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OVERVIEW OF THE CONTENT MANAGEMENT SYSTEM

Covisint's Portal provides Content Management System functionality in two major areas:
document management (repositories for documents and images) and publishing. Document
management is provided through Covisint's Document Library and Image Gallery portlets.
These portlets provide intuitive management of your organization's files and images.

Content that is stored in the document library and image gallery are made available to portal
users when Content Managers publish the content to the portal. Content is published to a portal
inside portlets.






ANATOMY OF A PORTAL PAGE

The following is the anatomy of a portal page. A portal page is made up of one or many portlets.
Within the portlet is content, called web content. Within the web content could be links to
documents stored in the document library. Images that are stored in the image gallery could be
displayed in an article.

This example uses a page from the Covisint Support portal. While your page may look different,
the structure of your page will be the same.

Nl > o> > G -

COVISlnt

& subsiciary of Compuaware Co

w—‘

WHAT'S NEW?

Aut tive Portal Cust

We Icomel On Sunday, December 21, 2008, Covi implemented an upgrade to the polal platform, freshening the look and feel

of your portal. Print the overview === |'Whie many of the changeghappened behind-the-scenes, and were
transparent to you, there were a fevy changes tothe User Interface agll Portal navigation that you may have noticed.

Upgrade enhancements include: atch the five minute video deseribing this

overview x>
= Newy Portal Dock Bar

» Irtegrated Search
HOW M ay We g o New  Watch the training video for the Content
= Enhanced Applications Portlet S S
Hel P You?  Yirtual Partal Model (URL=) = Syst

n Customer-Specific Enhancements to the
Dovwnloads Portlet

Thanks!

Using this example, there is a page on the Covisint portal called the "[Floul" page. On this page
is a portlet called m By default, pages and portlets are managed by your Portal

Content Administrator.

Within the portlet is content, referred to as a web content called "Nl lle]a WAV (N e]g =1
mp This web content contains a link to a document called "[JNRIER NN . This
document is stored in the document library. The web content also displays an image of a

The image is stored in the Image Gallery. By default, web content and the documents
and images within them, are managed by Content Managers.

To summarize, files that are stored in the document library and images stored in the /mage
gallery are made available to portal users when Content Managers publish the content to the
portal. Web content is published to a portal page inside portlets.

The permission to view any of these items is configurable, as each may have a different degree
of specificity.

It is highly recommended that you review the section entitled Permissions Overview before
beginning to work in the Content Management System.






TOGGLE EDIT CONTROLS

1. Click the Welcome menu (also known as the Portal Dock Bar).

2. Enable the checkbox next to Toggle Edit Controls. The screen refreshes and edit
controls are displayed.

E=] Web Content Display L=+ ]
Automotive

Welcome to the Autormotive Support portal. Here you will find help for all portal services,
including Administration My Profiled, Content Management, and mare..

] Manuals

Yiewe all user guides available for all messaging-related applications in the Manuals section.

Il Videos

Yiewe all availahle videos for all messaging-related applications in the Videos section.

Knowledge Base

Yisit the knowledge Base to view answers to commaonly asked questions, solutions to known
problems, and more.

Your view may show fewer edit controls, based on your user role in the
Content Management System.

RESULT:
You have successfully enabled edit controls.






GETTING STARTED CHECKLIST

The following checklist is designed to help get you started using Covisint's Content Management
system.

All tasks described in this help selection are role-based. If you are not able to perform a task,
contact your system administrator to have the proper role(s) assigned to your profile. Tasks listed
below are in the order in which they most commonly are performed.

TASK: REVIEW THE TOPIC:

Identify the Document Library, Image Accessing the Portal Content Management
Gallery, and Web Content Portlet System
Review permission requirements on Permissions Overview
Documents, Articles, and Portlets. Permission Error Types

It is highly recommended that you review
the Permissions Overview section before
beginning work in the Content Management

System.

Identify the process of managing content to Web Content Overview
the portal Editing Web Content
Create hyperlinks to documents on your Creating a hyperlink to existing document
portal page

Upload new versions of existing documents Uploading a new version of a document







ACCESSING THE PORTAL CONTENT MANAGEMENT
SYSTEM

Cowizsint Applications

Application 1
After logging in to your Portal, click the Content

Covisint Content Management Management Link in the menu options, usually
placed on the left side of the screen to launch your
Tour Co. Content Managerent Content Management System (CMS).

Your Content Management page is displayed. This page generally contains the following
portlets:

{ Document Library {{ image Gallery

Folders My Documerts Recent Documents Folders
Add Folder | Permissions | Search
Searchlmages | Add Folder  Permissions
Folder # of Folders # of Documents Action
Showing 4 results
Showing O results. dof dof
Folder
Folders Images
Access from my deskiop.
Otitiles 0 6 4 47 actions
Web Content
ybars 0 2 éﬁAdlons
Web Content Structures Templates Recent
- i 14 < P actions |
& L 4
images
Match [ 21 vI of the following fields:
]
I Wersion Matne Description Tenlentiy D 3 b ‘P actions |
S sl ek et e e
Content Type Status Showing 4 resutts
Access from my desktop.
Search
+ Basic

Add Web Content | Permissions
il

e  Document Library
o /mage Gallery

e Web Content
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tasks in this support material, you have most likely not been given the role to
do so. Check with your Content Management Administrator for details.

@ Tasks are role-based. If you do not have access to perform some of the

10



MANAGING WEB CONTENT

Web Content Administration Portlet Overview

The Web Content Administration portlet is a centralized repository for all content on your portal.

Content in this sense could be a website, web pages, or portions of a web page. Sophisticated
features assign a unique URL to each piece of web content, auto-saves previous versions, and
enables users to schedule when content is published or removed.

Content Administrators manage portal content articles through the Web Content Administration

portlet.

article:

O o0 O OO0 oo o

From this view, Administrators are able to perform the following tasks on a web content

Delete

Edit

Expire

Modify permissions (who can see the content)
Preview the content (prior to publishing)
Reinstate previous versions

Schedule date for publishing / removing content
View previous versions

Web Content &

m Structures Templates Feeds Recent
Search

Advanced »

Add Web Content
Expire | Delete

Showing 1 - 20 of 75 results. tems per Page 20 x|  Page 1 x| of4 [4First | 4 Previous | Mextjp | Last

Modified  Display
- D Name Version ¥ Status L = Author
D Date Date

) Permissions

) Preview (Opens New Window)

Iy copy

C 11016 Welcome 32 Approved ) [ Delete (

11
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As shown in this example, the system auto-assigned an ID number (11016) to this web content
when it was created. The current approved version is 3.2, and previous versions are stored in the

system.

