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GETTING STARTED CHECKLIST (THE BASICS

The checklist below is provided to help you get started with SFX (Secure File Exchange).

Tasks are listed in the order in which they are typically performed.

d TASK

] Review User Roles

] Review how to navigate in SFX

] Review the video, "Where are the Menu Options"

] Create Folders

] AddFiles

] Update an Existing File

]  Submit Draft for approval (if necessary)

] SetupAlerts

] Setup Favorites

] Modify Access to your Folders or Files (if necessary)
] Check files out / in (to edit as necessary)

] Approve Drafts (if you are an approver)

] Administer the Repository (add users, access rights, etc)

(This is not a comprehensive list of everything you can do... just a list to help get you
started with Secured File Exchange)



How Do | NAVIGATE IN SFX

4% Note: Your navigation options can be limited by your assigned roles. If you do
U not see an option or a screen element described in this user guide, then you do
not have the required role.

The following screen shot illustrates common SFX window elements.

Secure File Exchange

S5TATUS  SIZE TYPE MODIFIED DATE

March 11, 2011 03:456

5| chris123 Folder &3
= AM EST &

Navigate to a file by searching for it, or by drilling down into the folder structure.

To drill down into the folder structure:

1. Click a folder from the Home Page. The folder contents display.

Secure File Exchange

Folder Actions | Admin | Help | View: Al Documents z|

HOME |Search Documents E'
MAME STATUS SIZE TYPE MODIFIED DATE - LINK

April 13, 2011 12:49

Mike Test 1 Folder = B
PM EDT
April 11, 2011 11:50

[ Cov QA - April11 Folder = B

AM EDT
March 23, 2011 04:43

=sting - older

Testing PUP-2163 Fold a2

FM EDT
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2. Select subfolders as required.

Secure File Exchange

Folder Actions | Admin | Help | View: All Documents Z|

HOME > MIKE TEST1

|Search Documents @

RTATUS 5IZE TYPE MODIFIED DATE

April 13, 2011 01:22
Folder = 8
PMEDT

3. Click the file you want to view.

Secure File Exchange

View: Al Decuments z|

|Search Documents E'

TYPE MODIFIED DATE

Folder Actions  Admin Help |

HOME > MIKETEST1 > MIKETEST A

April 13, 2011 01:23

[] CAPTIVATE_mousecicik.gif CELH 43KB gif = &8
: FIM EDT
e
April 12, 2011 01:23
‘@ Iy Groups Test 2.xls E‘ 18KB  .xls &3 a
—Y—“-.T— FIM EDT

4. You can quickly navigate to the Home page or a folder within the current path by
clicking the items in the navigation path, as shown below.

Secure File Exchange

t Al Documents 3

earch Documents E'
STATUS SIZE TYPE MODIFIED DATE

-y April 13, 2011 01:23

D CAPTIVATE_mousedcik gif EEEH (== a‘
PM EDT
April 13, 2011 01:22
) My Groups Test 21> [IED = 8
PM EDT




WHERE ARE THE MENU OPTIONS?

Most menu options are displayed by clicking the drop-down arrow located at the far right
of the item.

The following sequence of screen shots illustrates item-related menu options.

e Anitem's menu options are not always visible.

Secure File Exchange

Folder Actions | Admin | Help | View: Al Documents z|

HOME > MIKE TEST1 > MIKE TEST A ‘Search Documents [a]

NAME STATUS  SIZE TYPE MODIFIED DATE LINK

Apeil 13, 2011 01:23

[) CAPTIVATE mousecicik gif 43KB  gif == = §
PM EDT
April 13, 2011 01:23
@ My Groups Test 2.xls [0 18KB s &= B
PM EDT

e When you hover the cursor over an item, its menu selection drop-down arrow
displays.

