group folders then files
Table row height: | Small (22 pixels)

Menu position: Left

SRR

Menu width: 250

Events tab
Currently, only file subscriptions are working. Space and folder subscriptions are currently not available. However,
they will be available in a future release of D2.

Using the subscriptions from the Events tab is a global subscription. This means that you will be notified of any
changes in spaces that you are a member of, as well as any changes to public spaces. We do not recommend using
this subscription. However, if you decide to use it, we recommend that you only subscribe to the daily digest.
Selecting instant notification as your subscription preferences (b and c below) may result in you receiving a great
number of emails.

This tab allows you to be notified when a new item or a new version of an item has been added to your spaces and
public spaces.
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4.1

4.1.1

4.1.2

1. From the Subscription events window, select and click the right arrow * to select your subscription preference
for the space and move it to the window on the right.

a. Daily Digest of New Item and New Version: a daily report with all notifications for new or updated
files or folders that you have subscribed to will be emailed to you.

b. Instant Notification on Modified Item: you will receive an email when a file or folder that you have
subscribed to is updated. You will get one email per document.

c. Instant Notification on New Item: you will receive an email when a new file is created in a folder you
have subscribed to. You will get one email per document.

2. Click OK to save your changes.

Options

Subscription events:

Daily Digest of New Item and New Version
Instant Notification on Modified ltem

Instant Notification on New ltem

4.  Manage Content

The following sections will describe all the different operations you can perform for spaces. For a description of
other D2 special projects (e.g. legal services), please refer to the training material specific to this project.

Spaces

The sections below describe the different operations you can perform for spaces. Some operations are restricted
to certain groups (e.g. coordinators).

Create a space
If you want a space created, request a space via our online form (http://www.mcgill.ca/it/forms/request-cms)

View spaces you have access to
1. Click BROWSE Workspace.
2. Click the Browser widget to see the spaces that you have access to.

3. Click

to see more spaces.
4. Select a space. The Documents widget displays the content of the space — folders, documents.

5. Right-click on the space to see the following options. These are explained in the sections below.
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[ MYFILES & + SEARCH FIBROWSE ¥

Browser ¥ D
L Spaces 2(
b 000 Training Workspace
I B 000-Training Workspace 3 Exportfolder...
I [ 00001 TempTestt
L3 0001TestUpdatePermissior Copy Chrl+C
& B 0010wnerTest .
b B 0020wnerTest
b B 0101AATest -
L4 01DZFolderTestl Locate
B 01FolderD2Test0207 Add comment...
I [ 01FolderSansSpace Add to favorites
= Send mail...
? = 015tandard Subscribe
b S orTest Copy link to clipboard
I B o1TestOwner Hypertin N
& [ Alain Test Migration

4.1.3 View space members
This is available for any group (coordinator, contributor, consumer) and is used to view the users within each group.

It is available in the Browser workspace by default. You may have to use the arrow  to view the right-most pane
(Preview and Workspace Members widgets).
1. Click BROWSE Workspace.

2. Click the Browser widget.
3. Click the space.
4. Click Workspace Members widget.
5. Click View Members.
FeF e )
= McGillg)
BROWSE ¥ 7 MYFILES \ SEARCH MANAGE +]
1 Documents ¥ Workspace Members ¥
4 [E] spaces = [Enteryour search terms.. =2 @ &
> B 000 Traning Workspace & Spaces = B2 000Training Workspace 1
T B testrolder Name « Title Status
i testFolder
& [ Training Material - -
B Training Material Training Material
i il User Guide Z Ueer Gond
> EmVideos i User Guide ser Guide
b P 000Trainine Worksnace i Videos Vidsos

6. The Current permissions window display the groups and the members.
7. Click Close.

Current Permissions
| Member | Group Permission
fraining 12 trainingworkspace1_coordinators Edit
training 14 trainingworkspace1_coordinators Edit
g ini el_c i Edit
training 10 ingt pacel_c i Edit
a1 Edit
traming ¥ IH al_c Edi
I al_c Edit
training 11 i a1 ¢ Edit
trainingcoardi 1 T 1_t Edit
frainingcontributor ini @1_conri Edit
frainingcontributor2 | trainingworkspacei_contributors Edit
Gisele Dubeau | trainingworkspacei_contributors Eait
trasininge 2 al_c Read & Comment
Lraininge 1 i al_¢ Read & Comment
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4.14 Add comment to space
Use to add comments to your space.

7.

oukewNneR

Click BROWSE Workspace.

Click the Browser widget.

Right click on space name.

Click Add comment...

The Add Comment window displays. Type the comment.

Click Post.
. - q
Add Comment
g | A N IB s U E==]EEI1@1A-Y-
This 1s where to add a comment for the space
may st ] cancel |
These are viewable in the Comments widget. (Note: to add Comments widget, click on to select it

from the Widgets Gallery).

Comments ¥

ﬂ Add Comment Training Workspace 1

Add comment here

An alternate way to add comments is to use the Comments tab:

1.

2.
3.
4

Click BROWSE Workspace.

Click the Browser widget.

Click the space name.

Click the Comments widget. (Note: to add Comments widget, click on to select it from the Widgets
Gallery).

Click the # icon next to Add Comment.

r'e

The Add Comment window displays. Type the comment.
Click Post.

Add Comment

B | "IA A lB I U | s 1@ lA Y-

This is where to add a comment for the space

—» E=E BT
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4,1.5 Remove the comment from the space

Use to remove comments from the space.

W e

Gallery).

o wn

Click BROWSE Workspace.
Click the Browser widget.
Click the space name.

Click the Comments widget. (Note: to add Comments widget, click on

Comments ¥

ﬂ Add Comment 000 Training Workspace 1

another comment

ﬂ Reply a Delete

x

4.1.6  Add space to favorites
Use to add a space to your Favorites widget.
1. Click BROWSE Workspace.
2. Click the Browser widget.
3. Right-click on space name.
4. Click Add to favorites

Browser ¥

4 Spaces

4 000 Training Workspace 4

> [l D2 training
4 [ S0 test

» [l Van
4 [ User Guide

> 000 Training Workspac
> 0001TestUpdatePermis

4 001Coordinator
> 0010wnerTest

> 0020wnerTest

> D101AATest

> D1ATestSession

> = 01D2FolderTestt
» B 01FolderD2Test0207
> [l 01FclderSansSpace

> Oigbnametest

Export folder...

Copy Ctrl+C
Paste Ctrl+V

Paste as link

Locate

Add comment...

"-'—-b Add to favorites

Send mail...
Subscribe

Copy link to clipboard
Hyperlink...

Properties...

to select it from the Widgets

Select the comment you want to delete. You will see two options: Reply and Delete.
Click the Delete option.

5. The space now appears in the Favorites widget. (Note: to add the Favorites widget, click ~ to select it
from the Widgets gallery).
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4.1.7

4.1.8

Remove the space from favorites
Use to remove a space from your favorites widget.

L

Click BROWSE Workspace.
Click the Browser widget.

From the Favorites widget, right-click on the space name.

Click Remove from favorites.

Name «

Training Worksnace 1

Favorites ¥

Title

Export folder...

Copy Ctrl+C

Locate

Add comment...

ﬁ Remove from faverites

Send mail...

Subscribe

Copy link to clipboard
Hyperlink... »

Properties...

TrainingWorkspacel

Send mail (space)
Sends an email to the select user(s) with the space url. However, the user has to be a member of the space to be
able to open the link.

1. Click BROWSE Workspace.
2. Click the Browser widget.
3. Right-click on the space name.
4. Click Send mail...
Browser ¥
4 Spaces |:
el 000 Training Workspace 4 I
> [ D2 training Export folder...
> [ 5D test
BB User Guide Copy ChrlsC
> DODTraining‘.l'\.l'orl-(space\I
Paste Ctri+v
» 0001TestUpdatePermissi
— ) Paste as link
4 001Coordinator
> 0010wnerTest Locate
> 0020wnerTest Add comment...
: D101AATest Add to favorites
> DlATest.Session P Send mail...
> (= 01D2FolderTest1 Subscribe
» [=] 01FolderD2Test0207
olaertstes Copy link to clipboard
» [ 01FolderSansSpace " link
> Dlgbnametest yperint.. '
=i Properties...
=] P
5. The Email window displays. Select the recipient(s) of the email by clicking on the ***icon
6. Enter the Subject.
7. Type a message in the Message area. This area also includes the url of the space.
8. Click Send.
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4.1.9

Email

Toi* megill_support

Subject:* |url of space|

Message:* B | TIIA A B I U |

000 Traming Workspace 4
https://dems 1st.megill. caD2/7?
docbase=DEV_CMS_ADMIN&locateId=0b020fda806£a595

li= = 1@ lA- %~

T T

Subscribe to space
Currently, space and folder subscriptions is not available. However, it will be available in a future release of D2. At
that time, we recommend that you only subscribe to the daily digest; selecting instant notification as your
subscription preferences (b and c below) may result in you receiving a great number of emails.

This allows you to be notified when a new item or a new version of an item has been added to the space.

1.

uoe W

Click BROWSE Workspace.
Click the Browser widget.
Right-click on the space name.
Click Subscribe

Select how you want to be notified. Click the right arrow * to select your subscription preference.
a. Daily Digest of New Item and New Version: a daily report with all notifications for new or updated

files or folders that you have subscribed to will be emailed to you.

b. Instant Notification on Modified Item: you will receive an email when a file or folder that you have

subscribed to is updated. You will get one email per document.

c. Instant Notification on New Item you will receive an email when a new file is created in a folder you

have subscribed to. You will get one email per document.

Click OK.

Subscription Events

Instant Motification on New ltem

Instant Motification on Medified Item Daily Digest of New [tem and New Version
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4.1.10 Delete a space
This can only be performed by IT Support. Contact IT Service Desk to have the space deleted.

4.1.11 Rename the space
This can only be performed by the IT Support and the coordinator group.

1. Click BROWSE Workspace.
2. Click the Browser widget.
3. Right-click on the space name.

4. Click Properties to view/update:

Name of the Space: view/update the name of the space.

Title of this Space: view/update the title of the space.

Subject: view/update comment about what the space is used for.

Space Short Name(Used to name groups): this is the unique name and does contain any spaces;

this field cannot be updated.

e. Public Space: this checkbox is selected if the space is a public space. This is set by IT Support
when they create the space. This field cannot be updated here.

f.  Source Template: displays the template used to create the space. This field cannot be updated.

a0 oo

5. Click OK if changes are made to the Name of the Space, Title of this Space and Subject.

L
Properties of 000 Training Workspace 4

A/

MName of the Space:* 000 Training Workspa
Title of this Space: 000 Training Workspa
Subject: Waorkspace for trainin;
Space Short Mame(Used to name groups): | Warkspace4

Public Space:

Source Template:

4,1.12 Copy space link to clipboard
1. Click BROWSE Workspace.
2. Click the Browser widget.
3. Right-click on the space name.
4. Click Copy link to clipboard.
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4.2

Browser ¥

4 Spaces

> 0010wnerTest

0101AATest

> 01IT

- Oigbnametest

- 01ATestSession

> = n1D2FolderTest1

» 01FolderD2Test020
> [ 01FolderSansSpace

Export folder...
> [l D2 training rporiee
> [ 5D test
B User Guide Copy Ctrl+C
- 000 Training Works| Paste Chrl+\V

Paste as link

Locate

Add comment...

Add to favorites

Send mail...
Subscribe

Copy link to clipboard
Hyperlink...

Properties...

5. You can use this link from the clipboard (e.g. in a Word document). Use “Ctrl + V” or right-click and paste
where do you want to put the link.

Folders

The following sections will describe the different operations you can perform for folders. When you locate the
space and the desired folder, right click on the folder and you will see the following options. Note that some
options will only be possible with certain browser plugins. For more information regarding the three Content
Transfer Modes in D2, and how they affect the following tasks in D2, refer to Appendix 2.

4 Spaces

o

-

-

-

-

W Andrew Test Folder
4 [l COMMGROUP,
> [ WNS 20 Export folder...
I Project Fill Cut Chri+X
* [ Testing Me Copy Crl+C
> [l traini6
Il Videos fold

> B 01Test

Locate

Add comment..,

Add to favorites

Send mail...

Subscribe

Copy link to clipboard
Hyperlink... 4

Delete... Del

Properties...
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4.2.1 Create a folder

From the menu panel, you can create new folders in your space(s) or within a folder (i.e. subfolders). When using
a space, you will be restricted to adding files into folders only.

Click BROWSE Workspace.
Click the Browser widget.

Click the desired space, or the desired folder within a space, in which you want to create a new folder.
From the menu, click NEW > Item

T McGill

AW e

=l

) 4+ NEW Y 2 IMPORT
S | Item... é_
IBROWSE ¥ MYFILES ' K COORDINATOR WORK SPACE L+
Group...
Browser ¥

Advanced Search... b

5. The New Content dialog window opens. From the Creation profile drop down box, click folder.
6. From the dic_folder drop down field, click New Folder.

7. Click Next.

New Content

Fill creation profile

Creation profile: | folder
Edit properties

dic_folder: | New Folder

RIK

Choose template

Inheritance
Linked document
Source content:  Space
Edit content
1t conten Properties:

Content: WD structure:

Checkin

—ZH IEETH

8. From Edit properties window, enter the folder name in the Name field. This is the only required field; the

others are optional.
9. Click Next. The folder will be created.

New Content

Fill creation profile

Training Materials

Edit properties Title:

Choose template Subject:

Linked document Keywords: L
*®

Edit content

Checkin

Authors: see

*®

\mm
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4.2.2 Import folder
Use to import a folder to D2 from another destination. Note that the Content Transfer Mode must be set to
Documentum Client Manager in order to do this. See Appendix 2 for more information.

Click BROWSE Workspace.

Click the Browser widget.

Select the space to import the folder to.

From D2 menu, click IMPORT > Folder Structure

AW

File...

I Felder Structure...

5. The Import Folder Structure dialogue window opens. From Select folder window, click [-1 from the
Folder to import field to select the folder to import.

6. Click Next

Import Folder Structure

Select folder Folder to import:* [C:'ﬂ,U;em"-,jdems‘-._Des ktop My folder
Fill creation profile Import Structure:® | Felder Structure Import >

Edit properties

3

T T

7. Fillin the Edit properties window — enter folder name (if you wish, you can change the folder name).
8. Click Check In All Content and Finish. The folder will be imported into D2.