12



Managing Web Content

Important Notes When Using the Editor

@ Use Internet Explorer (IE) browser when using the WYSIWYG Editor. (IE is the only
browser supported by Covisint).

e When attempting to copy / paste out of other
documents, such as a Microsoft Word
document, into the WYSIWYG editor, IE will
prompt you with a dialog box asking if the
you want the system to “clean” up the code
coming from the Office documents. Allow
the system to clean the code in order for
the pasted results to render appropriately.

o When attempting to paste using Firefox,
Chrome, or other browser, the system will
not clean up the code and will likely render
unsatisfactory results.

& When using the WYSIWYG editor, the portal's global style sheet overrides the classes you
may have added to your content.

@ Warning: Only edit one article of web content at a time.

Do not attempt to simultaneously edit multiple web content articles in multiple tabs in your
browser.

Doing so will cause saving / approving to occur on all open articles, not limited to the
selected article.

13
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Using the WYSIWYG Editor

WYSIWYG, an acronym for What You See Is What You Get, is used in CMS to describe a
system in which the content displayed during editing appears very similar to the final output when
displayed on the portal page. The editor is displayed when you create or edit an article.

@ Warning: Only edit one article of web content at a time.

Do not attempt to simultaneously edit multiple web content articles in multiple tabs in
your browser.

Doing so will cause saving / approving to occur on all open articles, not limited to the
selected article.

14
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Article
D 151052
Matme Wihiat's Mew
Language IEninsh j Default Languane IEninsh j
: Shyle * | Size | Ty dg-i B I U six X
ool pEREEHSIRAGYICE|EEiEsEs
AESDUICEE% ) fa v P ‘?}D|@ Y

Attention Automotive Portal Customers B

On Sunday, December 21, 2005, Covizint implemented an upgrade to the portal platform, freshening the ook and

feel of wour portal. @] Primt the overview === While many of the changes happened behind-the-zcenes, and
ere tranzparent to you, there were a few changes to the Uzer Interface and Portal navigation that you may
have noticed.

Upgrade enhancements include;

m Pew Portal Dock Bar
Integrated Search

Enhanced Applications Portlet
Yirtual Portal Model (URL=s)

Customer-Specific Enhancements to the Downloads Portlet

Watch the five minute video describing this overview ===

Thanks!
Covisint -
» Abstract
Sawve Save and Continue Cancel

Generally, toolbars in the editor closely match toolbars in common word processing applications.
By hovering the mouse over an icon in the toolbar, a description of that item is displayed. Users

also have the option to click the source button and create pages via HTML code if that is
preferred.

15
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How do | type in SOURCE code?

:
Source E

. -

k!—— hegin Show/Hide script ——-><3CRIPT LANGUASE="javascript"s <!-—- =
function dolection(divid) { war Thisinswer =
document . getElementEById(divid); if |{ Thiskinswer.style.display

== 'none' 1 { if [(document.all) { Thisinswer.style.displavy
= 'hblaock': } else { ThishAnswer.style.display = '';  } else {
ThisAnswer.style.display = 'none'; } } ——» </3CRIPT><!'-- end
Show/Hide script —-r<script language=s"Javalcript's <!-- war

languageHidden = true: //%et a java wvalue to a JavaScript value
var willBeturnToMain = false; function mwenulanhguage (locX, loc¥) |
wvar subMenu = getElL ("langZubl™): if (is.nav) { (subMenu, loci+43,
loc¥+4) ; setEltTop [(subMenu, locY): setEltLeft (subMenu, locXZ+3):
setEltVisibilityisubMenu,

[ languageHidden) 7 "wisible™ : "hidden™):; languageHidden = !
languageHidden; } function confirmLancuage3witchi) { if
(willReturnToMain) { wvar subMenu = getEltC ("langlSubl™)
zetEltVi=sibility(subMenu, "hidden™); languageHidden = true; return
confirm("Changing the language returhns vou to the top level of the
tabh you are viewing.™):; } return true;  function
confirmPreviewdwitchi() { if (willReturnToMain) { return confirm
["Changing the staging/vroduction statys returns wou to the top -

* Abstract

Save Save and Continue Cancel

The WYSIWYG editor allows you to create links or present images that are stored in the
document library and image gallery. You are also able to upload new content to these document
management portlets from the editor.

16
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Editing Web Content with Preview

Using Preview functionality as described in this topic is the preferred and recommended
approach to editing web content.

The CMS system enables the Content Publisher to edited web content in a "preview" mode.
Content Publishers are able to modify web content in real-time on the live production portal, or
they may choose to do so in a "behind-the-scenes" view, using the Preview functionality, as
described below.

@ Warning: Only edit one article of web content at a time.

Do not attempt to simultaneously edit multiple web content articles in multiple tabs in
your browser.

If you edit multiple articles in browser tabs, when you save or approve one of the
articles, the action may be applied to all the articles.

Wielcome i elanie Abston!

4 Fartals

4 [ o—
ﬁ Suppork
My Groups
ﬁ My Profile

15 Sign Ouk

Frevigw Content
L e
rE,_',]gle Edit Contrals

1. From the Welcome menu drop down, click Preview Content. The screen refreshes and
is outlined in a thick red box to indicate preview mode.

17
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CATEGORY  FREQUENTLY ASKED QUESTIONS

User IDs | harve forgatten my password, what should | da?
Where can | see portal password rules §requirements?
Why iz my portal access showing up as inactive, and how
can | get it re-activated?
My ID iz suspended, howy do | get it reactivated?y
@ read more FAQs >=>
How Do L..7

Request access to an application?
Regizter for a Covizint User D7

Get access to my partnericustomet's portal
aapplications/zervice packages? | already have access to the
partnericustomer's portal, but see no applications?

©& [ead more FAOSs »>>

Navigate to the web content you wish to edit.

Click Q (editicon). The most current version of the article is displayed in the built-in
editor. (If you do not see the edit icon, enable the toggle edit controls in the CMS drop
down menu. Refer to the section entitled Toggle Edit Controls for further details. If edit
controls are enabled, and you still do not see the edit icon, then you do not have
permission to edit this web content).