Secure File Exchange

= TFairi-1 -.l'.!-l-'ll-lﬂ'llt-[l_\
Faolder Actions Admin Help View: All Documents Z|

HOME = MIKE TEST1 > MIKE TEST A

Search Documents E'

STATUS  S5IZE TYPE MODIFIED DATE

April 13, 2011 01:23

‘D CAPTIVATE_mousedeikgif [ 43KB  gif = B
FM EDT
April 12, 2011 01:23
5] My Groups Test 2. 18KB  xls e 2
FM EDT

o Clicking the arrow displays the initial list of menu options.
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Folder Actions Adrmin Help

HOME =

MIKE TEST1 > MIKE TEST A

The initial option list

displays. ltems such as
Workflow have submenus.

ew: Al Documentz

Cut

Cnp-}lb

Download

O D08

Delete
Waorkflow 2
Favorites & Alekts

Reports 3

| View Properties

Edit Properties

E)[®

e Some menu options have submenus.

"Search Documents

April 13, 2011 01:23
PM EDT

2011 01:23

April 13,

PM EDT

Folder Actions Admin Help

MIKE TEST1 > MIKE TEST A

Cut

.

Download

Delete

O k)

Workflow 2
Favorites & Alekts

Reports 3

| View Properties
Edit Properties

(3]

E.El Chedk out @

View: All Documents

Search Documents

April 13, 2011 01:23

PM EDT

2011 01:23

April 12,

PM EDT

e

(2]




USER ROLES

Assigning Users to Roles in SFX Repository

@ This task can only be performed by an SFX Administrator.

Caution: Changes made to the Repository Settings impact everything
from the top-level Home folder down. For example, if you add a user or
group to the Administrator role, that user or group becomes an
Administrator for the entire SFX instance.

1. From the Admin menu, click Repository Settings.

Where is the option?

Secure File Exchange | .

View: Al Documents

Folder Actions | |-

HOME ) ‘Search Documents
D e » L

5| chris123 Folder &9
(5 s T amesT

2. Click next to Add Members in the role type to which you wish to add users.
The User Directory window displays.
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Secure File Exchange

Folder Actions Admin Help View: ANl Documents

HOME

,

n ADMIN:

'a Add Members

M@ Financial

m COORDINATOR:

'ﬂ Add Members

'ﬂ Tester Two

m COLLABORATOR:

@ Add Members

M Tester Three

m CONTRIBUTOR:

'ﬂ Add Membaers

M Tester Four

u VIEWER:
) Add Mambers

M sServices for EVERYONE |

r Require approval

¥ Follaw file retantion palicy
Duration (in days) :

1

rl':nfurf_u: axplry within retention

Ok CANCEL

3. Search for and Select the people you want to add to the role for which you clicked
Add Members.



User Roles

User Directory

Type in name Incdude

[test | users e |
Mame Type Organization -

¥ Tester Four User

[T Tester One User
p' Taster Threa =
[T Tester Twe Usar

[ Tester, Qa User d

Selected People
T Tester Four [ Tester Three

| -
o | cone |

a. Type the name (or partial name) of the user or group in the Type in name
field.

b. If you want to restrict your search to individual users, click the Include
drop-down arrow and select Users.

c. Click Find. The screen refreshes, and the search results display.

d. Select the check box of each user or group you want to add to the selected
SFX role. Checked users display in the Selected People list.

e. Click OK. The User Directory window closes and the users you added
display in the appropriate role section under REPOSITORY
CONFIGURATION SETTINGS.

4. Repeat steps 2 and 3 for each role to which you want to add users.
5. Click OK. The SFX HOME page displays in your portal.

RESULT:

You have successfully added users to roles in SFX
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Removing Users and Groups from Roles in SFX Repository

@ This task can only be performed by an SFX Administrator.

Caution: Removing Users and Groups at the repository level restricts
them from accessing anything within SFX.

If you want to remove users or groups from particular files or folders, do
not perform this procedure. Instead, modify access rights to the item.

1. From the Admin menu, click Repository Settings. The Repository Configuration
Settings window displays.

Where is the option?