Import Folder Structure

Select folder Folder selection: "My folder' content

Fill creation profile My folder|

Edit properties Title:
Subject:
Keywords: +
®
Authors:! .
®

Check In All Content and Finish m
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4.2.3 Export folder
Use to export a space or a folder to another destination. Note that the Content Transfer Mode must be set to
Documentum Client Manager in order to do this. See Appendix 2 for more information.

1. Click BROWSE Workspace.
2. Click the Browser widget.
3. Right-click on the space or the desired folder in the space.
4. Click Export folder...

’ Testleila \ Export folder...

+ [l testPerm

> TestTagCommentSub

- TestTags2 Copy Ctri+C

> TestTagsComment2

> TeEt_'.-'_2

- B Test_8_2_17

Locate
> Pto Copy
Add t...
4 Training Workspace 1 commen
. B Files Send mail...
> [ Training Materials Subscribe

> Training Workspace 2 Copy link to clipboard

+ [ Using IT Project Template Hyperlink... >

> VT Test8vtsuper Properties..

5. From the Browse for Folder window, select folder where your space or folder will be exported.
6. Click OK

Browse for Folder @

Choose the folder where your content will be exported.

£ RecydeBin -
A Joanne De Rose
> @ Control Panel
4 /M| Computer
s ‘c_ﬂ Local Disk (C:)
» ) DVD RW Drive (D2) i
» ¥ jderos (V\campus\deptshare \ICSUser) (F:)
» 8 deptshare (Vyampus) (G:)
» G CommGroup (\\campus'deptshare \IC5\Shar
» 8 jderos (\Wile. campus.megil. ca\staff\Group3 -

m

4 mm | 3

_'__& OK ][ Cancel ]

4.24 Move a folder
Use to move a folder from one location to another. The folder will be removed from the first location and placed in
the second location.

Click BROWSE Workspace.

Click the Browser widget.

Click on the space where the folder is located.
Right-click on the folder.

Click Cut.

AW RE
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4.2.5

7. Go to the space or folder you want to copy the folder to and click Paste.

Browser ¥

4 Spaces

B Andrew Test Folder
[ ] Project Files
> [l train16 Export folder...
Bl Videos fold cut ChrlsX
4 000-Training |
Copy Ctri+C
> [l COMMGR(
Past: Ctrl+V
> [l Testing Ne aste e

..... Paste as link

Browser ¥
4 Spaces
- 000 Training Workspace 2
B Andrew Test Folder

> [l train16
BB videos folder
| 4 000-Training Workspace 3
> [ COMMGROUP | Exportfolder.
* [ Testing New Feature

. 00001 TempTestl

Copy

» [=l 0001TestUpdatePermiss
- B 0010wnerTest —'I'. Paste

» 0020wnerTest

Cirl+C
Crl+V

There is an alternate method to move a folder:
1. Click BROWSE Workspace.
2. Click the Browser widget.
3. Click on the space where the folder is located.
4

From the Documents widget, find the folder. (Note: to add the Documents widget, click on the icon to
select it from the Widgets Gallery).
5. Drag the folder to the new space or folder.

Copy a folder

Use to copy a folder from one location to another. The folder will be in both locations.

vk wnN e

Click BROWSE Workspace.
Click the Browser widget.

Click on the space where the folder is located.

Right-click on the folder.
Click Copy.

Browser ¥
4 Spaces
4 000 Training Workspace 2
B Andrew Test Folder
I Project Files

’ 00001TempTes

> [l train16 Export folder...
I videos fold
Training W o
4 [=]| 000-Training
‘H‘ﬂ Co,
> [l COMMGRO| By
» [ Testing Ney
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4.2.6

6. Go to the space or folder where you want to copy folder to and click Paste.

Browser ¥
4 Spaces
4 000 Training Workspace 2
I Andrew Test Folder
B Project Files
> -trainls
m videos folder
4 000-Training Workspace 3
- [l COMMGROUP
> [ Testing Mew Feature
> B 00001TempTest1
> 0001TestUpdatePermiss
s 0010wnerTest
> 0020wnerTest

Export folder...

Copy Ctrl+C

=== Pastc Ctrl+y

Paste as link

Link a folder

You can put a copy of a folder and paste into another space or folder. These are essentially the same folder.
Therefore, if you “Paste as Link”, if a file is modified in one folder, it is also going to be modified in the other folder.

In D2, when you click in a folder that was pasted as link, you stay in the folder that you clicked on; you will see the
original path in the Location widget. This used to work differently in CenterStage, where you were redirected to

the original folder when you clicked in a folder pasted as a link.

Click BROWSE Workspace.
Click the Browser widget.
Click on the space name.

PR

Documents widget, click to select it from the Widgets gallery).
Right-click on the folder that you want to copy.

ow

Select Copy.

Browser ¥

a Spaces

4 [l Files
Il DR

; .sessions [

4 [ User Guide
B videos

4 000 Training Workspa

Bl Files

> [l Materials

> 0001TestUpdatePerm
001Coordinator

> 0010wnerTest

> 0020wnerTest

~—» Copy

BB User Guide Locate
> [l videos Add to favorites
> 000001Manage Send mail...
Subscribe
Copy link to clipboard
Hyperlink... »

> 0101AATest Properties...

Ctrl+C
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7. Locate the space where you want to place the folder.

8. Right-click in the selected space and click Paste as link.

Browser ¥
4 Spaces
4 000 Training Workspace 5
4 [ Files
| /oR
BB On-line courses
b - sessions
4 [ User Guide
il videos
Bl Files
> [ Materials
BB User Guide
> [l videos

Y

mis|

01D2FolderTestl
> 3 01FolderD2Test0207

Comment

—
Export folder...

Copy Ctrl+C
Paste Cri+V

Paste as link

Locate

Add comment...

Add to favorites

Send mail...
Subscribe

Copy link to clipboard
Hyperlink...

Properties...

9. The folder will be copied to this location. They are the same folder.

Browser ¥
- Spaces
4 000 Training Workspace 5
4 [l Files
im JoR
BB On-line courses
- [ sessions
a [ User Guide
m videos
4 000 Training Workspaced
imFiles
- [l Materials

B User Guide
- [l videos

B On-line courses H——

Add comment to a folder
Use to add comments to your folder.

Click BROWSE Workspace.
Click the Browser widget.

PwbNe

Click Add comment...
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Right click on folder in the space.
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Browser ¥
4 Spaces
- 000 Training Workspace 4
<« lmo:2 training
> [l How-To fold: Export folder...
> [ My folder
> [l 5D test
> -TestAgain
> [l AN fOLDER
Bl videos
4 000 Training Wa Locate

> [l How-To fold Add comment... /

B On-line cour

-

Copy Cirl+C

Add to favorites

5. The Add Comment window displays. Type the comment.
6. Click Post.

Add Comment

Add a comment for the folder]

7. These are viewable in the Comments widget. If the Comments widget is not there, click on the icon to

select it from the Widgets Gallery.

Comments ¥

B Add Comment D2 training \

Add a comment for the folder,

An alternate way to add comments is to use the Comments tab:
1. Click the Browser widget.
2. Click the folder name in the space.
3. Click the Comments widget (to add the Comments widget, click
4. Clickthe  icon next to Add Comment.

r's

5. The Add Comment window displays. Type the comment.
6. Click Post.

- — %
Add Comment

& | TIA A IB L UIE=EE=IEEI@IA-Y-

This is where to add a comment for the space |

—> EZE I
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4.2.8

4.2.9

Remove the comment from the folder
Use to remove comments from the folder.

ok wn e

Click BROWSE Workspace.
Click the Browser widget.
Click the folder name in the space.

Click the Comments widget (to add the Comments widget, click
Select the comment you want to delete. You will see two options: Reply and Delete.
Click the Delete option.

Comments ¥

ﬂ Add Comment Testing New Features

Testing folder creation process and bulk file import.

trainingcoordinatorl
Apr 26, 2017 3:13:56 PM

add folder comment

Reply a Delete

Add folder to favorites
Use to add the folder to the Favorites widget.

Ll A

Click BROWSE Workspace.

Click the Browser widget.

Right-click on folder name in the space.
Click Add to favorites

Browser ¥

4 Spaces

> [l COMMGROUP
4 I Testing New Features
- [l videos Export folder...

Cut Ctri+X
""" 0001 TestUpdatePermi
Fstipdateriermis Copy Ctrl+C
0010wnerTest

Paste Ctri+v

> 01D2FolderTestl Locate

Add comment...

CBoum Send mail...
= 015tandard

andar Subscribe
S .k A

to select it from the Widgets Gallery).

5. The folder now appears in the Favorites widget. (Note: to add the Favorites widget, click ~ to select it

from the Widgets gallery).
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Favorites ¥ |

Name « Title
B Testing New Features
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4.2.10 Remove folder from favorites
Use to remove the folder from the Favorites widget.

1. Click BROWSE Workspace.
Click the Favorites widget and locate the folder. (Note: to add the Favorites widget, click ~ to select it
from the Widgets gallery).

3. Right-click on the folder name.

4. Click Remove from favorites.

Favorites ¥

Name o Title

000 Training Workspa... 000 Training Workspace 4

Alain Test Migration
i April 11 2017 session

i 5D test

I Testing New Features

7 Arts Bldg
Copy
Locate

Ctrl+C

Add comment..,

—_— Remove from favorites

Send mail...

Subscribe

Copy link to clipboard

Hyperlink... 4

Properties...

4.2.11 Send mail (folder)

Sends an email to the select user(s) with the folder url. However, the user has to be a member of the space and

has to have permissions to the folder to be able to open the link.

PwbnNe

Click BROWSE Workspace.
Click the Browser widget.
Right-click on the folder name.
Click Send mail...

e Spaces
4 000 Training Workspace 2
4 000-Training Workspace 3
> [l COMMGROUP
4 -Testing MNew Features
> [l videos
> = 00001 TempTestl
> 0001TestUpdatePermissia
> 0010wnerTest
> 0020wnerTest
» B 0101AATest
» 2 o1D2FolderTest1
> D1FolderD2Test0207
> [ D1FolderSansSpace

Export folder...

Cut Chrl+X
Copy Ctrl+C
Paste Crl+V

Locate

Add comment...

=—pp. Send mail...
> Boar
Subscribe
r 01Standard
o Copy link to clipboard

5. The Email window displays. Select the recipient(s) of the email by clicking on the “*~icon.
In the Add Users and Groups window, type the name of the recipient in the Source field.
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a.
b.
C.

Click on the right arrow to move it to the Selection window.

Click OK.
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Tor®

Message:* | g |

Hello

Thanks.

Email Testing New Features

Subject:* | D2 Send email: Testing New Features

TIA AlB £ ou |E

I'd like to share Testing New Features with you

tramnigcoordinator]

Souree:

Peter

Add Users and Groups

Selection:

|=

PeterVergados [petervergados@megi...
|
|

TETEE T

6. The Subject field contains the subject.
7. Type a message in the Message area. This area also includes the url of the folder.
8. Click Send.

4.2.12 Subscribe to folder
Currently, space and folder subscriptions are not available. These features will be available in a future release of
D2. At that time, we recommend that you only subscribe to the daily digest. Selecting instant notification as your
subscription preferences (b and c below) may result in you receiving a great number of emails.

This allows you to be notified when a new item or a new version of an item has been added to the folder.
Subscriptions to sub-folders will not be possible.
1. Click BROWSE Workspace.
2. Click the Browser widget.
3. Right-click on the folder name.
4. Click Subscribe
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Browser ¥

Ll Spaces

4 3 000 Training Workspace 4

I D2 training
> [l How-To folg
> [l My folder
> [ 5D test
4 [ Test Again
4 M Testing Nev
» [l vAN fOLDEFR
il Videos
4 3 000 Training W
4 [ How-To folg

4 [ test
B On-line cou

Export folder...

Copy Cirl+C

Locate
Add comment...
Add to favorites

Send mail...

Subscribe ‘/
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5. Select how you want to be notified. Click the right arrow * to select your subscription preference.
a. Daily Digest of New Item and New Version: a daily report with all notifications for new or updated
files within a folders that you have subscribed to will be emailed to you.

b. Instant Notification on Modified Item: you will receive an email when a file within a folder that you
have subscribed to is updated. You will get one email per document.

c. Instant Notification on New Item you will receive an email when a new file is created in a folder you
have subscribed to. You will get one email per document.

6. Click OK.

Subscription Events

Instant Notification on Medified ltem Daily Digest of New ltem and New Version

Instant Notification on New Item

4.2.13 Delete a folder
This can only be performed if your group has the Delete permission.
1. Click BROWSE Workspace.
2. Click the Browser widget.
3. Right-click on the folder name.
4. Click Delete...

MYFILES « SEARCH B

Browser ¥
4 Spaces
4 000 Training Workspace 5
> [l How-To fo
m /DR
> [ On-line ca
4 .sessiuni
> [l Videos
> 2 000001Manag
> B 0001TestUpd| Locate
g 001Coordinad Add comment...
- 0010wnerTes
> 0020wnerTeg
» = 0101AATest
> 01ATestSessiq
> 01D2FolderTe
> = 01FolderD2 T B Delete... Del

Cut Ctrl+X
Copy Cerl+C

Send mail...

Subscribe

Copy link to clipboard
Hyperlink... »

5. The Delete of <folder name> window displays. Select the desired option and click OK.

Delete of Files

Folders

Delete selected folder ar cabinet anly
Delete folder or cabinet and all sub-folders and cbjects

N - | o
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4.2.14 Rename folder
Use to change the folder name.

1. Click BROWSE Workspace.
2. Click the Browser widget.
3. Locate the space that you want to rename a folder in.
4. Right click on the folder and select Properties...
MYFILES | SEARCH 1 BROWSE ¥
Browser ¥ Doc
4 Spaces - [
4 000 Training Workspace 2
Narm
BB Andrew Test Folder

> [l COMMGROUP
B Froject Files

> [l Testing New Features

> [l traini6

4 [ Videos folder
4 000-Training Worksp E t folde
> B 00001 TempTestl
> 0001TestUpdatePern

- 0010wnerTest cop e
- 0020wnerTest ) )
> 101AATest )

4 1D2FolderTestl Locate

> & 01FolderD2Test0207  Add comment...
> [ 01FolderSansSpace Add to favorites
> Boum

- 015tandard

- 01Test

> 01TestOwner

' Alain Test Migration

- Alain Test Migration Properties... ‘-—-—

Send mail...