Wel Content

D 995651
M PORTAL

Language | English

| St | Noamal

Fags
~  Defsul Language | Englich -

- Ske | TE-d-1B F U &
BB ®BIEeIMYYIEE

_.§E|$wuj‘ A0S

L=

= EE=amn

Managing Web Content

» Form and Presentation

T Waorkflow
Version| 37 ¥

Lok ot Appr oved

A|  Increment Viersion on Save [

CATEGORY FREQUENTLY ASKED QUESTIONS

User IDs | have fargotten my password, what should | do? Expire | Delete

-
-
. * Categorization
» Schedule
”*
’
7/
L . s
-
-
-
-
-
-
-
- &
-
-
> PAbstiact -

-
'.‘

Save | Save and Continue  Save and Approve | Cancel

@

Edit the article using the functions available in the built-in editor. The
functions you will use most often include:

% - create a link to a document stored in Document Library, or another

website. Learn more >>>

- select an image to display (stored in Image Gallery) Learn more >>>

If you prefer to work in HTML code, click Source.

Generally, toolbars in the editor closely match toolbars in common word
processing applications. By hovering the mouse over an icon in the toolbar,
a description of that item is displayed. Users also have the option to click the
source button and create pages via HTML code if that is preferred.

Edit the article as desired. Optionally, perform one or more of the following:
0 add alink to adocument stored in the document library
0 add alink to adocument (not yet stored in the document library)

o display an image stored in the image gallery
o display an image (not yet stored in the image gallery)

Click Save as Draft.

Click Return. The page is displayed in preview mode.

After previewing the content, click Q

19
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8. Perform one or more of the following:

IF You WIsH To.... THEN:
Approve and publish the a. Click Approve. The screen refreshes, and a confirmation message
content is displayed.

b. Proceed to step 9.

Save content as adraftand 5 cJick Save.
return without publishing the

content b. Click Return (at the top right corner of screen). The draft version

is saved.
b. Proceed to step 9.
Edit the previewed content  Repeat steps 3 - 7

Schedule the publish date (so 5 click Advanced.

that the approved content will . . . . .
be displayed on the portal at b. Click the twistie to display the scheduling options.

a future date/time) c. Set the Display Date (this is the date the approved content will
appear on the portal)

v Schedule

Display Date

IMay v| |25 "I |2El1EI "I & |2 "I I:EIE 'l |F'h-'1 v|

Expiration Date

|Fehruary "'| |1f1 vI |2EI13 vI |1 vI |:25 "'| |F'M "'I

Mever Auta Expire ¥

Feview Date

INDvemher v| IM 'I |2012 'I |1 'I |:25 v| IF'M 'I

Mever Review W

d. Scroll to bottom of screen and click Save as Draft. (The content
must be in "approved" state in order for it to be displayed on the date
selected).

e. Proceed to step 9.
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WWelcome Melanie Abston!

9 L{; s Portals

4 [ i
Suppork
My Groups

Il Profile

Sign Cuk

Live Conkent

T
Toh_je Edit Controls

9. When ready, click Approve to publish the content to the portal.
10. From the Welcome drop down menu, click Live Content.

You have successfully previewed an article before publishing.

21
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Creating a Link to a Document (already stored in Document Library)

Complete the following steps to add a link to a document that is already stored in the document
library, within your web content article. If the document has not yet been uploaded to the
Document Library, proceed to the topic titled Creating a link to a Document (not yet uploaded to

Document Library).

1. Open the web content article in the editor.
2. Highlight the text you wish to link.

&

Click . The Link window is displayed.

4. Click Browse Server.

ezource Type
| Diocument ;I |

@HDZZE - PXCS5M/ethan_test folderf i

3.

(= ethar.test folder )
praduct-rmanage-porket

[ productrianagement

. etha .test
BT

5. Inthe Resource Type drop

down menu, select Document.

Drill down through the folders until you reach the document you wish to link. (This is a
view of the folders in the Document Library).

7. Click on the document name. The document URL is displayed in the Link Info tab.

Link

LinkInfo  Target Upload Adwvanced

Target

[Mewwindow _blanky =]
=not zet=
=frame:=
=popup windows
M Window hlank)
Topmost Window (_top)
Same Window (_self)
FarentWindow (_parent)

22
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8. Click Target, and select the way in which the document should open (in a new window, in
a pop-up window, etc.).

9. Click OK. The Link window is closed, and the hyperlink is created.

10. Continue editing the document as necessary.

RESULTS

You have successfully added a link to a document stored in the Document
Library.

23
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Creating a Link to a Document (not yet uploaded to Document Library)

Complete the following steps to upload a document to the document library, and create a
hyperlink to it, from within the Editor view of a web content article. If the document has already
been uploaded to the Document Library, proceed to the topic titled Creating a link to a Document
(already stored in the Document Library).

Open the web content article in the editor.

Highlight the text you wish

3. Click Q The Link Editor
4, Click Browse Server.

to link.

window is displayed.

ezource Type
| Document =1/

@HDZZE - PXC5M/ethan_test folderf i

.

{5 ethar.test folder )
product-manage-porket

[ productmanagement

_] ethan.test
] mttal™

In the Resource Type drop

down menu, select Document.

Drill down through the folders until you reach the folder in which you wish to upload the
document. (This is a view of the folders in the Document Library).

Click Choose Files.

Browse your computer and

click on the file you wish to upload.

Click Upload. The uploaded file is displayed in the Link Editor.

Resource Type

@H 0226 - PXCS5Miethan.test folderf

5 ethan.test.folder
[ product-manage-portlet
[:I productmanagenment

24
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10. Click on the document name. The document URL is displayed in the Link Info tab.

Link

Link Info  Target Upload

Target

Mew Window _hlank)

-

=not set=

=frame=

=popup windos=
Mewte Windoe hlank)

TopmostWindow (_top)
Same Windaow {_self)
FParentWindow (_parent)

Advanced

8174

CCamal

11. Click Target, and select the way in which the document should open (in a new window, in

a pop-up window, etc.).

12. Click OK. The Link window is closed, and the hyperlink is created.

13. Continue editing the document as necessary.

RESULTS

You have successfully uploaded a new document to the Document Library, and
created a hyperlink to it from within the Editor view of a web content article.

25
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Displaying an Image in a Web Content Article

Complete the following steps to display an image in a web content article. If the image has not
been uploaded to the Image Gallery, proceed to the topic titled Displaying an Image in a Web
Content Article (and upload to image gallery).

1. Open the web content article in the editor.
2. Place your curser in the web content article where you wish to display the image.

3. Click —d The Image Properties window is displayed.
4. Click Browse Server.

Resource Type

@age Q ‘ H iﬁ 0226 - PXCSM/AuthenticatedHome/
+

- @ authenticated-home-banner-rman-on-bike.jpg
 Authenticated @ big-bucket-bottam-container-shadow. png
bo-docs-with-laptop-bucket-1.png

@ btn-collaboration-active. prng
i @ bo-girl-on-stairs-looking-up-bucket? png

ry ISR Wy

In the Resource Type drop down menu, select Image.