Secure File Exchange T .
View: Al Documents

HOME ) ‘Search Documents
. . stas
[55] chris123 Folder =9

2. Click the wastebasket icon @ next to the name of each user or group you want to
remove.

10



User Roles

Secure File Exchange

Folder Actions Admin Help View: Al Documents R

HOME

I.—Q REPOSITORY CONFIGURATION SETTING S
Access Level
n ADMIN:

@ Add Members

T 1l Swwtt ;[ 3wloeewiy Soike p [ Ficwosial, Fran ;o [ Slo palen p Tasber S s

Click to delete

E COORDINATOR:

@ Add Member:

EI' er Two

m COLLABORATOR:

@ Add Members

[l Dee il Tester Three

E CONTRIBUTOR:

@ Add Members

fif vie [l Tester Four

n VIEWER:
@ Add Members

flf Portal: Services for EVERYONE

Ij et 11§ 30mt 1 A LI e W LT A e Y AIIE § P LI il ¥ ey LY L 1 T

[ Require approval

I Follow file retention policy
Duration (in days) :

1

I-EnForl:e expiry within retenticn

OK CANCEL

3. Click OK.

RESULT:

You have successfully removed users from roles in SFX.

11
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Role Definitions

Access to folders and documents is controlled with user roles. Users can have one or
more of the roles listed below. Users can have different roles pertaining to different
folders or documents. In other words, a user with the Viewer role on folder A, could
have the Collaborator role on folder B.

SFX Role Summary

Role Title Role Capabilities
A viewer Viewers can view and download files and folders.

Bl contriBUTOR Contributors can view, download, and create files and folders, in
addition to performing Owner tasks on their files and folders.

Y couaeorator  Collaborators can view, download, create, and update files and

L folders.

& coorpnator  Coordinators can view, download, create, update, and delete files
and folders. They can also edit file and folder properties and
manage access to files and folders.

Ll apmin Administrators can perform a wide range of tasks, such as:

e View, download, create, update, and delete all files and
folders

o Change file and folder ownership

e Assign folder fax numbers

o Configure global approval and rejection settings

o Configure repository settings

&(Owner) Owner is not an assignable role like the roles listed above. If you

see the ® owner icon displayed to the right of a file or folder
item, it indicates you have the Owner role for the item and you
can control user access, delete the file or folder, etc. Other users
may be able to perform file or folder operations, depending on
their roles.

12



User Roles

Roles and Privileges on Files

The following table indicates which file operations can be performed by the various roles.

o

@ Note: The Admin role is not shown in the table. The Admin role can
perform all the listed actions, plus:

e Change file ownership
o Configure global settings that impact all repository users

ACTION: Viewer Contributor Collaborator Coordinator Owner
View ] ® ® ] L
Cut e
e (if owner) ° ° °
Copy o L L o o
Paste L] o o L] L
Update a & & o &
Download ® o o ® o
Delete s
o (if owner) * ¢ ®
Check In °
0 (if owner) * ® *
Check Out o
o (if owner) ° ° °
Undo Check Out °
o (if owner) * ® *
Submit for Approval ®
o (if owner) ° ° °
Undo Submit for o e o o o
Approval (if owner)
Approve e
o o . . ® (if
(if owner) (if owner) owner)
Reject e
L] L] L. . ® (if
(if owner) (if owner) owner)

13
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ACTION: Viewer Contributor Collaborator Coordinator Owner
Add to My Favorites ® o o s o
Remove from

. L] L] L] o L]
Favorites
Set Alert ® o o ® o
View Version History e o ® o o
View Previous
. ] L] L] ] ]
Version
Restore
. L]
Prev!ous o (if owner) e a s
Version
View Audit Log °
e (if owner) ° ° °
View Properties ® L] L] o o
Edit Properties °
o (if owner) o ® ®
Edit name,
. . L]
Eescrlptlon, and a (if owner) Q s s
eywords
Enable or disable °
approval workflow 0 (if owner) 0 ® *
Manage effective ™
dates o (if owner) o ® *
Manage access s
o (if owner) o ® *

14



User Roles

Roles and Privileges on Folders

The following table indicates which folder operations can be performed by the various
roles.