Subscribe

Copy link to clipboard
Hyperlink... »

5. The Properties of <folder name> displays. Type a new name in the Name field.
6. Click OK.

Properties of Videos folder

Title:

Subject:

Keywords: +
P

Authors: noe
pg

Note: you can also change the folder name by using the Properties widget. Click Edit to change the name.
Then click Save.
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4.2.15 Add keywords to a folder
You can tag a folder by using keywords. Then the keywords can be used in the advanced search to search for
folders using these keywords.

1.

2.
3.
4

5.

6.

Click BROWSE Workspace.
Click the Browser widget.
Right-click on the folder.
Click Properties...

Browser ¥
4 Spaces
4 000 Training Workspace 2
BB Andrew Test Folder

> M traini6
B videos folder
- 000-Training Workspace 3
> [ COMMGROUP
4 [ Testing New Features

> [l videos Export folder...

> [El o00o1TempTest1 Cut Chis
.- . m

0001 TestUpdatePermiss Copy Cirl+C
> [=] 0010 Test

wneries Paste Chrlsy
> 0020wnerTest
> [E o101AATest )
i 01D2FolderTestl Locate
2 DiFolderD2Test0207 Add comment...
> [ 01FolderSansSpace Send mail...
g ot Subscribe
.-

D1standard Copy link to clipboard
- 01Test

Hyperlink... 4

- 01TestOwner
i Alain Test Migration Delete... Del
.- T,

Alain Test Migration Link .

The Properties of <folder name> window displays. Click the ¥ icon from the Keywords field.

k|
Properties of Testing New Features

Name:* Testing New Features

Title:

Subject:

Keywords: @

Authors:

The Add window displays. Type the keyword in the Keywords field. If there is more than one keyword,

separate them by commas. You may also add one keyword per line.

Add

Keywords
features, D2 & |
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7. Click OK.

8. The Properties of <folder name> window displays. Click OK.

|

Properties of Testing New Features
MName:* Testing New Features
Title:
Subject:
Keywords: | features, D2 +

P
Authors: i

P

Note: you can also add a keyword to a folder by using the Properties widget. Click Edit to add/update keywords.

Then click Save.

4.2.16 Copy folder link to clipboard
1. Click BROWSE Workspace.
2. Click the Browser widget.
3. Right-click on the folder name.
4. Click Copy link to clipboard.

Browser ¥

4 Spaces

4 000 Training Workspace 4
I D2 training
> [l How-To folde Export folder...
> [ My folder

> il SD test

Copy

4 [ Test Again
4 [ Testing New |
> [ vAN fOLDER
m videos Locate
4 [E1000 TrainingWor  Add comment.

4 [l How-To folde

o [ test
BB On-line cours

Send mail...

Subscribe

.sessions
B User Guide

s [ Videos

Cirl+C

Add to favorites

Copy link to clipboard

Hyperlink...

> 000001 Manage Properties...

5. You can use this link from the clipboard (e.g. in a Word document). Use “Ctrl + V” or right-click and paste

where you want to put the link.
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4.3 Files

A files must be placed in a folder within a space. The steps required to import file(s) depend on the number of files
and their properties. It is also possible to drag and drop a file (e.g. Word document) into the Documents widget.

4.3.1 Import file(s)

To successfully import/create a file in a space, the following three conditions must be met:

e You must be in the Browser widget
e Select a folder in the space

e  You need Write permission to this folder (note that the space coordinator assigns permissions)

4.3.2 Import one file
1. Click BROWSE Workspace.

Click the Browser widget.

2.
3. Goto the space and folder that you want to import the file into. Click the folder.
4.

From the menu, click IMPORT > File.

File...
Rendition...

New version...

5. The Import File dialog window displays.
a. From the Select files section, click

Import File

Select files

Filestoimport: ||

Fill creation profile
Edit properties
Linked document

Editcontest | ]
Selected file format: * w
Checkin —

Same creation profile and properties for all files

b. Find and select the file from the Choose files window.
c. Click Open.

1w Courseware » CMS 501 - Documenturm D2 Training for Contributers » Exercises =

-
Ll

Ovganize »  New folder
I Favorites

M Desktop 8" 02 Exercriesdocs
& Downloads

i OneDirive - Mol University

L Recent Plages

4 Ubranies
¥ Decuments
o' Music

! Pictures

B videos

' cheptehiare 15 cer) (F:)
ampus) (G

st detchars 105 Shars) 111

Fie name 17 Fverchies. doce
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6. Inthe Import File dialog window, ensure that the Select files section is filled:
a. The Files to import field is filled in with the file name.
b. The Selected file format field is filled in with the format of the file (e.g. Word, Jpeg, Excel,
Acrobat PDF).
c. Do not select the Same creation profile and properties for all files checkbox.
Click Next.

Import File

Select files

Files to import:* L:/Courseware/CMS 501 - Documentum D... [***

Fill creation profile
Edit properties
Linked document

Edit content
Selected file format: * | MS Word Document 2007/ 2010

[ <

Checkin
=t/ | Same creation profile and properties for all files

—=N TN

7. The Edit properties display. You can change the file name from the Name field. If you want to keep the
same name, don’t modify it. If you wish, you can also add Title, Subject, Keywords, Authors for the file.
a. The Name field is filled in for the file.
b. Click Next.
C. The D2 Uploader screen displays and the file is imported to your space in the selected folder.

Import File

Select files File selection: D2 Exercises.docx

Fill creation profile D2 Exercises.docx

Edit properties Title:
Subject:
Linked document ublee
Keywords: +
x
Authors: ses
&
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4.3.3 Import more than one file with same properties

From the menu panel, you can import files with the same file type (e.g. Word, Excel, pdf) into your space(s).

Click BROWSE Workspace.

Click the Browser widget.

Go to the space and folder that you want to import the files into. Click the folder.
From the menu, click IMPORT > File.

s

File...
Rendition...

New version...

5. The Import File dialog window displays.
a. From the Select files section, click ** from Files to import field.

Import File

Select files

S
Files to import: | E
3 x

Fill creation profile
Edit properties
Linked document

Edit content

Selected file format: * =
Check in T
Same creation profile and properties for all files

b. Find and select the files with the same file format (e.g. Word, Excel, Jpeg) from the Choose files

Ll Computer
& Local Disk (C)

¥ jderas (\\.campus\deptshare\ICS\User) (F:)

® deptshare (\\campus) (G:)

5 CommGroup (\\campushdeptshare\ICS\Share) (L:)

. Achievements

. Analytics-Metrics

. Banner Demos

. Banner-Minerva

. Business-MNeeds-Statements

. Communications

| 645upload.pdf

'@ admin_suppoert_staff_casual_employee._ti...
@ admin_support_staff_overtime_timesheet...

IDs .pdf
P

ﬁ Name - Three.pdf

10/11/2016 11:24 ...
19/09/2016 11:20 ...
19/09/2016 11:23 ...
06/10/2014 10:43 ...
19/09/2016 11:55 ...

window.
c. Click Open.
[‘ Choose files @
" ) .« Courseware » CMS102 - Webtop Training for Student Accounts » Files to import 8 testIDs » - | 5 | ‘ Search Files to import & test IDs 2 I
Organize v New folder = 0l @
. =
[&=] Pictures “ Name Date modified Type Size
E Videos
. Finance 23/11/2016 00 PM  File folder
. Student 23/11/2016 2:01 PM  File folder

Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...

Adobe Acrobat D...

E Name -Two.pdf

19/09/2016 11:55 ...

Adobe Acrobat D...

ﬁ Name.pdf

19/09/2016 11:55 ...

Adobe Acrobat D...

@ MName-Regular - Two.pdf

19/09/2016 4:17 PM

Adobe Acrobat D...

|m Name-Regular.pdf

19/09/2016 417 PM

Adobe Acrobat D...

. Conferences
. Courseware
. CSl-tool - < m b
1
File name: "Name-Regular.pdf” "Name - Three.pdf" "Name -Two.pdf” "Name.pdf” "Name-Regular - Two.pdf” I -

__‘ Open Iv] [ Cancel ]
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6. Inthe Import File dialog window, ensure that the Select files section is filled:
a. The Files to import field is filled in with the file names.

b. The Selected file format field is filled in with the same format of the files (e.g. Word, Jpeg, Excel,
Acrobat PDF).

c. Select the Same creation profile and properties for all files checkbox.

Click Next.

Import File
Belect files Files to import:* L:/Courseware/CM5 102 - Webtop Training,..***
Fill creation profile L:/Courseware/CMS 102 - Webtop Trainin... »

L:/Courseware/CM5 102 - Webtop Trainin...
Edit properties

L:/Courseware/CM5 102 - Webtop Trainin...

Linked document L:/Coursewars/CMS 102 - Webtop Trainin. ..

Selected file format:* JAcrobat PDF

> :\?: Same creation profile and properties for all files

Edit content

K

Checkin

8. Inthe Edit properties section, you can change the name of the file from the Name field. If you want to

keep the same name, don’t modify it. If you wish, you can also add Title, Subject, Keywords, Authors for
the file.

a. The File selection field contains the names of the files.
b. The Name field contains [filename] for this file.

c. Click Next.
Import File
selectfiles File selection: Mame - Three.pdf; Name -Two.pdf; Name.pdf; Name...
Fill creation profile Name: * [filename]|
Edit properties (1/5) Title:
Linked document Subject:
Keywords: e
&
Authors: ees
&

8. The D2 Uploader screen displays for each file and the files will be imported to your space.
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434

Import more than one file with different properties

From the menu panel, you can import different types of files into your space(s). You can add all file types (e.g.

Word, Excel, pdf, txt, etc.)
1. Click BROWSE Workspace.
Click the Browser widget.

2
3. Goto the space and folder that you want to import the files into. Click the folder.
4

From the menu, click IMPORT > File.

File...
Rendition...

Mew version...

5. The Import File dialog window displays.

a. From the Select files section, click -+ from Files to import field.

Import File

Select files

Fill creation profile
Edit properties
Linked document
Edit content

Checkin

Files to import:* E- -------------------------------------- E
| *

Selected file format: * A4

Same creation profile and properties for all files

b. Find and select the file(s) from the Choose files window. They may have different file formats

(e.g. Word, Excel, Jpeg)
c. Click Open.

Uv\ <« Courseware b CMS 500 - Documenturn D2 Look and Feel » Archive <[4 [ e )
Organize v Newfolder = B @
> i Pictures * Mame ‘ Date modified Type Size
> [ Videos

4 8 Computer
> & Local Disk (C:)
> 8 jderos (\\campus\deptshare\ICS\User) (F:)
> 8 deptshare (\campus) ()
453 CommGroup (\\campus\deptshare\ICS\Share) (L)
b Ji Achievements
| Analytics-Metrics
| Banner Demos
Banner-Minerva
Business-Needs-Statements
| Communications
| Conferences
Courseware
CSl-tool

viv v v v v w

D2 - CenterStage replacement steps.docx  12/01/2017 2:04 PM

Microsoft Word D...

| &7 D2-CenterStage replacement.pptx 12/01/2017 2:03 PM

Microsoft PowerP...

%] Quick demo steps.docx
M| Quick demo steps2.docx

18/01/2017 8:48 AM
18/01/2017 3:41 AM

Microsoft Word D...

Microsoft Word D...

-1 i

File name: "D2-CenterStage replacement.pptx” D2 - CenterStage replacement steps.docx” |
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6. Inthe Import File dialog window, ensure that the Select files section is filled:
a. The Files to import field is filled in with the file names.
b. The Selected file format field is filled in with the format of the files (e.g. Word, Jpeg, Excel,
Acrobat PDF).
c. Do not select the Same creation profile and properties for all files checkbox.

Click Next.
Import File
Select files Files to import:* L:/Courseware/CMS 500 - Decumentum D...
Fill creation profile L:/Courseware/CMS 500 - Documentum D...

Edit properties
Linked document

Edit content
Selected file format:* | MS Word Document 2007 / 2010

[ <

Checkin
—_— Same creation profile and preperties for all files

9. For each file, the Edit properties display. You can change the name of the file from the Name field. If you
want to keep the same name, don’t modify it. If you wish, you can also add Title, Subject, Keywords,
Authors for the file.

a. Inthe Edit properties section, the Name field is filled in for the file.
b. Click Next.
c. The D2 Uploader screen displays and the file is imported to your space.

4.3.5 Viewfile

From the menu panel, you can view files in your space. Or you can simply double-click on the file.

Click BROWSE Workspace.

Click the Browser widget.

Go to the space and folder where the file is located.

Right click on file and select View. Or, you may simply double-click on the file. The D2 Downloader screen
appears and your file displays.

PwnNe

Documents ¥

[Enter your search terms.. %2 @ [«
Spaces = 000 Training Workspace 5 = B How-To folder
Name Title Status Modified « Modified By
B et Jun 13,2017 11:16:17 AM trainingl
| m D2 User Guide-June 8-2017.docx | Jun &, 2017 10:23:37 AM trainingl
m TBAN4-TBANS links.docx ——p View Jun®g, 2017 11:11:20 AM trainingL

Copy Ctri+C

Locate

Add to favorites

Send mail...
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4.3.6 Editfile

From the menu panel, you can edit files in your space(s). When you edit a file, it is checked out. No one else can

edit this file until you check it back in.
1. Click BROWSE Workspace.

uhwN

Click the Browser widget.
Go to the space and folder where the file is located.
Select the file and right click on it.
Select Edit.

Documents ¥

r search term |X 2 4
Title Status Medified Medified By
oordinator User Guide Jul4, 2017 10:12:00 AM trainingl

|

View
— P Edit

Cut ChrlX.
Copy Ctrl+C
Locate

6. The D2 Downloader opens the file.
The steps that follow depend on the browser you are using and the Content Transfer Modes you selected

(see Appendix 1 and Appendix 2 for more details).

For example, if the browser plugin is Documentum Client Manager and the browser is Chrome, the file is stored on
C:\Downloads by default (refer to the User Profile — General tab for more details). When you check in the file, the

file will be removed from this local folder on your PC. These are the steps:

a.

b.
C.
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A lock will display next to the file

Documents ¥

[xlo| B [#

= DEV_CMS_ADMIN {training1) > [E] training1

Name Title

uick demo steps.docx
BAN4-TBANS links.docx

D2 User Guide-June 16, 2017.docx
184 D2 Exercises.docx

4 [fi] Coordinator User Guide

Status

Modified «
Apr 11,2017 11:58:31 AM

Apr 11,2017 2:3401PM
Apr 12,2017 10:29:23 AM
May 3, 2017 11:02:33 AM
Jun 13,2017 9:08:59 AM
Jun 26,2017 2:06:05 PM
Jul 3,2017 3:40:51 PM
Jul 4,2017 10:12:00 AM

Modified By
trainingt
trainingt
trainingl
trainingl
trainingl
trainingl
trainingl
trainingl

Make changes. Save and close the file.