Drill down through the folders until you reach the image you wish to display. (This is a
view of the folders in the Image Gallery).

7. Click on the image name. The image is displayed in the Image Properties window.

8. Click OK. The Image Properties window is closed, and the image is displayed in the
editor.

9. Continue editing the web content as necessary.

RESULTS

You have successfully displayed an image in a web content article.

26



Managing Web Content

Displaying an Image in a Web Content Article (and upload to image gallery)

Complete the following steps to display an image in a web content article. If the image has not
been uploaded to the Image Gallery, proceed to the topic titled Displaying an Image in a Web
Content Article (already stored in the image gallery).

Open the web content article in the editor.
Place your curser in the web content article where you wish to display the image.

3. Click - The Image Properties window is displayed.
4. Click Browse Server.
- .
(= . | ]HI]ZZE - PXCSM/f
1 Image 9
M
- AuthemticatedH ome
3 10226 - PCSH a |
Lo plmeeiies o e ol ol ook i b,
In the Resource Type drop down menu, select Image.
Drill down through the folders until you reach the folder in which you wish to upload the
image. (This is a view of the folders in the Image Gallery).
Click Choose Files.
Browse your computer and click on the image you wish to upload.
Click Upload. The uploaded image is displayed in the Image Properties window.
| i huskebcolisbaraionpg | T T T T T e e e e T S b ke
1 || HE bucketideationing A0.0KE
; bucket-products.| 44.0KB
5 (e addokadi 260 KB
¢
:: Upload & new file it this folder
v | | Create New Folder | Choose File I Ma file chozen Upload I
10. Click on the image name. The image is displayed in the Image Properties window.
11. Click OK. The Image Properties window is closed, and the image is displayed in the
editor.
12. Continue editing the web content as necessary.
RESULTS

You have successfully uploaded an image to the image gallery, and displayed
the image in a web content article.

27
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Editing Web Content without Preview

Also known as Editing Portlet Content. Content Publishers are able to edit web content without
previewing, directly from the portal. Edits are published immediately to the production portal
upon clicking Approve. The preferred and recommended approach to editing web content articles
is by using Preview functionality as described in the section entitled Editing an Article with
Preview.

@

Warning: Only edit one article of web content at a time.

Do not attempt to simultaneously edit multiple web content articles in multiple tabs in
your browser.

If you edit multiple articles in browser tabs, when you save or approve one of the
articles, the action may be applied to all the articles.

28

1. Navigate to the portlet in which the content you wish to edit is displayed.

CATEGORY

Uszer IDs

How Do L. 7

i

FREQUEHTLY ASKED QUESTIONS
| have fargotten my password, what should | do??
Where can | see portal password rules §reqguirements?

Wby iz my portal access showing up as inactive, and how
can | get it re-activated?

My 1D iz suspended, howy do | get it reactivated?

® read more FAQs 5>
Request access to an application?
Register for & Covisint User ID7

et access to my partnericustomer's portal

gapplicationsizervice packages? | already have access to the
partnericustomer's portal, but see no applications?

'@" read more FAQs »>>>

2. Click Q (editicon). The currently published version of the article is displayed in the

built-in editor. There may be more recent versions of the article that have not yet been
published. Use the Versions drop down menu to validate that you are editing the
intended version. (If you do not see the edit icon, enable the toggle edit controls in the
CMS drop down menu. Refer to the section entitled Toggle Edit Controls for further
details. If edit controls are enabled, and you still do not see the edit icon, then you do not
have permission to edit this article).
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The current/published version is that which is displayed in the built-in editor. There may be
more recent versions of the article that have not yet been published. Use the Versions drop
down menu to validate that you are editing the intended version.

Web Content

o 995681
o PORTAL FAQS
Language  English

¥ Defoul Language  English b o

| Ste | Noemal *| Size T B L U oMk
oclshandEe A YIEEFeEsa

JEsue Q8 ¢ 1@ 0OO

* Form and Presen

¥ Workflow

!

version 3.7 Version [38]

CATEGORY FREQUENTLY ASKED QUESTIONS
User IDs | haves forgotten my password, hould | do’

latest version - not
yet approved
13 on s
= he
22
|28
» Cates27  |on
|28
» Sche 25
version 3.6 {22
Current published 122
version |21
|20
ILE:]
e &

@ You will not see the option to "approve" until you click Save and Continue.

Cancel

Wiels Content
o 995851
Name PORTAL FAGSE * Form and Presentation
Langusge  English W Defwll Language | English - ¥ Workflow
|| stie Momat =] size |- -8 2 UM% < Vershn | 37 (88
forinane@oihtyiEs=rExamn St A
LElseuce |G 0 D POQ S
W|  Icrement Viersion on Save [
CATEGORY FREQUENTLY ASKED QUESTIONS
User IDs | have forgotten my password, wi ould | dl Expire | Deleto
”..
- » Categorization
’f’ » Schedule
-
-
’-'
i
\.__-
P4
-
-
-
-
-
-
-
- b
-
-
* Abstact ‘-9"'"
-
Save | Save and Continue | Save and Approve
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30

Edit the article using the functions available in the built-in editor. The
functions you will use most often include:

% - create a link to a document stored in Document Library, or another

website.

- select an image to display (stored in Image Gallery)

If you prefer to work in HTML code, click Source.

Generally, toolbars in the editor closely match toolbars in common word
processing applications. By hovering the mouse over an icon in the toolbar,
a description of that item is displayed. Users also have the option to click the
source button and create pages via HTML code if that is preferred.

4. Edit the article as desired. Optionally, perform one or more of the following:
0 add alink to adocument stored in the document library
0 add alink to adocument (not yet stored in the document library)
o display an image stored in the image gallery
o display an image (not yet stored in the image gallery)

5. Perform one of the following:

IFYOUWISH TO... THEN:

Approve and publish the
content

Save content as a draft and

a. Click Save and Continue.

b. Click Approve. The screen refreshes, and a
confirmation message is displayed.

c. Click Return. The new version of the article is
created and displayed on the portal.

a. Click Save and Continue.

return without publishing the , click Return. The draft version is saved.

content

RESULT:

You have successfully edited an article.
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Learning about Web Content Article Properties

Whether you are creating a new web content article, or editing an existing web content article,
properties of the web content article can be configured at any time. The following is a description
of web content article properties most often used in content publishing.