@ Note: The Admin role is not shown in the table. The Admin role can
—= perform all the listed actions, plus:

e Assign fax numbers to folders
e Change folder ownership
e Configure global settings that impact all repository users

ACTION: Viewer Contributor Collaborator Coordinator
View e e e e e
Add new folders and files o . . " .
Cut ™ ™
e (if owner) (if owner) ° o
Copy o L L o o
Paste Q . . o .
Download folder as *.zip file e o o o o
Delete o o
o (if owner) (if owner) ® ¢
Add to My Favorites ® o o s o
Remove from
. L] L] L] L L]
Favorites
Set Alert ® ° ° ° o
View Properties & o o & o
Edit Properties ° °
e (if owner) (if owner) ® *
Edit name,
P L] L]
Eg;\fvr(')%'g”’ and e (if owner) (if owner) y *
Enable or disable o ° ° . .
approval workflow (if owner) (if owner)
Manage access ® ®
o (if owner) (if owner) ° °

15



STUFF VIEWERS CAN DO

Alerts

Removing an Alert

1. Navigate to the item from which you want to remove an alert.
2. Click the drop-down arrow at the far right of the file name.

Where is the drop-down arrow?

Folder Actions Admin Help View: Al Documents
HOME > MIKE TEST1 > MIKE TEST A Search Documents
Jpp—— - April 13, 2011 01:23
L VA mouseccE. gl 1a = ==
O - o Cut PM EDT
[y Copy April 12, 2011 01:22
gll.',- Groups Test 2.xls EEEH ==
Pl EDT

Workflow
Favorites & Alebts| (&) Add to My Favorite

Reports (3

@ View Properties
B Edit Properties

3. From the Favorites and Alerts menu option, click Set alert. The Set ALERT ON
File... screen displays.
4. Clear the Email alert activated check box.

17
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Secure File Exchange

Folder Actions | Admin | Help | View: Al Documents

HOME > MIKETEST1 > MIKE TEST A > CAPTIVATE_MOUSECLCIK.GIF

i} Set ALERT OM File "CAPTIVATE_mouseclcik.gif*

An alert will be sent to the email address you have registered in "My profile" when this file is updated

deleted.

OK CANCEL

5. Click OK. Alerts will no longer be sent to your email account when the item is
modified.

RESULT:

You have removed an alert.

18



Stuff Viewers Can Do

Setting an Alert

1. Navigate to the item for which you want to set an alert.
2. Click the drop-down arrow at the far right of the file name.

Where is the drop-down arrow?
Folder Actions Admin Help View: Al Documents
HOME > MIKE TEST1 = MIKE TESTA Search Documents
S =! Apil 13,2011 01:23
[ ARTIVATE_mous=clait.gi [a;-;' Cut Pl EDT
[y copy April 13, 2011 01:23
gl Groups Test 2.xls EIEIH ==
Pl EDT
EJ Download

@ Delete
Workflow
Favorites & Alebts| i) Add to My Favorite

Reports 3 .
i SetAlert

@ View Properties
B Edit Properties

3. From the Favorites and Alerts menu option, click Set alert. The Set ALERT ON
File... screen displays.
4. Select the Email alert activated check box.

19
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Secure File Exchange

Folder Actions | Admin | Help | View: Al Documents

HOME > MIKETEST1 > MIKE TEST A > CAPTIVATE_MOUSECLCIK.GIF

i} Set ALERT OM File "CAPTIVATE_mouseclcik.gif*

An alert will be sent to the email address you have registered in "My profile" when this file is updated

deleted.