Right click on the file and select Check in.

Documents ¥

[xo @ [¢

= DEV_CMS_ADMIN (trsiningl) > [E] training1

Name Title
usiness User Testing
uick demo steps.docx
BAN4-TBANS links.docx
D2 User Guide-June 18, 2017.docx
D2 Exercises.docx
@ [ Coordinator User Guide
View
Edit
—p Checkin...

Cancel checkout

Status

Modified ~
Apr 11,2017 11:58:31 AM

Apr 11,2017 2:34:01 PM
Apr 12,2017 10:29:23 AM
May 3, 2017 11:02:33 AM
Jun 13, 2017 9:08:59 AM
Jun 286, 2017 2:06:05 PM
Jul 3,2017 3:40:51 PM
Jul 4, 2017 10:12:00 AM

Modified By
trainingl
trainingl
trainingl
trainingl
trainingl
trainingl
trainingl

trainingl
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Fill out Check-in window — General tab. Select the version of the file in the Check in version as field.
. In the Description field, you may enter a version comment.
f.  Click OK. The D2 Uploader will update the file in D2 and remove the lock. The file will then be

removed from the local folder on your PC (by default, C:\Downloads).
L

Check-In

General Options

Properties
Name:  Coordinator User Guide

Version: 0.1, CURRENT

Check inversion as:™ () 0.1
® 0.2
10

Description: Enterversion comment here,

T T

For example, if the browser plugin is Documentum Client Manager and your browser is Firefox, the file will be
downloaded on your local PC. To check in the file, browse for it and upload it from there. These are the steps:

a. Alock will display next to the file.

Documents ¥
|EI'|:"."_C»""'C":il"“":- . |>< 2 'Q "l
Spaces = 000 Training Workspace 5 = Mvideos
Name Title Status Modified = Modified By
| Peter Jul 4, 2017 3:16:56 PM trainingl
n docud0917_Documentum-D2-4.7-User-Gu... Jul 4, 2017 3:24:57 PM trainingl
[+ m D2 User Guide-Apr.docx Jul 4, 2017 3:43:22 PM trainingl

b. The following displays. Click OK.

Opening D2 User Guide-Apr .docx @
You have chosen to open:
D2 User Guide-Apr .docx

which is: Microsoft Word Documnent

from: hitps://dems.isr.megill.ca

‘What should Firefox do with this file?

@ Openwith |Microsoft Word (default) ~

() SaveFile

= Do this autematically for files like this from now on.

c. The file will open. Make changes and save. You will be prompted to save the file to a location.
d. Right click on the file in D2 and select Check-in...
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Documents ¥
=2 R ¢
Mame Title Status Modified « Modified By
B Peter Jul4,2017 3:16:56 PM trainingl
n docud0917_Documentum-D2-4.7-User-Gu... Jul4,2017 3:24:57 PM trainingl
a E D2 User Guide-Apr.docx | Jul4,2017 3:43:22 PM trainingl
View
Edit
—_— Checkin...
Cancel checkout

d. Fill out Check-in window — General tab. Select version of the file in the Check in version as field.

f.  Inthe Description field, you may enter a version comment.
Y

Check-In

Praoperties

Name: D2 User Guide-Apr.docx
Version: 1.0, CURRENT

Check inversion as:* ) 1.0
® 11
2.0

Description: use to add a description of your changes.

T T

g. From the Check-In window - Options tab, fill in the Check-in from file field. Click ... to locate file.

b
Check-In
General Options
Set as current version: 1«
Retain lock in repository: L)
Check-in from file: c!\Downloads\D2 User Guide-Apr.docx
Format:* M5 Word Document 2007 / 2010 hd

h. Click OK. The D2 Uploader will update the file in D2 and remove the lock.
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4.3.7 Delete file
Permission to delete files in your space is not granted by default. You can delete a file if the space coordinator has
granted the Delete permission to the group that you belong.

Click BROWSE Workspace.

Click the Browser widget.

Go to the space and folder where the file is located.

From the Documents widget, select the file and right click on it.
Select Delete...

v wWNPRE

Documents ¥

= DEV_CMS_ADMIN (training1) = [B] training1

w
E:

Name Title

usiness User Testing

oduction

| CMS 503

uick demo steps.docx

AN4-TBANS links.docx

1 D2 User Guide-June 16, 2017.docx
D2 Exercises.docx

Coordinator User Guide

View

Edit

Cut Ctri+X
Copy CtrlsC

Locate

Add comment...
Modified
Jul4,2017 10:12:00 AM

Add to favorites

Send mail...

Subscribe

Copy linkto clipboard
Hyperlink... »

——P Delete... Del

6. The Delete of <file name> popup menu will open. You have to decide whether you want to delete the
current version or all versions of this file.

g

Delete of Quick demo steps.docx

Version

® Delete selected version only

Delete all versions

SEETEE T

N

Select the appropriate version option and click OK.

o0

If you have the required delete permission on your account then the selected file or versions will be
deleted.

If you select Delete the selected version only, then the current version of the file will be deleted
and the file will go back to the previous version.

Note &

If you select Delete all versions, then all the versions of the file will be deleted and the file will not
exist in the space anymore.
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4.3.8 Add Comment to a File

From the menu panel, you can add comments to files in your space(s).

1. Click BROWSE Workspace.

2. Click the Browser widget.

3. Goto the space and folder where the file is located.
4. Select the file and right click on it.

5. Select Add comment.

Documents ¥

[Enter your search terms... Ixl2| 2 &
Spaces = [ 000 Training Workspace 5 > [l TestJDR
Mame Title Status Modified « Modified By
il D2 Exercises.docx. Jul3,2017 3:44:16 PM trainingl
I D2 User Guide-Jug  ViEW Jul 3,2017 3:44:35 PM trainingl

Edit

Copy cirl+e
Paste ChrlsV

Paste as link

Locate
———p Add comment...
Add to favorites

Send mail...

6. The Add Comment text panel opens where you can add the comment.
7. Click Post.

Add Comment

& 1 TIA A IB 1 U |

This 1s where you add the comment.

8. These are viewable in the Comments widget. (Note: to add the Comments widget, click to select it
from the Widgets Gallery).

An alternate way to add comments is to use the Comments tab:
1. Click BROWSE Workspace.

Click the Browser widget.

Go to the space and folder where the file is located.

Click the file name.

Click the Comments widget. (To add the Comments widget, click to select it from the Widgets gallery).

Click the  jcon next to Add Comment.
The Add Comment text panel opens where you can add the comment.
Click Post.

N U kW

Add Comment

B | TIA A IB F UIEE ElE 1@ 1A-¥-

This is where you add the comment
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4.3.9 Remove the comment from the file
Use to remove comments from the file.
5. Click BROWSE Workspace.
6. Click the Browser widget.
7. Click the file name from the Documents widget.
8. Click the Comments widget. (Note: to add the Comments widget, click ~ to select it from the Widgets
gallery).
9. Select the comment you want to delete. You will see two options: Reply and Delete.
10. Click the Delete option.

Comments ¥

B3 Add Comment D2 User Guide-test.docx

trainingcoordinatorl
Apr 27, 2017 3:44:00 PM

this here

a Reply B Delete

4.3.10 Add file to favorites
Use to add the file to the Favorites widget.
1. Click BROWSE Workspace.
2. Click the Browser widget.
3. From the Documents widget, right-click on file name.
4. Click Add to favorites

Doclist ¥

Spaces > [ 000 Training Workspace 2 > .ProiectFiles

Name Title Status Modified «
[0 WMS301-Site-manager-2017 pptx Apr5,2017 12:26:57 PM
m D2 Look-and-feel-session - Jan 26... Apr7,2017 4:03:50 PM
B Social enginesring (security).pdf View Apr7,2017 4:02:35 FM
[ interesting features from vendor ... Edit Apr 11,2017 11:04:06 AM
D2 User Guide-test.docx cut Ctrisx Apr 27, 2017 3:43:59 PM
Copy Ctrl+C

Locate

Add comment...
ey idd to favorites

Send mail...

Subscribe

11. The file now appears in the Favorites widget. (Note: to add the Favorites widget, click ~ to select it from
the Widgets gallery).

Favorites ¥

Name « Title
B Testing New Features
I8 D2 Look-and-fesl-session - Jan 26... <+
m D2 User Guide-test.docx

4.3.11 Remove the file from favorites
Use to remove the folder from the Favorites widget.
1. Click BROWSE Workspace.
2. Click the Browser widget.
3. From the Favorites widget, right-click on the file name. (Note: to add the Favorites widget, click ~ to
select it from the Widgets gallery).
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4.

Click Remove from favorites.

Favorites ¥ Doc
Sp

Namd
B D2 Look-and-feel-session - Jan 26... m

M D2 User Guide-test.docx View
Edit

Name « Title
B Testing New Features

Copy Ctrl+C

Locate

Add comment...

e Remiove from favorites

Send mail...

Subscribe

4.3.12 Send mail (file)

You can use the Send mail option to send an email to another space member.

e wN e

6.

Click BROWSE Workspace.
Click the Browser widget.

Go to the space and folder where the file is located.

Right click on the file.
Select Send mail

Documents ¥

[Enter yoursea

k2] B [

Spaces > [ 000 Training Workspace 5 > Ml TestJDR

Add comment.
Add to favorites
—P  Sendmall..
Subscribe
Copylinkto clipboard
Hyperlink... 3

Properties.

Jul 3,2017 3:44:16 PM
Jul 3,2017 3:44:35 PM

Name Title Status Modified «
[l D2 User Guide-Jun  View
Edit
Copy CerlsC
Paste Chrty
Paste as link
Locate

Modified By
trainingl

training

Displaying 1-2 of

M

The Email window opens. Click the *** button to select the recipients of the email (user/group that you

wish to send the email to).

Email

Toi*

Subject:®

Messagal*gl TIA A IB I U=

D2 Exercises.docx
https://dems. 1stmegill caD2/?

docbase=DEV_CMS_ADMIN&locateld=09020fda807255e9

SEl@la-Y-
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7. Type the user or group in the Source field.

8. Click * to add the user or group to the Selection area on the right-hand side.
9. Click OK

L
Add Users and Groups

Source: Selection:

Khalid ]

khalidus_consumers khalid.nimer (khalid.nimer@mcgill.ca)
khalidus_contributors

khalid_to_d2_consumers

khalid_to_d2_centributors

khalid_to_d2_coordinators

B o B concet |

10. The Subject area contains the file name.
11. The Message area contains the url of the file.
12. Click Send.

Email

Toi* khalid.nimer (khalid.nimer@mcgill.ca)

Subject:* | D2 Exercises

Message:* g | TIA NIB I UIEE=IEEI@IA-Y-
D2 Exercises.docx
https://dems isrmegill caD2/7
docbase=DEV_CMS_ADMIN&locateld=09020fda807235e9

T T

13. The person will receive an email with the url of the file.

4.3.13 Subscribe to file

File subscriptions are functioning in this release of D2. This allows you to be notified when a new file or a new
version of a file has been added.

1. Rightclick on file name.

2. Click Subscribe

3. Select how you want to be notified. Click the right arrow * to select your subscription preference.

a. Daily Digest of New Item and New Version: a daily report with all notifications for a new version of
the file or updates made to the file will be emailed to you.

b. Select Instant Notification on Modified Item: you will receive an email when a file that you have
subscribed to is updated. You will get one email per document.

c. Select Instant Notification on New Item: you will receive an email when a new copy of the file you
have subscribed to is created. You will get one email per document.

4. Click OK.
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Daily Digest of New ltem and Mew Version

Subscription Events

Instant Notification on New ltem

\nm

Instant Notification on Modified ltem

4.3.14 Add keywords to a file
You can tag a file by using keywords. Then the keywords can be used in the advanced search to search for files
using these keywords. To add the keyword(s) to a file in D2:

Click BROWSE Workspace.

Click the Browser widget.

Click on the space name and folder where the file to which you want to add keywords is located.

The folders and files inside this space will be shown in the window of the Documents widget. (Note: to

1.

2.
3.
4

v

7.

add the Documents widget, click

to select it from the Widgets gallery).

Locate the file (within the folder) that you want to add keyword to.
Right-click on the file and select Properties.

Documents ¥

Mame

Spaces > Booo Training Workspace 5 > I TestiDR

|| D2 Exercises.docx

M D2 User Guide-Junezy  View

-‘-\.‘ Properties...

Title

Edit

Copy CielsC
Paste ChrlsV
Paste as link

Locate

Add comment...

Add to faverites

Send mail...

Subscribe
Copylink to clipboard
Hyperlink... 13

The Properties window of the selected file opens
h

. Click the * button near the keyword.

Title:

Subject:

=

Authors:

Properties of Quick demo steps.docx

Mame:* Quick demo steps.docx

x+‘:\
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8.

9.

The Add window displays. Add a keyword and click OK. If you need to add another keyword, repeat for
each keyword. Or you can add more than one keyword, separated by commas (e.g. demo, training).

Click OK.

Add

Keywords

demao, training |

The Keyword(s) will be added to the file.

4|

Properties of Quick demo steps.docx
MName:* Quick demo steps.docx
Title:
Subject:
Keywords:  demo L

training x
Authors: poe

%

Note: You can also use the Properties widget. Click Edit to add/update keywords; enter the Keywords field.

4.3.15 CopyacFile
You can copy files from a folder within a space and paste into another location. Paste simply creates another copy
of the file.

Click BROWSE Workspace.

1.

2.
3.
4

o w

Click the

Properties ¥

Save [Ey Cancel Edit
Properties of testFolder
Mamea:* testFolder
Title:

Subject:

Keywords:

X4

Browser widget.

Click on the space name.
The folders and files inside this space will be shown in the window of the Documents widget. Note: to add

the Documents widget, click

to select it from the Widgets gallery).

Locate the file that you want to copy. If it is inside a folder, click in this folder to find the file.
Right-click on the file and click Copy.
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Documents ¥

Spaces > 000 Training Workspace 5 > I TestJDR
MName Title
[ D2 Exercises.docx

[ Dz User Guide-June 24 View
Edit

——p Copy Ctrl+C

Paste CtrisV
Paste as link

Locate

Add comment...