Wels Confent

Lo} 4055568

Hame [ﬂchangelink HC

Languagse IEn-ghsh v| Diafault Language IEnuhsh vi

|EE A N
N Esouwce | @ i & |E DD &5

» Form and Presentation

* Workflow

| Syt [+] ice | Byr g M
| B T O & =
o |k AR BE 218257 [EE|

ExchangelLink for Health Systems

Exchangilink for Hexlth Systemes is a clinical and adrminisiraiine
messaging solution that cormbings taditonal and online docunyend
dedmary lechnotogies, enabling heath systams (o commaunicaie with
oiher providers and praclices

The ExchangeLink Inbox i5 used 1o

¥ Categorization

Ll Il i I frac kil
. pgyting ryl I
| .
» Abstract
Save| Save and Continug] Canced

hell

Searchabie B
= ,/.
v Schedul

Version | 1.5 ﬂ
Slatus Approved

Intrement Version on Save B

Expire| Delete |

Type

[Goneral =]

Topics

Salect CM:;I

Tags

[ Jdl Tane] or Select Tags| Suggestions|

Display Date

Expéraion Dale

Never Auto Expire B

Reviaw Date

|Nmm1>al 'I 14 'I |W13 "'I |1ﬂ "I | L |AM "I

Hever Review ¥

ITEM;: NAME: DESCRIPTION
1. File Name The name of the web content article as
stored in the system. This name / name
field is only visible to other Content
Administrators.
2. Version Identifies the version number of the web

content article.
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ITEM: NAME:

3. Scheduling Options

DESCRIPTION

When desired, set a 'publish’ date and an
‘expiration’ date. If you set a publish date,
this is the date when your approved content
will be published on the portal. If you set an
expiration date, this is the date your content
will be expired from the portal page, but will
remain stored in the system (available only
to Content Administrators).

4. Publishing Options

Save - Enables user to save changes, and
closes the editor.

Save and Continue- Enables user to save
changes, and continue working in the editor.

Approve - the final step in publishing
content on the portal. Once content is final,
click Approve to display it in the portlet in
which it was selected. (Approve button
does not display until after you click Save
and Continue.)

Cancel - Cancels all edits that have
occurred since the last save, and closes the
editor.
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Granting / Modifying Permissions on a Web Content Article

1. Access the Web Content Administration Portlet.
2. Navigate to the web content article for which you wish to modify permissions.

3. Inthe Web Content Admin Portlet, navigate to the web content article for which you wish
to grant or modify permissions.

Web Content &

m Structures Templates Feeds Recent
Search

Advanced »

Add Web Content
Expire | Delete

Showing 1 - 20 of 75 results. ttems per Page 2[}:' Page 1 ;I of4 4 First | 4 Previous MNextp Last

Modified Display
- v} Name Version ¥ Status L = Author
- Date Date

4 Permissions
) Preview (Opens New Window)

[ copy

{7 Delete (

f 11016 Welcome 32 Approved

4. Click Actions.

5. Click Permissions.
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L BCBSA Content Admin + Web Content

n PXCSM ¥ —
Web Content Welcome 8|
|FF| Document Library /ﬁ
[H| Image Gallery Role lr\dd Delete E?IE‘E Expire  Permissions  Update :r::::siun Viewd
B Categories A content Administrstor | [¥ rd rd Ird g g r g
N cuest r r I N r N N £
A owner ol & cd cd ~ F ~ ~
L v r r r r r r r r
go Community Cantent r r - Il r r r r
Reviewar
AL Community Member e - | | (m} (m} (m} 7
2L Prod Admin r - - £ - I - e
! Sy Senios Content. ) 7 I I r = r g

6. Enable the permissions for each role as desired by checking the appropriate boxes.
View user role definitions >>>

7. Turn off permissions per role as necessary by removing the checkboxes as appropriate.

8. Click Save. The screen refreshes, and permissions are applied to the article.

article, portlet, nor page upon which the document is located, the user will
be able to perform a search in the portal search field and find the document
in the search results.

@ If a user type is given VIEW permission on a document, but not on the

Search... I

© view permission on document

@ view permission on article
@ view permission on portlet
@ view permission on page

RESULT:
You have successfully modified permissions of an article.
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Pasting Content into the Editor

When pasting content into an article in the WYSIWYG Editor, use either the CTRL + V command,
or right-click your mouse and then click paste from the list of options. If you receive a message
indicating that you are not able to use the right-click method, then you must change your browser
security setting. By default, Internet Explorer 6.0 browser's security restricts a user from pasting
content copied to the clipboard directly into the editor. Why is only Internet Explorer 6.0
specified here?

Complete the following steps to modify Internet Explorer 6.0 browser security setting.

File Edit Wiew Favarites BREH

E - Mail and MNews
O Back '\._.-:I Pop-up Blocker »
Manage Add-ons. ..
fddress |@ htkp: Synchronize, ..
Windows Update
GGL.-SIE / | Windows Maessenger

Sun Java Console

Inter‘netLI:I:l|:|ti|:|r|::. w

1. From Internet Explorer 6.0 Browser toolbar, click Tools.
2. Click Internet Options... The Internet Options pop up box is displayed.
3. Click Security tab.

4. Click Custom Level... button. The Security Settings pop up window is displayed.
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Security Settings

Setkings:

Enable
Prompk
Scripting
Active scripking
Disable
Enable
Prompk
Allow paste operations via scripk
() Disable

Disable

F T e By

& |

Reset custom settings

Reset ta: |Medium v| [ Reset

[ Ok ] [ Zancel

]

5. Scroll down through the options to the Scripting option, and click the Enable the radio

button for the option of: Allow paste operations via script.

6. Click OK to save changes and close the Security Settings window.

7. Click Yes to confirm (if prompted).

8. Click OK to close the Internet Options window.

RESULT:

You have successfully pasted content into the editor.
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Permissions Overview

The permission system is a very flexible mechanism used to define the actions a given user can
perform within the general context of the portal, or within a given portlet and its data.

The main concept behind the portal's permission system are those of actions and resources. So,
permissions in Covisint's portal are defined as actions on a given resource. Examples of actions
would be: VIEW, UPDATE, MOVE, etc. Examples of resources (as shown below) could be: Home
page, What's New portlet, Attention Auto Portal Customers web content, and the overview
document. Note that these examples may each have a different degree of specificity.

Administrators are able to apply unique permission to portal pages, portlets,
web content, and documents. Administrators usually control permissions on
a page and portlet, while giving General Users of CMS the ability to modify
permissions on articles and documents. Permissions must be set for each
item, including the:

1. page on portal
2. portlet on page

Attention Automotive Portal Cugtomers

on Sunday, December 21, 2005 JLovisint implemented an upgrade to the portsl platform, freshening the look and feel of

your partal @Prim the overview >>> | While many of the changes happened behind-the-scenes, and were

transparent to you, there were a feww changes to the User Interface and Portal navigation that vou may have noticed

Upgrade enhancaments incluce: =n Watch the five minute video describing this

= Mew Portal Dock Bar

» Integrated Search new  Watch the training video for the Content
H ow M ay We = Enhianced Applications Portlet Management System »>>
H e I p Yo u ? = “irtual Partal Model (URLs)

n Customer-Specific Enhancements to the
Downloads Portlet

Thanks!