OK CANCEL

5. Click OK. An alert will be sent to your email account each time the item is
modified.

RESULT:

You have set an alert on an item.

20



Favorites Menu

Stuff Viewers Can Do

Adding an Item to "My Favorites" List

1. Navigate to the file or folder you want to add to your Favorites list.
2. Click the drop-down arrow at the right of the item's name.

Where is the drop-down arrow?

Folder Actions Admin Help

HOME > MIKE TEST1 > MIKE TEST A

D CAPTIVATE mousedcik.gif BETH

EI My Groups Test 2.xls EEE

View: All Documents

Click
Search Documents
April 13, 2011 01:23
& Cut PM EDT
Ej Copy April 13, 2011 01:23

FM EDT

Ed Download
i@ Delete

Workflow
Favorites & Alebts| &) Add to My Favorite

Reports 2

@ SetAlert

|ﬁ_| View Properties
EI Edit Properties

3. From the Favorites and Alerts menu option, click Add to My Favorites. A

confirmation message displays.

21
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Secure File Exchange

Folder Actions | Admin | Help | View: Al Documents

umnm_mmrmmmmmmm|
HOME > MIKE TEST1 > MIKE TESTA

‘Search Documents

S5TATUS SIZE TYPE MODIFIED DATE

April 12, 2011 01:22
D CAPTIVATE mousedcik.gif EIEEH 43KB  gif

PM EDT

April 12, 2011 01:22
@ My Groups Test 2.xls EEEH 18KB  xls

PM EDT

The file or folder will appear in the favorites list when you select ‘My Favorites'
from the View drop-down menu.

Where is the View drop-down menu?

Secure File Exchange

Folder Actions | Admin ew: Al Documents
All Documents
HOME ‘Search Dt"?FW'tEE{ID ...........
HAME T e My Check Ou
March 11, My Approvals
[Z3 chris123 Faolder amest My Alerts
— L. Marh 11.%

RESULT:
You have successfully added an item to favorites list.

22



Stuff Viewers Can Do

Removing an Item from My Favorites List

1. Navigate to the item you want to remove from your Favorites list.
2. Click the drop-down arrow at the far right of the file name.

Where is the drop-down arrow?

Folder Actions Admin Help View: Al Documents

Click
HOME > MIKE TEST1 > MIKE TEST A Search Documents

April 13, 2011 01:23

D CAPTIVATE_mouseclcik.gif EEEH e F L=
‘;‘1'3 Cut PM EDT
([ Copy April 12, 2011 01:22
EI Groups Test 2.xls EIEIH b L=
PM EDT
@ Download

i@ Delete

Workflow
Favorites & Alekts| (£ Add to My Favarits

Reports b i
) SetAlert

|ﬁ_| View Properties
El Edit Properties

3. From the Favorites and Alerts menu option, click Remove from Favorites. A

confirmation message displays.

23
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Folder Actionsz Admin Help 4 [Back View: My Favories

MY FAVORITES

Search Documents

April 12, 2011 01:22

Homefdike Test 1/Mike Test A =
HE L]

D Uploaddemnao b

PM EDT

March 11, 2011 04:21
AM EST

Download

Delete

Workfow

Favorites & Alefts

Reports

View Properties

Edit Properties

This file or folder will no longer appear in the list when you select 'My Favorites'
from the View drop-down menu.

Where is the View drop-down menu?

View Menu, available
from most SFX screens

Folder Actions Admin Help View: All Documents

All Documents

oo Search D¢ My Favorites
My Check OU{D
March 11, MY Approvals
o FoIS= amesT My Alerts
S i, Maren 4| Recycle Bin —

RESULT:

You have successfully removed an item to favorites list.

24



Stuff Viewers Can Do

Downloading a Document

1. Locate the file you want to download by searching or browsing the folder
hierarchy.
2. Click the drop-down arrow at the right of the file name.