Add to favorites

7. Locate the space and folder where you want to copy the file to.
8. Right-click in the selected folder of the space and click Paste

Browser ¥
4 Spaces
4 000 Training Workspace 5
4 [ How-To folder
B test
B DR folder
B On-line courses
B Peter
[0 scsions |
MmTesti ¢
_ M Trainil Chrl+X
' 00000114 Copy Cirl+C
> = 0001Testl
. DOl'C—D—D? Paste Ctri+V
4 0010wne Paste as link
4 [ folder Locate
L Add comment...
© Il TestOr Add to favorites

9. The file will be copied to this location.

4.3.16 Move afile

You can remove the file from your space folder and paste into another folder or in a folder in another space.

Click BROWSE Workspace.
Click the Browser widget.

Click on the space name.
The folders and files inside this space will be shown in the window of the Documents widget. (Note: to

PwwbhPE

add the Documents widget, click to select it from the Widgets gallery).

Locate the file that you want to copy. If it is inside a folder, click in this folder to find the file.

6. Right-click on the file and click Cut.
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Documents ¥

Spaces = B ooo Training Workspace 5 = M sessions

MName Title
View
Edit
—p Cut Ctri+X
Copy Ctri+C

Locate

7. Locate the space and folder where you want to place the file.

8. Right-click in the selected space and folder and click Paste

Browser ¥
4 Spaces
Ll 000 Training Workspace 5
4 [ How-To folder
B test
[Hrea]
[ ] Or1-linI E
BB Peter
B sessio
B TestJr
B0 Trainir
> 000001M4
> 0001 Testl Locate
. 001Coord Add comment...
4 0010wne Add to favorites

Copy Ctrl+C
Paste Ctri+V

9. The file will be moved to this location.

4.3.17 Link a File

You can put a copy of a file from your space(s) or folder and paste into another space or folder. These are
essentially the same files. Link puts the same file in two different folders. Therefore, if you “paste as link”, if the file
is modified in one folder, it is going to be modified in the other folder as well.

1. Click BROWSE Workspace.
2. Click the Browser widget.
3. Click on the space name.

4. The folders and files inside this space will be shown in the window of the Documents widget. (Note: to

add the Documents widget, click to select it from the Widgets gallery).

5. Locate the file that you want to copy. If it is inside a folder, click in this folder to find the file.
6. Right-click on the file and click Copy.
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4.3.18

7. Locate the space and folder where you want to place the file.

8. Right-click in the selected space and folder and click Paste as link.

9. The file will be copied to this location. They are the same file.

Documents ¥

| Enter Your s2arch terms.

Spaces = [ 000 Training Workspace 5 = BB How-To folder

Name Title
B test

I;n D2 User Guide-June 8-2017.docx |
TBAN4-TBANS links.docx View

—— Copy Ctri+C

Locate

Add to favorites

Status

Browser ¥
- Spaces
4 000 Training Workspace 5
4 B How-To folder
B test

m JDR folder
I On-line courses
I Peter
. sessions

| B Training Materials |

- [ 00000iManage | Exportfolder..
+ 0001 TestUpdateF
+ 001Coordinator
4 0010wnerTest

4 [ folder owner
o -lkjl;—_+ Paste as link

Copy Crl+C
Paste Ctrl+V

> [ TestOwnerPai Locate
> 0020wnerTest
B 0101AATest

o BB AToLco o

Add comment...
Add to favorites

Send mail...

Import new version of a file

From the menu pane, import a new version of a file into D2, if you have the appropriate rights.
1. Click BROWSE Workspace.
2. Click the Browser widget.

3. Locate the space and folder where the file is located. Select the file.
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4. From the menu, click IMPORT > New version.

e
T McGil )
= McGill
File...
BROWSE ¥ MYFILES L SEAR(  FolderStructure..  hropR WORK SPACE MANAGE [+
-— Eendition...
Browser ¥ “New version... }
" MMl olasa - Spaces > [ Training Workspace 1 = Bl Training Materials
b B subscribe_File_Test
Name « Title Status Modified
> B3 subscril .
© =l Subscribe_Foldsr_Test [ cMs 500 Attendance Sheet.docx Mar 29, 2017 11:33:03 AM
B Supl
HP- = 7] D2 Look and Feel session detailed... Mar 29,2017 11:21:41 AM
b B suma
‘ sup I Dz Look-and-feel-session.pdf Mar 29,2017 2:29:29 PM
> up31
i Quick demo steps.docx Mar 29, 2017 2:00:06 PM
=E

Modified By
trainingcoordinatorl
trainingcoordinatorl
trainingcoordinatorl

trainingeoordinatorl

5. Thefile in D2 is now locked. The Import window displays. Click ** from File field.

L]
Import
File:* i
Format:* | Unknown i

6. From the Choose file window, locate the new version of the file and click Open.

= Recent Places

59 jderos (\\campus\deptshare\ICS\User) (F:)
9 deptshare (\\campus) (G:)
8 CommGroun M\ campushdentshare\ICS\Share (L)

File name: | v

& Choosefile
- [ « Courseware » CMS 503 - D2 Business User Testing training » Backup ~ [ 42 ][ Search Backup P
Organize ¥ New folder & - 0 @

N — “ Name ’ Date modified Type Size
Bl Desktop @ D2 CMS 501 training session.pphx 03/04/2017 3:10PM  Microsoft PowerP...
16 Downloads %) D2 Look-and-feel-session - Jan 26, 2017....  28/02/2017 242 PM  Microsoft PowerP... |
7@ OneDrive - McGill University D2 User Guide-AprS.- BACKUP ONLY.docx  06/04/2017 1:43PM  Microsoft Word D... 4

7. Click OK to replace the file in D2 with this selected file.

Import

File:* jL:.-'Courseware.-‘CMS 500- Documentum D2 Look and Feel/Arck ***

Format: * :MS Word Document 2007 / 2010 ]

TN T

8. The Check-In window displays. Select the version of the file in the Check in version as field.
9. In the Description field, you may enter a comment.
10. Click OK.
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4.3.19 Cancel checkout
When you edit a file, the file is checked out. If you change your mind about editing, you can cancel the checkout.
1. Click BROWSE Workspace.
Click the Browser widget.
Locate the space and folder where the file is locked.
Right click on the file
Select Cancel Checkout

vk wnN

Documents ¥

= DEV_CMS_ADMIN {training1) = [B] Spaces > [ 000 Training |
Name Title

i Peter

n docud0a17_Documentum-D2-4,7-User-Gu...
a m D2 User Guide-Apr.docx

[
View

Edit
Checkin...

_b Cancel checkout

Copy Ctri+C
Paste Ctrl+V
Paste as link

4.3.20 Copy file link to clipboard
1. Click BROWSE Workspace.
2. Click the Browser widget.
3. Right-click on the file name.
4. Click Copy link to clipboard.

Documents ¥

Spaces > [Z 000 Training Workspace 5 » .Training Materiy
Name Title

B Peter

H docud0917_Documentum-D2-4.7-User-Gu...

M D2 User Guide-Apr.docx

View

Edit

Copy Cirl+C
Paste Ctrisv

Paste as link

Locate

Add comment...

Add to favorites

Send mail...

Subscribe

-“"Copy link to clipboard

Hyperlink... 3
Modified
lul 4, 2017 3:43:27 P

Properties...

5.  You can use this link from the clipboard (e.g. in a Word document). Use “Ctrl + V” or right-click and paste
where you want to put the link.
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4.3.21 File properties
Use to view and modify the properties of a file. You can add title, subject, keywords, and authors.
1. Rightclick on the file.

2. Select Properties

Name

Quick demo steps.docx (1.0}
Quick demo steps.docx (2.0}

m Quick demo steps.docx (2.1)

>

Spaces = [B Training Workspace 1 > BlFiles > -Qui(k Stey

Title

View

Edit

Copy Ctrl+C

Locate

Add comment...

Add to favorites

Send mail..,
Subscribe

Copy link to clipboard
Hyperlink...

Properties...

3. The Prop

erties window displays.

Name:* Quick demo steps.docx
Title:
Subject:

Keywords:

Authors:

Properties of Quick demo steps.docx

2+

Note: You can also use the Properties widget. Click Edit to add keywords; enter the Keywords field. Click Save.
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Cancel Edit

I’Pruperlies v

Properties of testFolder

Name:* testFolder

Title:

Subject:

Keywords: +
P

Authors: [ooe
P

Last updated: January 26, 2017



4.4

Versions

You can see the versions of a file. This will change the version view for all the files in your space. This means that, if
you select “All Versions”, for example, then it will display all versions for all files, and not just for a particular file. If
you select “Current version”, only the current versions for all files display.

1. Go to the space and folder where the file is located.

2. From the D2 menu, click the down arrow next to CURRENT Version or ALL VERSIONS.
a. Select Current version to only see the current versions of the files

b. Select All versions to see all versions of the files.

i
* A
Allversions \
MYFILES SEARCH IBROWSE ¥ MANAGE Current version
Browser ¥ Documents ¥
Another way to see the versions of a file is to use the widget called Versions.
Versions ¥
Name « Version Label Madified Medified By
D2 User Guide-Apr.docx (1.0] 1.0, CURRENT Jul4,2017 3:43:22 PM trainingl
TBAN4-TBANS3 links.docx (0.1) 0.1 Jun 9, 2017 11:12:53 AM trainingl

5. Search

D2 provides a full-text search and searches your entire site. You can use multiple search terms, and search for

word(s) in content name, title, keywords, subject, metadata and co
search in specific space(s).

ntent. You can use the advanced search to

Note: there may be a delay when performing a search. For example, if you add a keyword for a file, you may have

to wait a few minutes before being able to search by that keyword.

e My last search is used to re-run your last search.

Advanced Search section below).

Note &

e Use the Search widget from the Search workspace for searches.

e My searches are the searches that you saved using the advanced search (this is explained in the

| Search ¥

[x12] @ [#]

Ll QSearchei
: Q My last search

: Ql‘-1y5earches
: Q Public searches

.1_
4—
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5.1 Global Search

This will search for this text (search terms) in all your spaces (including public spaces).

1. Select the Search workspace.

2. From the Search widget, enter your search string and click on the magnifying glass.
=

MYFILES

Search ¥

() SEARCH Y

BROWSE MANAGE

Documents ¥

4 aSean:hB
4 [, My last search
> (R My searches

IT Service|

Xplja‘(“ |Eﬂ:e your search b
T —

> ﬂ Public searches

I

i — - Ranl
enter your search string J
—

3. The results of the search will display in the Documents widget. Note that when a folder has more than
1000 files, the first 1000 files will be listed and a filter automatically displays. For more information, see
the Documents widget section.

4. You can filter the results by using the Modified By, Modified date and Keywords from the left. You can
also scroll through the pages of the results by using the arrows at the bottom of the results page.

= N

B McGil

MYFILES

Facets ¥

CMSADMIN (5056)
dmadmin (951)

Fiona Tam (128)

Peter Vergados, Mr. (85)
Jillian Mills, Ms (58)
Bonnie Borenstein (51)
Lai Yard Lee (50)

¥ More...

Modified

September 2012 (1602)
October 2013 (576)
March 2010 (537)
July 2012 {456)
August 2009 (381)
June 2009 (347)
July2008 (321)

¥ More...

L SEARCH Y BROWSE

MANAGE ©

Documents ¥

Name Ranking Title Status

Modified
Mar 17,2017 12:57:08 PM

Modified By

[ Manage IT Services- ... Youba Mouhoubi

Build T Beflics! - Phases snd Deliverabl
Component Spec R: DL & 54805 Implement

Feb3,2017 2:21:112 PM

11305 <Work In Progress> Page of 21 manage fi BSfees -

Manage IT Services - ... dmadmin

Waorkin progress [ Documentation Project Deliverables Description Information Technology BEMiiEes Development Metho
Eerliced - ¢ bles - description.docx McGill

Feb3,2017 11:43:01 AM dmadmin

Manage IT Services - ..

Workin progress [ Documentstion Project Deliversbles Description Information Technology SEiEes Development Methodol 11305 Waork In Prograss= Page of 21 manage ff ESmviees -

BB - deliversbles - description docx McGil

Feb3,2017 11:43:48 AM

1305 <Work In Progress> Page of 21 manage [i BSfees -

Manage IT Serviees - ... dmadmin

Waorkin progress [ Documentation Project Deliverables Description Information Technology BEMiiges Development Metho
Eerliced - ¢ bles - description.docx McGill

Youba Mouhoubi

11305 Waork In Prograss= Page of 21 manage ff ESmviees -

m Manage IT Services - ... Test Title Mar 17,2017 12:59:54 PM

Workin progress [ Documentstion Project Deliversbles Description Information Technology SEiiges Development Methos
bles - description.docx McGit

ESriees - deli
Mar 16,2017 3:24:40 PM Youba Mouhoubi

1305 <Work In Progress> Page of 21 manage [i BSfees -

Manage IT Services - ...
Work in progress [ Documentation Project Deliverables Description Information Technology SEmMiees Development Methoy
Services - d bles - description.docx McGill

Manage IT Services - ... Mar 15, 2017 8:57:25 AM Ganesh.Gavara

Workin progress [ Documentstion Project Deliversbles Description Information Technology SERiiges Development Methodol
bles - description. docx McGill

o Feb3,2017 2:24:39 PM

01305 <Wark In Progress= Page of 21 manage {f EEmvices

ESrvices - deliv:

[ Manage IT Services - ... dmadmin

Build [t BBRCES - Phases and Deliverabl
Component Spec R: DL A o

5 Architecture Opportunity Design & Construction Implementstion... Review R: SSRGS Manager A: BusinessP100 Opportunity Analysis R

505 Implemen

" Feb3,2017 2:21.07 PM

B Manage IT Services - .. dmadmin

Deliversbles 2uild [T BEAges - Phases and Deliversbles
Opportunity... Implemantation Report R: [ff & Business P12

* Feb 3,2017 11:43:04 AM

rehitecture Opportunity Design & Construction Implementation... P100 Need Review R: BERACE Mansger & Business P100

zment of Curent System
[ Manage IT Services- . dmadmin

Build i BBRiees - Phases and Deliverabl

Component Spec R: DL & 54805 Implement

o Feb3,2017 11:48:54 AM dmadmin

B Manage IT Services - ..
Deliverables 2uild [T Services - Phazez and Deliv
Opportunity... Implementation Report R: I A: Business zment of Curent System

o Feb3,2017 11:43:38 AM

rehitecture Opportunity Design & Construction Implementation... P100 Need Review R: BERACE Mansger & Business P100

[ Manage IT Services- . dmadmin

Build [} BBRAGEE - Phases snd Deliverables v2013-05 Architecture Opportunity Design & Construction Implementation . Review R: SERIGE Manager A: BusinessP100 Opportunity Analysis R

. 1
|Page 1 of7] b M

build i

build it

build i

build it

build i

- build i

5.2 Advanced Search

The advanced search allows us to filter and give more details about the objects (folders, documents) we are
searching for. For example, we can search folders or documents by type, author, or object name. We can also
search for them in a specific space or folder.
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1. Select the SEARCH workspace.
2. From the Search Widget, click on the Advanced Search button™—.