Unless your Administrator has changed the default settings, then:

e Administrators set permissions on pages (Home page) and portlets (What's New?
portlet)

e Content Contributors set permissions on web content (Attention Auto Portal
Customers) and document (Print the overview)
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Portal Roles Defined

The following roles are the standard, default roles applicable to your portal. Privileges per role
are applied to portal pages, portlets, articles, documents, and images. Your organization may
also have added custom roles, with specified privileges.

ROLE NAME DEFINITION

Guest Non-authenticated access. Users do not need to be logged
in to the portal to view/access pages, portlets, articles,
images, or documents.

Owner The authenticated user that created the item.

User Authenticated Access - Users must be logged into the portal
to view/access pages, portlets, articles, images, or
documents
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Reinstating a Previous Version of an Article

1. Navigate to the web content article you wish to reinstate.

2. Click Q (editicon). The most current version of the article is displayed in the built-in
editor. (If you do not see the edit icon, enable the toggle edit controls in the CMS drop
down menu. Refer to the section entitled Toggle Edit Controls for further details. If edit
controls are enabled, and you still do not see the edit icon, then you do not have
permission to edit this web content).

5] Web Content
Web Content
[n] 38440049
Marrie [auto nav » Form and Pre
Language |Eng||5h j Default Language |Eng||sh vI v Workflow
: Style v Sim | | Tg- - M iB 2 U s | version [17 =)
§x2 ® 22
. : - : T 2.1
oo | BERBBIE SIS EE el
IE=E== WE lg
VB i@ A ¢ i@ @O0 S :
E}{Eirel_ 1E
Find Answers... 5=
» Categ 1.4
Before submitting a request for help, find the answer to your gquestion using our 1.3
FAGs, user guides, videos, and more in the Knowledge Base === ¥ Sche :]]f
10

|r'u’larc:h 'I

Expiration Date

|February 'I

Mever Auto Expire

Review Date

INuvemher 'I

Mever Review M

» Abstract

Save| Save and Cuntinue' Cancell
% ot Bttt et plineden, A BT A e AR e el R T At t phite g o et i

3. From the version drop down menu, select the version you wish to reinstate. (This
example reinstates previous version 1.7)

4. Click Save and Continue.
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5. Click Approve. The web content is published, and a new version (2.3 in this example) is
created.

RESULT:

You have successfully restored a previous version of web content. The previous
version is published to the portal as a new version.

40



Managing Web Content

Searching / Viewing a Web Content Article

1. Access the Web Content Administration Portlet.

Web Content Structures Templates: Feeds Fecent

o
ey zsnal) Search

Advanced » h

Add Web Content | Permissions

Expire | Delete

2. Key in the web content ID number in the open text field.

@ If you do not know the ID number, search by article name, by clicking Advanced >>

Key in the name of the web content in the 'name’ open text field.

Web Content &

mm Templates Feeds Recent
- Search

Advanced »

3. Click Search. The search results are displayed.

o] Edit

) Permizzions

et

7 Copy

{ Delete 4 ﬁ Actions
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4. Click Actions
5. Click Preview.

RESULT:

You have successfully searched for and viewed a web content article.
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Image Gallery Overview

Like the Document Library, the Image Gallery provides a centralized repository for images used
throughout the Portal. A unique URL is assigned to each image. Through the Image Gallery, you
are able to add and manage images, and reference the image (by referencing the image's unique
URL).
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Adding an Image to the Image Gallery

Complete the following steps to add an image to the image gallery portlet.
1. Access the Image Gallery.

2. Navigate to and click on the folder in the Image Gallery in which you wish to add an
image.

Note: Images can only be uploaded into a folder. If necessary, create a
folder before uploading an image.

Image Gallery «

) Permissions
¥ Folders £ Delete P

Fold # of Fold
oeer STTPEEE L Add Subfolder

p—
3 AuthenticatedHome o (W) Add kmage 4 J Actions ‘
[ Training Dept Images [} |l Access from Desktop | ﬁﬁc‘tiﬂns '

p ==

Showing 2 results.

Images Home
¥ Images
@ There are no images in this folder. [_g Add Folder
Click Actions.

Click Add Image.

Browse and select the image to upload.

I

Key in an image name, and an easily identifiable description for the image in the open
text fields.

7. Click Save. After saving, you are returned to the folder in which you saved the image.

RESULT:

You have successfully added an image to the image gallery.
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Folders

Creating a Folder

1. Access the Document Library or Image Gallery to add a folder. (This example uses the
Document Library.)

Document Library o
@ Your request processed successfully.

/3 Dacuments Home | (b Recent Documerts | & My Documents S

v Folders ==

Hame = of Folders # of Documents

| Training Dept o a 4 __,{5 Actiong

Documents Home

| Desktop

2. Click Add Folder. If you wish to add a subfolder to an existing folder, refer to the topic
Adding a subfolder.
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Document Library <

fj} Documents Home 5] Recert Documerts ‘.

New Folder

Training Degpt

Description

Permissions
@_iewable by | Cwvener ore Options = (&G

Aryane (Guest Role)
=

Community Members
" Pt it

Sl it il # Al sl ool e

Key in the Name of the folder.

4. Optionally, modify permissions on this folder. By default, new folders inherit the
permissions from the parent folder.

5. Click Save. The screen refreshes and the new folder is created.

Optionally, add more folders or subfolders to further divide your items into more specific
categories by repeating steps 2 - 5.

RESULT:

You have successfully created a new folder in either the Document Library or
Image Gallery. Next, you may wish to add a document or add an image to the
folder.
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Deleting a Folder

Complete the following steps to delete a folder from the repository. Performing the steps below
will permanently delete the folder, plus all subfolders and content within the folder.

There is no recycle bin in this system. Once you delete an item, it is completely
removed from the system.

1. Access the Document Library or Image Gallery to add a folder.

2. Navigate to the folder you wish to delete.

Document Library «

S e

;.;-" Permissions

Training Dept

{5 Delete

(2 Lastupdated 2812 1:05 P | @ 1 Subfolder |\ a g sunfoider
'_' L]

¥ Subfolders g Add Document

Hame # of Folders # of Docu Ed Add Shortcut

cca 0

=

.ﬂ Access from Desktop | < ﬁ Actions
I

3. Click Actions.
4. Click Delete.

5. Click OK to confirm deletion. The folder, and all contents within the folder, are deleted
from the system. (Remember, if web content on your portal contains a link pointing to
this item, edit the web content article to either remove the link/item, or redirect it to an
active item.)