L 18
*
MYFILES L SEARCH ¥
Search ¥
| Enter your search terms... |>< R ,(a |"|
- QSearches

4 a My last search

> Q My searches
> QPuinc searches

3. The Advanced Search dialogue box allows you to filter your search. You can select types and add
conditions as indicated in the screenshot below. To filter by type, click *+ from the Criteria tab to select

the desired types (Folder, McGill Document). You may enter more than one condition by clicking on +.

Advanced Search

Search name!

Criteria  Locationls)  Columns  Facets ’/

>:-:-3
®
l conditions l

Property Condition Value

x| € 7]

B

>y +

Fulltext: |Containing all words i

Cptions

Allversions:

Advanced Search Example:
To search for McGill documents that contain either word IT or Services and uses the Name field as a filter:
1. Navigate to the Advanced Search dialogue box as described above.

2. From the Criteria tab, click on the «+ button to the right of the Types box.
3. The Types dialogue box opens.
4. Select Document from the list on the left and click on the © arrow button to move it to the right.
5. Click OK.
Types
Folder (dm_folder) o Document

Folder (mcgill_dz_folder)

MeGill Document

Student Documents

SSErras e
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6. Add your first condition. Add other condition(s) by clicking on the + button. In the example below, we are
using the properties called Keywords and Created date. Don’t forget to use the logical parameters
‘and/or’ if you are using more than one condition. Add the Full text field to search for certain words.

Advanced Search

Search name:

Criteria Locationls] Columns Facets

All vessions:

m.nmu.‘.an
Praperty Condltien Value
v Kepwords ~ || containg | customer + X
and ¥ € |Crested wll= v Jani, 2016 >+ X
Fulltest:  Contnining all wards ~ | TServiees
Cptions

e

7. If you want to search in all your spaces, go to step 8. If you only want to search in specific spaces:
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a.

b.
C.
d

Click the Location(s) tab.

Click *++ to the right of the Folders field, to select the space.
From the Repository Assistance window, click the arrow next to Spaces.
Select the space and click OK. You may add more spaces by repeating steps b and c.

Advanced Search

Search name:
Criteria Location(s) Columns Facets

Include sub-folders: ¥

Folders:

Sav

e

/

x:

Repository Assistance

b Reports

- [E] Resources

000 Training Spacel
000 Training Workspace 4.

= [ Files

- il 5D Test
000 TrainingSpace2
000001Manage
0001TestUpdatePermissions
D1iFelderD2Testo207

s weT
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5.3

8. Click the Run button from the Advanced Search window. Your results will be displayed in Documents

widget. The next section explains this.
a. To save this search template, click Save as and provide a Search name.
b. Click Save.

Advanced Search

Search name:

N
Criteria Location(s) Caolumns Facets

Include sub-folders: 1+

Folders: (Spaces/000 Training Workspace 4.

Change the Search result presentation

The results of a search display in the Documents widget. Note that when a folder has more than 1000 files, the
first 1000 files will be listed and a filter automatically displays. For more information, see the Documents widget

section.

The results are in a table; use the fields (e.g. Name, Title, Modified date, Modified By) to easily find what you are
looking for. To modify these fields, click the down-arrow next to the Documents widget and click Columns.

¥ McGill={¥)

| MYFILES

Facets ¥

Modified By

CMSADMIN (s056)
dmadmin (951)

Fiona Tam (123)

Peter Vergados, Mr. (35)
Jillian Mills, Ms (58)
Bonnie Borenstein (51)
Lai Yard Lee (50)

¥ More.,

September 2012 (1602)
October 2013 (576)
March 2010 (537)

July 2012 (456)
August2009 (361)
June 2009 (347)
July2008 (321)

¥ More..

() SEARCH ¥

BROWSE

MANAGE L+

Ranking Title Status

Modified Modified By
Mar 17,2017 12:5T:08 PM Youba Mouhoubi

2-05 Architecture Opportunity Design & Construction Implementation... Review R: SBRAIGE Manager A: BusinessP100 Opportunity Analysis R
Report f: [ &

[ Manage IT Services- ...

Build [} EEMiices - Phases and Deliverables v
Component Spec & DL & SAPS0S Implemen

Manage IT Services - ...

204

dmadmin

Feb3,2017 2:21:12 PM
ess [f Documentation Project Deliverables Description Information Technology BEMiees Development Methadology V201305 <Work In Progress> Page of 21 manage i Befiees -

bles - description.docx McGill

Manage IT Services - ... Feb3,2017 11:43:01 AM
Wark in progress [ Documentstion Project Deliversbles Description Information Technology SEmiess Development Methodology V201305 <Work In Progress> Page of 21 manage i ESrices -
services - deliversbles - description.docx MeGill

dmadmin

Manage IT Services - ... ***** Feb 3,2017 11:43:45 AM

scription Informatian Technolozy SEMIEES Development Methadology V201305 <Work In Progress= Page of 21 manage fi BEEes -

dmadmin

Work in progress [ Documentation Project Deliverables
EBrliges - deliversbles - description.dock McGill

Test Title

Manage IT Services- ... Mar 17,2017 12:5%:54 PM Youba Mouhoubi
Work in progress [ Decumentation Project Deliverables Dezcription Information Technology S&fiiced Development Methodology V201305 <Werk In Progress» Page of 21 manage [§ Sefvices -

\senvices - deliverables - description.docx McGill

Manage IT Services- ... Mar 16, 2017 3:24:40 PM Youba Mouhoubi

Work in progrezs [ Documentation Project Deliversbles Description Infarmation Technolozy SSmiiees Development Methodol
services - deliversbles - description.docx MeGill

V201305 <Work In Progress= Page of 21 manage i Bervices -

Manage IT Services-... ***** Mar 15, 2017 8:57:25 AM Ganesh.Gavara
Work in progress [f Dacumentation Project Deliversbles Description Information Technology SERMEES Development Methodology V201305 <Work In Progress= Page of 21 manage [§ SEIEES -

Eervices - deli

rables - description.docx McGill
B Manage IT Services ..

Build [ EeMiess - Phases and Deliverables v201
Component Spec & DL A: SAPBOS Implementsi

BB Manage IT Services- ...
Deliverables Build i} BERVIEER - Phaces and Deliversbles
Oppertunity... Implement Report & [T A Business P12! =ment of Curent System

B Manage IT Services- ... ik Feb 3,2017 11:45:04 AM

Build I Senviees - Phases and Deliverables
Component Spec &: DL A: SAPBOS Implementat

B Manage IT Services ..

Deliversbles Build il BERiges - Phases and Deliversbles
Opportunity... Implementstion Report : [ A: Business P12

[ Manage IT Services - ...

Build I BSRUEEs - Phases and Deliverables

[ Page s of 7| b M

AR

Feb3,2017 2:24:33 PM

3-05 Architecture Opportunity Design & Construction Implementstion... Review R: SBRAIcE Mansger A: BusinessP100 Opportunity Anslysis R.
n Report & ff &

dmadmin

Feb 3, 2017 2:21:07T PM

Architecture Opportunity Design & Construction Implementation... P100 Need Review R: BEMVIEE Manager A: Business P100

dmadmin

dmadmin

3-05 Architecture Opportunity Design & Construction Implementation... Review R: SERAGE Manager A: BusinessP100 Opportunity Analysis R.
Report & [T &

HRRRR

Feb 3,2017 11:48:54 AM

Architecture Opportunity Design & Construction Implementstion... P10D Need Review R: BBMes Mansger A: Business P100
sment of Curent System

dmadmin

Feb3, 2017 11:43:38 AM

01305 Architecture Opportunity Design & Construction Implementation... Review R: BEIEE Manager A: BusinessP100 Opportunity Analysis R

dmadmin

build i

build it

build

build i

build i

build it
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You can order the results by these fields (e.g. Name, Modified date, Modified By). Click on the right-arrow next to
the field (e.g. Name in screenshot below) and select your preference (e.g. Sort Ascending, Sort Descending).

Name | — Ranking
Fa_ e Daand!

[ El Sort Ascending

il Sort Descending
=] Group By This Field

[E] Filters »

You can navigate to other result pages by using the scrollbar in the footer of the window.

|L IPsgels  of7l b I ||

5.4 Save the Advanced Search

In many cases, we need to perform the same search frequently. In this case we can save the search.
1. Follow the steps in the Advanced Search section 5.2 above.
2. Save this search by clicking on the Save as button.

Advanced Search

Criteria Lacation{s) Columns Facets

Folderidm _folder)

*Folder megil_dz_folder]
Fraperty Condition Value
v € NHome ~ | contsins - customer )+ X
o v € Hame = | containg | sarices - x

Full test: | Containing any words ¥ [IT Services

Oiptians

All versions:

3. The Save search window displays. Provide a Search name and click Save.
g

Save search

10 Smarch

Select whete your search will bie saved

), My searches

m-}.--z-m

4. This search will now be saved in My searches in the Search widget. Double-click on it to run the search.

Search ¥
|En:—:-'; our search terms... ‘x L L ‘ll
4 QSearches
4 Ql‘dy last search
4 QMy searches
i QJDSearch
> QPuin: searches

5. To modify the search, right click on the search and select Search criteria.
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6.1

6. Coordinator group — administer spaces
The space coordinator can add users/groups to their space and assign a group to them (coordinator, contributor or
consumer). The coordinator is also responsible for assigning permissions to a group (e.g. Read, Read & Comment,
Versions, Edit, Delete, Exclude). IT Support is responsible for creating the spaces.

View space members

This widget is used to view the users within each group for the space or the folder. It is available in the Browser

workspace by default.

Click the desired space, or the desired folder within a space.

Method 1 (available to coordinator, contributor and consumer groups)

1. Click BROWSE Workspace
Click the Browser widget

2.
3. Click the Workspace Members widget
4.

Click View Members.

T McGill={y)
MYFILES

7
Browser ¥ |

| SEARCH BROWSE ¥

Documents ¥

MANAGE [+

7
Workspace Members ¥

4 [E] spaces 2

[Enter your search te

4 = 000 Training Workspace 5
4 [ How-To folder
4 st
4 [ JOR folder

Name

i How-To folder

Spaces > [ 000 Training Workspace 5

Title Status Medified &
Jun 8, 2017 10:11:40 AM

liia s 2017 1300000 ALL

View Members

Modified By
trainingl

feniminat

Method 2 (for coordinators only):
1. Click MANAGE Workspace

2. Click the Workspace Members widget

3. Click View Members

T McGill={l

MYFILES \ SEARCH BROWSE

Browser ¥
4 [E spaces

_ 4 Elooo Fminingﬁoﬁpmes h

I [ How-To folder

(D MANAGEY @

Workspace Members ¥

Method 3 (for coordinators only):
1. Click MANAGE workspace

2. Click the Coordinator Workbench widget

3. Click Show Members

T McGilley)

MYFILES + SEARCH

Browser ¥

4 [5] Spaces
4 =) 000 Training Workspace 5

[l How-To folder
W JDR folder
B On-line courses
i Peter

I sessions

BEROWSE (1) MANAGE ¥ ©

Coordinator Workbe... ¥

View & Edit Groups

Update Permissions

Show Members
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6.2

For the three methods described above, the member name, group and the current permission displays:

View and edit

Current Permissions
| Member Group Permission |
support1 trainingworkspace5_coordinators Delete
training9 trainingworkspaceS_coordinators Delete
trainingd trainingworkspace5_coordinators Delete
training7? trainingworkspaceS_coordinators Delete
training6 trainingworkspace5_coordinators Delete
training4 trainingworkspaceS_coordinators Delete
training3 trainingworkspace5_coordinators Delete
training2 trainingworkspaceS_coordinators Delete
training5 trainingworkspace5_coordinators Delete
training1 trainingworkspaceS_coordinators Delete
Mercy Isaac trainingworkspace5_contributors Edit
Bounmy Thammavong | trainingworkspace5_contributors Edit
Joanne De Rose, Ms. | trainingworkspace5_contributors Edit
Peter Vergados, Mr. | frainingworkspace5_consumers  Read & Comment
:

space properties

A space coordinator can view all space properties, but can only change the name of the space.

Note &

You can use the Properties widget to view the space keywords. Click Edit to add/update keywords.

The space coordinator cannot change the following fields; these are grayed out:

e Space Short Name
e Public Space
e Source Template

1. Rightclick

on the space name.

2. Click Properties...

1Y

- Ao copy
Training Workspace 1

- [l Files
B Training Materials
Training Workspace 2

Copy Chrl+C

- B Using IT Project Templat Locate

Add comment...

avorites ¥ Add to favorites
ame = L I —
Subscribe
Copy link to clipboard
Hyperlink... 3
H Properties...
3. The Properties of the space window displays.
a. Name of the Space: displays the name of the space. This may be updated.
b. Title of this Space: displays the title. This may be updated.
c. Subject: displays the subject. This may be updated.
d. Space Short Name: displays the unique short name. This cannot be updated.
e. Public Space: checked if the space is a public one. This is set by IT Support when they create
the space.
f.  Source Template: displays the template used to create the space. This cannot be updated.
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6.3

6.3.1

4. View the fields. To make changes to the first three fields, click OK. If you change your mind and you don’t

want to update, click Cancel.

Properties of 000 My Training Space

Name of the Spacet™
Title of this Space:

Subject:

Public Space:!

Source Template:

Space Short Name(Used to name groups):

000 My Training Space
000 My Training Space

training space

Group Administration

Use the following steps to add or remove users or AD groups to/from your space.