RESULT:

You have successfully deleted a folder.

MANAGING THE DOCUMENT LIBRARY

Document Library Overview

a7



Content Publisher Role

Covisint's Document Library is a part of the document management functionality (as is the Image
Gallery) provided by Covisint's Content Management System.

The Document Library provides a centralized repository for various document types (e.g., .PDF,
.DOC, .XLS, etc.) to be stored, and a unique URL is auto-assigned to each of them. An
organization running the Portal can protect and post internal documentation (e.g., reimbursement
forms, charitable donations policies, etc.) for access by its employees. Alternatively, since each
document has its own URL, a portlet on your company's public website may display a list of
unprotected PDF files of quarterly newsletters and their download links. Document protection is
permission-based.

The Document Library supports multiple repositories that can be set with different access roles.
Also, the documents in the repository are version-controlled, allowing an authorized user to
retrieve any particular revision that has been stored on the system.
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Files

Adding a Document

1. Access the Document Library.

2. Inthe Document Library, navigate to the folder in which you wish to add a document.
(This example will add a file to the training folder).

portlet. Documents must be uploaded to folders. If a folder is not
available, add a folder before proceeding with the steps in this
section.

@ Note: You are not able to add a document to an empty Document Library

DOCUMENT LIBRARY #= Return to Full Page

Folders My Documents Recent Documents

A0D SUEFOLDER

ADD DOCUMENT

Click Add Document.

Click Choose File and select the file you wish to upload to the document library.
Key in the file name, description, etc. as desired.

Optionally, grant permissions on the document.

Click Save. The screen refreshes, and the file is uploaded to the folder.
Click Return to Full Page.

© N o 0 bk~ w

RESULTS

You have successfully added a document.
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Adding Documents in Bulk

1. Inthe Document Library, navigate to the folder in which you wish to add many
documents. (This example will add files to the 'testing’ folder).

You are not able to add a document to an empty Document Library portlet.
Documents must be uploaded to folders. If a folder is not available, add a
folder before proceeding with the steps in this section.

DOCUMENT LIBRARY 4= Return to Full Page

Folders iy Documents Recernt Documerts

ADD SUBFOLDER

ADD DOCUMENT

2. Click Add Document.

DOCUMENT LIBRARY 4= Return to Full Page

Document

3 files ready to be uploa

Book1.1.xis ¥ Cancel Upload

wikihowto.htm ¥ Cancel Upload

TRANSLATION_ESTIMATE_CALCLATORXLS ¥ Caneel Upload

Uze the

3. Click Browse (you can select multiple files) and select the file(s) you wish to upload to
the document library.

4. Click Upload Files. The screen refreshes, and the files are uploaded to the folder.
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5. Click Return to Full Page.
6. Grant permissions on each document.

RESULT:

You have successfully added documents in bulk. Next, grant permissions on
each document.
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Deleting a Document

Complete the following steps to delete a document from the document library repository.
Performing the steps below will permanently delete the active version plus all previous versions of
the document.

There is no recycle bin in this system. Once you delete an item, it is completely
removed from the system.

1. Access the Document Library.
2. Navigate to the document you wish to delete.

Hame =z of Folders #Zof Document
% Download (0.0k)

i cca 1] o ) ¢ & Actions
| Edit - .
Showeing 1 result. Move
v Documents ) Lock
Name Size Lnl:kl | | Permissions

= Training Description 0.0k Mo | {7 Delete |€J{}‘¢Lﬂinns
|

Click Actions.
Click Delete.

Click OK to confirm deletion. (Remember, if web content on your portal contains a link
pointing to this document, edit the article to either remove the link or redirect it to an
active document.)

RESULT:

You have successfully deleted a document.
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Editing a Document

Complete the following steps to edit a document stored in the Document Library. The following
steps for editing include locking the document to prevent others from making changes to it while
you are working on it.

@ Note: You are able to take a shortcut to editing a document and bypassing

the lock/unlock feature described below. However, the document is not
locked and therefore others are not prevented from editing at the same time,
possibly writing over your edits.

1.
2.

o g M w

10.
11.

12.

Access the Document Library.

Navigate to the document you wish to edit.

Hame =z of Folders #of Document
% Download (0.0k)

3 EcA 1] 1] ) 4 45 Actions
| Edit g :
Showeing 1 result. Move
v Documents | Lock
Hame Size Lm:kl |__c|. Permissions
k

= Training Description 0.0k Mo | {7 Delete |€J{}‘¢Lﬂinns
|

Optionally, lock the file to prevent others from editing it while you are working with the file.
Click Actions.
Click Download (to download the file to your desktop), and save the file to your desktop.

Edit as necessary (outside of the CMS system) and save the file (outside of the CMS
system).

Navigate to the file in the document library.

Upload the edited version of the file by clicking Actions next to the file name.

Click Edit.

Click Choose File and select the edited document you wish to upload to the portal.

Scroll to the bottom of the screen and click Save. The screen refreshes and the edited
file is uploaded.

Unlock the document (if necessary).

RESULT:

You have successfully edited a document.
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Granting / Modifying Permissions on a Document

1. Access the Document Library.

2. Navigate to the document for which you wish to modify permissions.

Hame % of Folders

) cca a

Showwing 1 result.

¥ Documents

Hame

= Training Description

3. Click Actions.

4. Click Permissions.

A PICsSM ¥ -_—

#of Documeln

i

Training Description

Pode

Conbeni
*Aﬂl’ﬂ*dﬂf
JL Gueat
L cremer
A e

n Commundy Cortent
JL Cortrrunity Mermber

Proguct Rarvere
. S Apprcreer

1 Sl Spricn
Cianbant iy

Addad
[CELSEL )

s

o 1 1| aEE

o [

t':—l'l'l'|'0"l'i'|§

Dimaursaion

U DT R AEE W

-

[ Delete

Parmimalois

=

o TR MElL

-

% Download (0.0k)
o] Edit

Move
- Lock

Lock |:=|' Permissions

Zubsciibe  Updaie

T O 71 ™na

-

7 o |3 afEl ©

-

¢ ¥ Actions

Dm s s

= 10T [EE |

-

5. Enable the permissions for each role as desired by checking the appropriate boxes.

article, portlet, nor page upon which the document is located, the user may

@ If a user type is given VIEW permission on a document, but not on the

be able to perform a search in the portal search field and find the document

in the search results.

wwelcome

Search...
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@ view permission on document
@ view permission on article

© view permission on portlet

@ view permission on page

6. Turn off permissions per role as necessary by removing the checkboxes as appropriate.
7. Click Save.

RESULT:

You have successfully modified permissions of a document. If you added
documents in bulk, you must still modify permissions on each document.
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Locking a Document

Prevent others from editing a document by locking the file.