Add user or group to space

IT Support staff is responsible for creating a space. At first, they are the space coordinator by default. They assign
user(s) to the coordinator group. Once they do this, they send an email to the coordinator(s) informing them that
the space is created. They must then remove themselves as coordinator of the space.

This allows the coordinator to view and update the users or groups (AD groups recommended) for their space for
the coordinator, contributor and consumer groups.

Prerequisites

1. Make sure that you are logged in D2 as a coordinator as this privilege is needed to be able to do this.

Steps
1. Click MANAGE Workspace

2. Use the Browser widget to locate the space and click on it.
3. Click the Coordinator Workbench widget
4.

Click View & Edit Groups

BROWSE

MYFILES

Browser ¥

4 [E Spaces
> ) 000 Training Workspace 1

* B 0101AATest

1. Select MANAGE

= workspace.

« SEARCH

3. Click Coordinator
) MANAGE 7 Workbench

Coordinator Workben.. ¥

View & Edit Groups

4. Click to add users
or groups

Show Members

5. You will see the 3 groups from the Select your Group drop down list. Select the group to add the users or

groups to by clicking on the drop-down arrow:
a. <SpaceShortName_coordinators> < Coordinators
b. <SpaceShortName_consumers> < Consumers
c. <SpaceShortName_contributors> < Contributors
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6.3.2

6. Enter all or part of the user or group name in the Search Users/Groups field.

7. Click on Search

& Secure | https//gcms.megill.ca/D2/xternal/ManageGroups.jsp

View & Edit Groups - Space

1. select role name l
Select your Group trainingworkspace2_contributors v
3 Click Search l
:qeamh peroms ] “

Leila Al-Bassit
Leila Marie Fr,
Leila Jovita Fflo m2.enter all or part of user
Leilani Ku

Leila Fares name or group name (AD
Leila Ranta, | group recommended)

Leila M

Leila Rahimi Bahmany, Mrs

Leila Hawa

Leila Golparvar

Leila Soline Sloman, Ms
Leila Herman <

trainingcantributor?
9 ort
‘ Leila Wagner

8. Alist of users/groups will appear below the search, on the left-hand side. Select the user/group to be

added to the desired group (contributor in this example).

9. Clickonthe © button to add user/group to the right side.
10. Click the Save button
11. Click Close to close the View & Edit Groups — Space window.

Remove user or group from space

This allows the coordinator to remove the users or groups for their space for the coordinator, contributor and

consumer groups.

Prerequisites

1. Make sure you are logged in D2 as a coordinator as this privilege is needed to be able to do this.

Steps
1. Click MANAGE Workspace
2. Use the Browser widget to locate the space and click on it
3. Click the Coordinator Workbench widget
4. Click View & Edit Groups

MYFILES { SEARCH BROWSE

I Browser ¥
a

=] Spaces
P 000 Training Workspace 4

000 Training Workspace 5 <l
> [ 000-Training Workspace 3
0001TestUpdatePermissions
> B 0010wnerTest
0015upportlAlTests

CDMANAGEY ©

"CoordinatorWorkben.. v II

View & Edit Groups

Update Permissions

Show Members

5. You will see the 3 groups from the Select your Group drop down list. Select the group to remove the user

or group from, by clicking on the drop-down arrow:
a. <SpaceShortName_coordinators>
b. <SpaceShortName_consumers>
c. <SpaceShortName_contributors>

& Consumers
< Contributors
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6. Select the user or group you would like to remove from the list on the right.

Click on the " button to remove user or group from the right side.
8. Click Save.

9. Click Close to close the View & Edit Groups — Space window.
View & Edit Groups - Space -

Group: wrainingworkspac e5_coordinators ¥

Add Users/Groups UsersiGroups

select user or group
Search User/Group
= T
z

Enter search text atthew
support1
training1
training2
training3
traiming4
trainings
click leftarrowsto | rairings
remove L training?
\ , training8
x trainingd -

\“

6.3.3  Update user or group permissions
You can set permissions at the folder and file level. Note that it is not possible to set permissions at the space level.
If one selects a space, clicking on “Update Permissions” will result in the following message:

Update Permissions - Folder 000 D2 Training and Courseware

Cannot edit workspace permissions on space level, please select a folder!

Prerequisites
1. Make sure you are logged in D2 as a coordinator, as this privilege is needed to be able to do this.

Steps for permissions
1. Click MANAGE workspace

2. Click the Coordinator Workbench widget

3. For Folder permissions: use the Browser widget to locate the folder within the space.

— BROWSE [“ MYFILES { SEARCH (DMANAGEY @

4 000 Train'lni Workspace § View & Edit Groups
4 000Training Workspace 1 Update Permissions
4 [ testFolder

4 [ folderz

Show Members
&> [l Training Material

Coordinator Workbe... ¥
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For File permissions: use the Documents widget to locate the file within the space.

BROWSE

MYFILES < SEARCH () MANAGE ¥ &l

| Documents

v Coordinator Workbe... ¥

|EH'.—;' your search ter

ms-.. EIp-g

Spaces = B 000 Training Workspace 6 »

Name «

Title

(0 D2 User Guide-Juls, ...

View & Edit Groups

Update Permissions

Show Members

4. Click Update Permissions.

5. Modify the permission for the different groups (coordinators, contributors, consumers) by clicking on the
down arrow.

Permission

Means...

None

Members will not have access to this folder or file (i.e. will not see it).

Read

Members can access the folder and view (read) the files within the folder, or view
(read) the file.

Read and Comment

In addition to read, members can comment as well.

Version Members can edit and create a new version of a file, but cannot delete or overwrite
a version.

Edit Members can edit the file and save it as a new version. Can also read the file.

Delete Members will be able to delete files from the folder (as well as read and edit), or can
delete the file.

Exclude Removes the group from the list of permissions.
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6. Click Save. The permissions display. Click Close.

8 Secure | https://qems.megill.ca/D2/xternal/UpdatePermissions.jsp

Update Permissions - Folder Folder

Add a Group Search Groups
Group Permissions
bws06 coordinators Edit - ics traning2_limited_access
- listserve messages_academic_staff_-_cas_ranked
/ listserve messages_academic_staff_-_tttenured
bwsD8 contributors Edit - listserve messages_admin_-_chairs-directors

listserve messages_admin_-_deans -

tws06_consumers Read & Comment v { Please Select Y “

n
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6.4

6.5

6.5.1

Cascading permissions
Space coordinators are responsible to set permissions at the folder level. This is explained in Section 6.3 above.

After permissions are updated for a folder, any sub-folder and file created in this folder inherit its permissions,
except if the permission of a given sub-folder or file was manually updated.

For example, the space coordinator:

Creates a main folder called Communication and sets the Contributor permission = Edit

3 subfolders are created: Email, KB, FAQ (the Contributor permission = Edit for all 3 subfolders)

For the Email folder, the Contributor permission is changed to Read (this is manually updated)
When the permission of the Communication folder is updated, this updates the permission of the
subfolders KB and FAQ only. The permission of the subfolder Email is not updated because this was
manually updated.

Add a new D2 group and assign a permission

You may need a new D2 group besides the 3 default ones: coordinator, contributor, and consumer. Only IT Support
can create a D2 group. The space coordinator will request the new D2 group from the IT Service Desk. IT Support
will create the D2 group and set up the space coordinator as the Administration Group. Once the group is created,
the coordinator will then be able to edit the group (add/remove users, groups and permissions).

Note &

e  When a new D2 group is created, other coordinators in other spaces can use this D2 group in their space(s). However, be
careful when using D2 groups managed by other coordinators. Group administrators of this D2 group can add/remove users
and groups. The same applies when using AD groups that are managed by others.

e  Only the group selected as Administration Group can add/remove users or groups from a D2 group. If at the time of creating a
D2 group, the administration group is not selected, then only IT Support can manage it.

e  Contact IT Support (who will contact ECM system administrators) to:
0 Delete a newly created group
O Assign a different Administration Group to your D2 group

Assign permission to the new D2 group
The coordinator can only do this after IT Support creates the D2 group (see section above). Then, the
coordinator can assign the permission to this new group.

1.

2
3.
4

LN

Click MANAGE workspace.

Use the Browser widget to locate the space and the folder.
Click Coordinator Workbench

Click Update Permissions

View & Edit Groups

click
Update Permissions

Show Members

In the Add a Group field, type the name of the group added by IT Support.

Press Enter key.

The group(s) will display in the window. Select the correct group.

Assign a permission to the group (e.g. Read, Edit, Delete, etc.) by clicking on the down arrow.
Click Add. The new group will be added to the groups on the left.
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http://kb.mcgill.ca/it/easylink/article.html?id=1947

[ UpdstePesmasmans - Gaagle Chieme

[T

@ Secure | hitpsy/demsise.megill.ca/D2/xternal UpdatePerm

Update Permissions - Folder JOR folder

Add a Group

Delete
TransEnpt sanon

[ select group
raningworkspaced_contribulors | Edn . permission l

transcript aditor

Group Permissions

traningworkegaces_coonfinalors

traningworkspaceS_consumers | ead & Comment Piense Select Ll “
HNone: i check Add. I
Read |
Read & Comment
\fi:wr.r!
L |
10. Click Save.
11. Click Close.
[ UpcateDe Goagle Cheame =1
(5 Secore iRy

6.5.2

o vk wN

Update Permissions - Folder JOR folder

Group Permissions
Add a Group transcrpt soktor
EanngworkspaceS_coordnstors.  Dalete
warserigt oditor

Fanngaoispaces_contnbuton | Edil v

P warsrst adiors
Frainngworkspaces_consumers Fead & Comment -
g L | . ! —

Remove permission from a D2 group
1.

Click MANAGE workspace.

Use the Browser widget to locate the space and the folder.
From the Coordinator Workbench select Update Permissions.

Select the D2 group. In the diagram below, this group is called transcript editing.

From the drop down list of permissions, select Exclude
Click Save. The permissions display. Click Close.

Update Permissions - Folder D2 training

Current permissions for the folder
Group Permisslonz

werkspaced_tooedinalers  Eat

wokapaced_tootribaties | Edit v

WONSPACS_LOnsumers. Read & Comment ¥
1 select "Exciude’
transcopt adting Extlude '
Group:
000-staff

Clrtiestleda_conibs Permizsion o

O iestleda_arsns

003-cio s devstors and cio of
Citestowne_test

48fing cms powe Users

HE-fins ¢ms uaers

J45-fins cms viewsrs -
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Appendix 1 - First-time login to D2

When you log in to D2 for the first time, you will be prompted to install the Content Transfer Extension, which
allows faster check-out and check-in of files using D2. The required steps for the CTF installation differ depending
on whether you have a SLA (Service Level Agreement with IT Services) and your administrative rights to the
computer. They also depend on the browser that you are using. The different steps are described below:

Appendix 1.1 - CTF installation on personal or non-SLA computers

For Firefox, Chrome, and Internet Explorer:

1. Select ‘yes’ or ‘no’ when prompted to Install Content Transfer Extension”. The screenshots for each browser
and the prompt are displayed below.
a. Ifyou select “no”, the plugin will not be installed, but the prompt will reappear the next time you
login to D2.

b. If you select “yes”, the plugin will be installed.

If you are using Firefox:

/ b2 x
P \

€ | & | hitps//dems.isr.megill.ca/D2/#d2

Q
£

ey
iii g
a
&
>
®
1]

Install Content Transfer Extension yes no
i) Gil
= McG1

WORKSPACE GALLERYY @ Q

If you are using Chrome:

&l = | &=
[ b2 X
| &« C | & Secure | https://dems.isr.megill.ca/D2/#d2 T
|InslalIContent Transfer Extension yes no
[sae] 2 G
= McGill "
%
WORKSPACE GALLERY ¥ Q Q
If you are using Internet Explorer:
=|E@ | &
e & https://dems.ier.megill.ca/D2/= 43 P-ac | gn % | 3 CenterStage - 124, Training M...
fnstall Content Transfer Extension yes o
[z22] * |
<= McGill »
-
WORKSPACE GALLERY ¥ [+] Q

For Safari on a Mac OS computer:

1. Select ‘yes’ or ‘no’ when prompted to Install Content Transfer Extension”.
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a. Ifyou select “no”, the plugin will not be installed; the prompt reappears the next time you login to D2.

b. If you select “yes”, the plugin will be downloaded to your computer. Then perform the steps below:

80 ® ¢ fin] & dems.isr.megill.ca & jull Bl |
nstall Content Transfer Extension yes no
[12] . @
T McGIll_- -
-

1. Click on the DCMExtension.safariextz file in your Downloads folder.

DCMExtension.safariextz

o

2. Click on “Trust” in the window that comes up:

L J ERT@nSIang
{ TR
““. A Vil
neval Tabe AuloFil Paptwoeds Soorch Securlly Briveey Netificatons xionsions| Advanced

Are you sure you want to install the
extension "DCMExtension™?
.,‘ Thia ewtemsian b5 mat fram the Safael Extenaions

Gallory. You should only install extorsions from
‘soUrCes you trust.

ten applications.

(T uninsai )
Cancel Trust

Appendix 1.2 - CTF installation on computers covered under SLA and plugin is pushed by IT Services
For Firefox:

The plug-in is not enabled by default, so you will need to manually enable it. To do this:

1. Go to Add-ons

. P L ':".l..\T.-.E
QU8 e o440 E
e i« Bom 5 ha
T MCGill ) v 2o v . -
WRISMEGULERY O = §
—————— SesWodoe Newinar I
Wetse
Browse [ B
= @ 0 ¢
g ' Hay  Fliow
=
- 0 *
Fud Dotns L4
L ey T
/ A
Dodpr  YacadTi
L Search Oiparim
- [+ 0 0
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For Chrome:

2.

Click Enable to enable the EMC Documentum Client Manager. Otherwise, you will get a prompt
to install the Content Transfer Extension; if you select ‘yes’, it will enable the plugin.

D2

* L) Firefor sboutiaddons

x}f.t Add-ons Manager x \F

%

EMC Documentum Client Manager (disabled)

Enable

and Webtop products to d More

The plug-in is not enabled by default, so you will need to manually enable it. To do this:
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1.

2.

Go to Settings

Mew tab

Mew window

History
Downloads

Bookmarks
Zoom

Print...
Cast..,
Find...

More tools
Edit

Help

Bat

@) New extension added (EMC Docurnentum Client Manager)

New incognito window

- 0%+ -

Cut Copy Paste

Click Enable to enable the EMC Documentum Client Manager. Otherwise, you will get a prompt
to install the Content Transfer Extension; if you select ‘yes’, it will enable the plugin.

Oorw

¥ T @& Chrome Weh Store - Ede % | g Exdension

Chrome

Extensions

Settings

About

& C | & Chrome \ chrorme:/fextensions

Extensions

EMC Documentum Client Manager  0.0.0.9

Provide additional functionality to enhance your experience when working with EMC

Docurmnentum D2, xCP or Webtop dlients.

Details

Developer mode

] Enable |}

Last updated: January 26, 2017



For Internet Explorer:

1.

2.
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From the D2 login page, you will be prompted to allow the plugin to run. Click Allow.

Repository: *  [CMS ADMIN Repository

Login: * I|

Password: * [

« NOTICE: IE prompts to update Java - DO NOT update
If you see an Internet Explorer message prompting to update Java, dick
full

“Run this time" to keep the older Java version enabled. See the
announcement for details.
* SCHEDULED MAINTENANCI
Occurs on the third Wednsday of each month, from 9pm to 6am. During
‘this period, the system may be slow or unavailable at times. The monthly
lists all dates. For
please contact the ICS Service Desk at 514-398-3398.

is webpage wants to run the following add-on: ‘Documentum WDK Plugin from ‘EMC Corporation’. | What's the risk?

If you click Allow, it will install DmDragDrop Class as shown below:

Manage Add-ons

Wiew and manage your Internet Explorer add-ons

Add-on Types Marme Publisher Status Architecture  Load time  Navigation...
&F Toolbars and Extensions EMC Corporation
. DmDOragDrop Class EMC Corporation Enabled 32-bit ——
p Search Providers
— Sun Microsy Inc.
B Accelerators
Java(tr) Plug-In S5V Helper Sun Micrasystems, Inc, Disabled 32-bit
® Tracking Protection " . .
Javaitm) Plug-In 2 S5V Helper Sun Microsysterns, Inc, Disabled 32-bit
W Spelling Correction

Once you have logged in to D2, you will be prompted to install the Content Transfer Extension. If
you click on Yes and then Run the setup file, it will install the EMC.ContentTransfer...

plugin.

https://dems.isr.megill.ca/D2/#d2
File Edit View Favorites Tools Help

L-ac|@n

istall Content Transfer Extension yes mo
.
F_i!i MCGIII@@ 4+ NEW ¥ & IMPORT ¥ [ CONTENT ¥ 'V CURRENTVERSION ¥ »
0
-
FIBROWSEY @ Q
—

. T

i e T

> B Bag:
= Baostestworkspace A Elsoaces » EBaoTest > Mitest folder
4 = BAOTest
Name ~

Owner Nan
" [ Files
= i [ test.docx (1.0)

coordinatol

B c2d2 spacel l
B CollaborationTest_7_2_17
v =] Copy Of MacSpace

» ES) D2 Migration Retest

> E D2BAOTEST

» =) D2wsoo1

> [ D2_KN_thumbnail Test

i = EA-IT Project Space

> [l FolderOutSpace

There is no "pdf" rendition available for this document.

< I >

Displaying 1-10f 1

x

T [ ome (7] |

Do you want to run or save CompleteCTFInstaller.msi (10.1 MB) from dems.isr.mcgill.ca?

@ This type of file could harm your computer,
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4. Both plugins are required to drag and drop files and perform a quick check-in and check-out of
files.

Manage Add-ons

View and manage your Internet Explorer add-on:

MName Publisher . Status Architecture  Load time Navigation...
@F Toolbars and Extensions EMC Carparation
O Search Providers DmDragDrop Class EMC Corporation Enabled 32-bit
EMC.ContentTransfer.ContentT... EMC Corporation New 32-bit
Sun Microsystems, Inc.
" Javaitrm) Plug-In S5V Helper Sun Microsystems, Inc. Disabled 32-bit
¥ Spelling Correctior Java(tm) Plug-In 2 SSV¥ Helper  Sun Microsystems, Inc. Disabled 32-bit

Appendix 1.3 - CTF installation on computers covered under SLA and user does not have administrative rights

The steps for this are different, depending on whether the plug-in is pushed to the computer or not. It also
depends on the browser you are using.

a. If the plug-in is pushed to the computer

For Internet Explorer:

1. Upon logging in to D2, the user will be prompted to allow the CTF Native App. However, regardless of
which option you select (Allow or Don’t allow), the prompt will keep on displaying.

Internet Explorer Security 2

| §7 A website wants to open web content using this
“*/ program on your computer

This program will open outside of Protected mode, Internet Explorer's
Protected mode helps protect your computer. IF you do not Erust this
website, do not apen this program.

1| MName: CTFNativeApp.exe
== Publisher:  Open Text Corporation

/| Do not showt me the warning for this program again

_““|b- alow || Don't allow |

2. If you check the option “Do not show me the warning for this program again”, then the following
screen will keep displaying. This means that the plug-in does not work.

# | CAUsers\bphanZ\AppData\Local\EMC\cantentifericam.eme.ctf.native.app L LOBC TFNativelpp.exe | = || (=) s3]
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For Firefox:
The plug-in does not work, even after it has been enabled in Firefox. When the user tries to edit a

document, the downloader will appear and then freeze:

D2 Downloader

0
S

—_—

e

For Chrome:
Chrome acts as if the plug-in is not enabled (even though it is) and simply downloads the file to the user’s

default folder.

ToT T = CremeWeb S e X | 9 B =

€ C | & secre | hiips/iamsisrmegiica

B McGill=§¥
TBROWSEY ©

Browser ¥ Dodlist ¥

o [ space
= ouniTastSpacal
I ot TasSpacet
2 ouniTasSpacst

B0UT0417 o 052,03 AM pog

rehdoc

2 Tetog T Tempinte
1B Tont_Spwan_For_ Accem 12 04 17

Versions ¥

8 [ Webtopsesrenduc’ 02, CURENT Mondsy, Aprl 24, 2017 935 .. Bas-Long Pham, M.

Webtop search (t).doce A

b. If the plug-in is not pushed to the computer

For Internet Explorer:
1. Upon opening the D2 login page, you will be prompted to install WdkPluginCab.CAB. If you click on

“Install”, you will be asked to enter your administrator credentials.

e User Account Contral @
7 Do you want to allow the following program to make

to this computer?

B’ Programname:  [1]WdkPluginCab[1].CAE =
' Verified publisher: Open Text Corp {
File ongin: Downloaded from the Intemet

To continue, type an administrator password, and then click Yes.

1 ||.|:ar<.'.arne |
l‘ | Password |
=" Domain: CAMPUS
¥ Show details I_INO |
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2.

For Firefox:
1.

2.

After you enter your McGill Username and Password, the following displays since you do not have

administrative rights to your computer:

%/ User Account Contral =

) Doyou wantto allow the following program to make

" changes to this computer?

1| Program name:  [1]WdikPluginCab[1].CAB
—— Verified publisher: Open Text Corporation
File origin: Downloaded from the Internet

To continue, type an administrator password, and then click Yes.

F ||J'.|:: narne |
l | Password |
Domain: CAMPUS

Q The | ion requires el

~ ) Show details

You will be prompted to install the plug-in. If you click on “Run”, the plug-in will be installed.

["Open File - Security Waming e
Do you want to run this file?

|. 1 Name: ..2\AppDatailocalTemp\EMCCTFAp pInstaller. exe
Publisher. Open Text Corporation
Type: Application
Fram: C:AUsers\bphan2\AppData\loca\Temp\EMCCTFA...

Run ][ Cancsl J

potentially harm your computes. Only run software from pubkshers

'I Whie files from the Internet can be useful, this file type can
e you trust. What's the nsk?

However, it does not work when you try using it later. When the user tries to edit a document, the

downloader will appear and then freeze:

D2 Downloader

For Google Chrome:
Similar to Firefox, Chrome will allow the user to install the plug-in. However, it will act as if the plug-in is not
enabled (even though it is) and simply downloads the file to the user’s default folder.
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Appendix 2 - Content Transfer Modes

This appendix explains the differences between the 3 Content Transfer Modes in D2, and how they affect certain

tasks in D2. There are 3 Content Transfer Modes in D2:
e Documentum Client Manager

e Java
e None (Thin Client).

To switch between the different modes:

1. Click on the down arrow next to your name.

2. Click on User Settings.

User Settings (--

Logout

t

3. The Options window displays. From the General tab, select the appropriate option from the drop-down
menu in the Update Browser Plugin field.
4. Once you select or enter the desired mode, click OK to save the changes.

Options

Temporary path:
Checkout path:

General User Interface

Events

c\Temp

c\Downloads

|

Update Browser Plugin:

Documentum Client Manager

Current Browser Plugin:

Documentum Client Manager
Java

None

Default Workspaces:

Date format:* 2U-Apr-ZuLr
Date and time format:* | 20-Apr-2017 9:47:18 AM
Date input format: * 04/20/2017

Default language: English

L (@) Pactnra caccinn

K| KHEIE

1. Edit/Check-out and Check-in a file

a. Documentum Client Manager and Java Applet:
D2 seamlessly downloads the file to a directory set by the user, and opens it for editing. If the Checkout
path is c:\Downloads (as shown below), the file will be downloaded here. However, you can change it to

“w

a different location by clicking on the “...” and browse for the desired folder. Upon check-in, D2 looks in
the directory folder of the Checkout path field and uploads the file without prompting the user to find it.
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Date format:* 20-Apr-2017
Date and time format:*  20-Apr-2017 10:00:12 AM
Date input format: * 04/20/2017

Default language: English

Default Workspaces:

Loucris Sodkinamas (@ Pactnra caccian

Options
General User Interface Events
Temporary path: c\Temp
Checkout path: | cvpowntoads
Update Browser Plugin: Documentum Client Manager

Current Browser Plugin: Documentum Client Manager ( v 1.1.06 for IE)

ok B cancet |

”~
w
~
~
~
~
b_ 4
)
v
N

b. None (Thin Client):
D2 uses standard browser file download, so a user is typically prompted to open or save the file. The exact
behavior depends on the browser. During check-in, the user is prompted to locate the file before the

upload.

2. Export folder

a. Documentum Client Manager and Java Applet:
To export a folder and all of its files from D2 to your computer:
1. Right-click on the folder and select Export Folder
2. You will then be prompted to select a location to export the folder to.
4 Spaces
4 000 Training Workspace 4
I [l User Guide Export folder...
4 0001TestUpdatePermiss .
e 0010wnerTest .
3 0020wnerTest Copy cirC
b 2 0101AATest : )
3 D1ATestSession :
I = 01D2FolderTestt Locate
2 DiFolderD2Test0207 Add comment...
B DiFelderSansSpace Add to favorites
:> Dll]: L Send mail...
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b. None (Thin Client)

This function is not available in the Thin Client. When you right-click on the folder, that function is not

there.

Cut Chrl+X

Copy Ctrl+C

Locate
Add comment...

Add to favorites

3. Native Annotations

a. Documentum Client Manager and Java Applet:

D2 merges Microsoft Word document annotations (comments and track changes) from multiple users and
manages them in the repository as related objects (Relations widget). Different options for native
annotations are available from the Content menu. These are explained in the table below the screenshot.

Doclist v

m

[E] spaces = B

test.docx (@

test.doc

View
Edit
View native content

‘ View with native annotations

Edit with native annotations

o Export...
i Folder Nam
Print
test.docx ((
test.docx (g Checkout

test.docx (g

Native annotations

Annotate with native annotations

Create relation...

Convert to virtual Document
Request rendition
Delete... Del

Permissions...

Properties...

Owner Name
y_mouho
coordinatorl
kcoordinatorl
coordinatorl
roordinatorl
coordinatorl
coordinatorl
Youba Mouhoubi

coordinatorl
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Option

Means...

View native content

view the file without the annotations

View with native annotations

view the file with the annotations

Edit with native annotations

similar to the previous option, but the file will be checked out for editing and will need to be
checked back in.

Native annotations

view the annotations only without the actual content of the document.

Test2

test.dock (coordinatoil) - Word

-/ | Comments vE
n Bao-Long Phan, Mr, Afewsecondsago &
5

Bao-Long Phan, Mr.

g4, again
Bao-Long Phan, Mr.
3 again

Annotate with native
annotations

similar to the previous option, except the file containing the annotations will be checked out
(from the Relation widget) and will need to be checked back in.

Relation «
i [f§j Contains annotations (1.0

Relation v
Name Description Modified Modified By
test.docx (coordinator1) Apr 20,2017 1:32:34 PM coordinatorl
View
Edit
Checkin...

Cancel checkout

Locate

View with native annotation

Delete relationship Del

b. None (Thin Client):
This function is not available for the Thin Client. The options are not available from the Content menu.
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Doclist v
ol Spaces > =1
Name =
B Folder Nam
[ test.docx (0

docx

m

docx

st.docx

e dOCK
B test1(0.1

est (0.1

| Bao-testite

View

Edit
View native content

Export...
Print

Checkout

Create relation...

Convert to virtual Document
Request rendition
Delete... Del

Permissions...

Properties...

Owner Name
y_mouho

coordinatorl
coord

coord

coord

coord orl
coordinatorl
Youba Mouhoubi

coordinatorl
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4. Import folder
a. Documentum Client Manage and Java Applet:
To import a folder and all of its files from your computer to D2:
1. Click Import > Folder Structure
2. Select the folder from your computer.

File...

MYFILES Folder Structure...

A Spaces > (=) BAOTest = .Files

Name = Chuner Name

b. None (Thin Client):
This feature is not available for the Thin Client.

5. Drag file(s) from your computer to D2
For all three modes, you can drag and drop files from your computer to D2.

6. Drag file(s) from D2 to your computer
For all three modes, you can drag and drop files from D2 to your computer. Note: this will only work on
Internet Explorer (with ActiveX enabled). To do this:
1. Hold down Ctrl + Shift
2. Drag the file with your mouse.

7. Drag file from MS Outlook to D2
For all three modes, you can drag a message, a message with attachment(s), or just the attachment(s) from
MS Outlook to D2.

8. Comparing 2 MS Word documents
a) Documentum Client Manager and Java Applet:
This feature is only available on a Microsoft Windows system. You must have read permissions for both
documents. Follow these steps:
1. Inalist widget (such as Documents), select two MS Word documents
2. Click on Content > Compare. A merged Word document will open with the differences between
your selected documents highlighted.

b) None (Thin Client):
This feature is not available for the Thin Client.
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