1. Access the Document Library.

2. Navigate to the document you wish to lock.

Hame # of Folders #of Document
% Download (0.0k)
i eca 0 0 ) 4 ¥ Actions
o] Edit - )
Showving 1 result. Move
v Documents ) Lock
Hame Size Lnl:kl |__c|. Permissions
k

= Training Description 0.0k Mo | Eﬂ Delete |<i J{}‘ﬂlﬂiuns
|

3. Click Actions.
4. Click Lock. The screen refreshes and the document is locked.

5. Click Return to full page.

43 Return to Full Page

RESULT

You have successfully locked a document.
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Granting / Modifying Permissions on a Document

1. Access the Document Library.

2. Navigate to the document for which you wish to modify permissions.

Hame % of Folders #of Documeln
% Download (0.0k)

CCA i i ¢ 4 Actions
- 2 7 o] Edit & )
Shovving 1 result. Move
v Documents - Lock
Hame Size Lock |:=|' Permissions
=| Training Description 0.0k o Eﬂ Delete

3. Click Actions.

4. Click Permissions.
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5. Enable the permissions for each role as desired by checking the appropriate boxes.

article, portlet, nor page upon which the document is located, the user may
be able to perform a search in the portal search field and find the document

in the search results.
‘Welcome
Search... l

@ If a user type is given VIEW permission on a document, but not on the
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@ view permission on document
@ view permission on article

© view permission on portlet

@ view permission on page

6. Turn off permissions per role as necessary by removing the checkboxes as appropriate.
7. Click Save.

RESULT:

You have successfully modified permissions of a document. If you added
documents in bulk, you must still modify permissions on each document.
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Moving a File to a New Folder

Your role may / may not have permission to move a file.

1. Navigate to the file you wish to move in the Document Library. This example moves the
file "testresults.txt" out of the folder called "training” and into the "tests" folder.
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2. Click Actions for the document you wish to move.
3. Click Edit. The Edit screen for the file is displayed.

59



Content Publisher Role

Document Library 4= Return to Full Page

Navigation
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4. Click Select.

5. Use the navigation path to move up or down in the folder structure to locate the new
target folder.

" #of Folders # of Documents

CHOOSE

CHOOSE

6. Click Choose in the row of the folder you wish to select as the new target folder (tests
folder, in this example).
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7. Click Save. The screen refreshes, and the file is moved to the new folder location.

RESULT:

You have successfully moved a file to a new folder.
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Portal Roles Defined

The following roles are the standard, default roles applicable to your portal. Privileges per role
are applied to portal pages, portlets, articles, documents, and images. Your organization may
also have added custom roles, with specified privileges.

ROLE NAME DEFINITION

Guest Non-authenticated access. Users do not need to be logged
in to the portal to view/access pages, portlets, articles,
images, or documents.

Owner The authenticated user that created the item.

User Authenticated Access - Users must be logged into the portal
to view/access pages, portlets, articles, images, or
documents
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Reinstating a Previous Version of a File

View the previous version.

4. Click the download icon for the version of the file you wish to reinstate and save it to
your desktop.

5. Navigate back to the folder in which the file is stored in Document Library.

Upload the new version of the file. The previous version is stored as the active version,
and assigned a new incremental version number.

RESULT:

You have successfully reinstated a previous version.
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Unlocking a Document

Allow others to edit a document by unlocking the file.

1. Access the Document Library.

2. Navigate to the document you wish to unlock.

i) Download (0.0k)

|| Edit
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3. Click Actions.
4. Click Unlock. The screen refreshes and the document is unlocked.

RESULT:

You have successfully unlocked a document.
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Uploading a New Version of a Document

1. Access the Document Library.

2. Navigate to the document you wish to upload a new version.
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Click Actions.
4. Click Edit.

Click Choose File, and select the edited file you wish to upload to the portal. The file
name will remain the same as the original file stored in Document Library, and an
incremental version number will be added.

6. Scroll to the bottom of the screen and click Save. The screen refreshes and the edited
file is uploaded. Permissions from the previous version are applied to this new version.

RESULT:

You have successfully uploaded a new version of a document and an
incremental version number has been added. If necessary, view previous
versions.
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Viewing Previous Versions of a Document

1. Access the Document Library.

2. Navigate to the document you wish to view previous versions in the Document Library.
¥ Documents
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3. Click Actions for the document you wish to view previous versions.
4. Click Edit. The Edit screen for the file is displayed.
5. Scroll to the bottom of the screen, and view previous versions.

¥ Version History

Version Date

Size Status Download
1.1 21812 2:09 PN 0.5k Approved =TT E‘ Delete
1.0 2812 1:18 PM 0.0k Approved S {7 Delete

4. Click on the version number you wish to view.

RESULTS

You have successfully viewed previous versions of a document. If necessary,
reinstate a previous version.
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Folders

Creating a Folder

1. Access the Document Library or Image Gallery to add a folder. (This example uses the
Document Library.)
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2. Click Add Folder. If you wish to add a subfolder to an existing folder, refer to the topic
Adding a subfolder.
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Document Library <
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Key in the Name of the folder.

4. Optionally, modify permissions on this folder. By default, new folders inherit the
permissions from the parent folder.

5. Click Save. The screen refreshes and the new folder is created.

Optionally, add more folders or subfolders to further divide your items into more specific
categories by repeating steps 2 - 5.

RESULT:

You have successfully created a new folder in either the Document Library or
Image Gallery. Next, you may wish to add a document or add an image to the
folder.
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Deleting a Folder

Complete the following steps to delete a folder from the repository. Performing the steps below
will permanently delete the folder, plus all subfolders and content within the folder.

There is no recycle bin in this system. Once you delete an item, it is completely
removed from the system.

1. Access the Document Library or Image Gallery to add a folder.

2. Navigate to the folder you wish to delete.
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3. Click Actions.
4. Click Delete.

5. Click OK to confirm deletion. The folder, and all contents within the folder, are deleted
from the system. (Remember, if web content on your portal contains a link pointing to
this item, edit the web content article to either remove the link/item, or redirect it to an
active item.)

RESULT:

You have successfully deleted a folder.
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