Folder Actions Admin Help 4 [Back View: |My Favorites

MY FAVORITES
Search Documents

Movemnber 12, 2008

ddesd Folde Home/ddeed? sub

04:47 PM EST

D CAPTIVATE_moused April 13, 2011 01:23
P f Home/Mike Test 1/Miks Test A
o= o Cut FM EDT -
[y Copy March 11. 2011 04:31 -

Du:I::-::e“': bt t Home/chris1 23 &8

AM EST

@ Download
& Delete l{h_-?

Workflow b

Favorites & Alekts

Reports I

M iew Properties
B Edit Properties

3. Click Download.

4. Inyour PC's File Download dialog, click Save.

5. Navigate to the location to which the file should be downloaded.
6. Click Save.

RESULT:

You have successfully downloaded a document.

25
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Downloading a Folder and its Files

This task does not download subfolders and their contents. You can

~— perform this task only to download the files that are stored directly under
a folder. For example, If My Folder 1 contains only folders, you cannot
download My Folders 1, even if its subfolders contain files.

You can download a folder and the files stored directly under it as a zip file.

1. Navigate to the folder you want to download.
2. Click the drop-down arrow at the far right of the file name.

Where is the drop-down arrow?

Secure File Exchange

Folder Actions Admin Help View: Al Documents

HOME |Se arch Documents

STATUS  SIFE TYPE MODIFIED DATE -

April 13, 2011 12:49

[Z5] Mike Test 1 [=1 Salder ey
4 Cut PM EDT
Copy April 11, 2011 11:50
[Z5] Cov QA - Apsil11 ED Ider |
iy Paste AMEDT
March 23, 2011 04:43
[55] Testing PUP-2168 [ Download files @ Ider (=5
FM EDT

& Delete

March 18, 2011 01:24
[Z5] Stg-Chrysler_SFX_MWewFolder-Jaya-3-18-2011 |der (==
Favorites & Alekts FM EDT

. March 18, 2011 01:12
5] z-Linda-Test fi) View Properties  [yq e

FM EDT
@ Edit Properties

March 11, 2011 05:01

Click Download files as...

4. The system generates a zip file of the files within the folder and prompts you do
open or save the file. Click Save.

5. Navigate to the location to which you want to save the generated zip file and click

OK. The zip file is saved.

w
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RESULT:

You have successfully downloaded a folder and its contents.
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Viewer Tasks

Every SFX user can perform tasks permitted by the Viewer role. Some users are
assigned roles that permit additional tasks.

Review this section and its related topics before performing tasks assigned to additional

user roles. For more information, refer to Roles and Privileges on Files and Roles and
Privileges on Folders.

| Folder Actions = | Admin = | Help * View; &l Documerts x|

HOME > TRAINING FOLDER = SIGM IN SHEET

SFZEFO0T 8145113 Al

g oi_g zon7 Falder
01 el

TEAOT Brdd 121 e
[Z 0z g _zon7 Falder Ef ¢ .

T 0E_G_z007 Falder
8/22/08 3102124
ECT

SY22/08 213414
ECT

)

doe

@ ClearingCacheFiles. doc

37KR JRmap

?AII Documerts
fMy_Faw:u_rites_ :
{My Check OU{D
EMy Lpprovals

?My Alerts
Recyck an

Favorites & Alerts @j Add to My Favorites

2 L arn Eavarites
| Wiew Properties §-lpma! TG

{{o] Edit Properties ‘@ e i -;ﬂ""]

Viewing Files/Folders

@ 1. Click on the View drop-down arrow to the right of the 'view' window.
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Where is the View drop-down menu?

The View drop-down menu is displayed in the upper right
corner of the toolbar:

Secure File Exchange

Folder Actions Admin Help

lew: AllDocuments T

| All Documents
HOME Search D¢ My Favor'rtes{:? ]

- My Check Ou

1
2] chris12 Marcn 11, MY Approvals
e Folesr mest My Alerts

Recycle Bin

[“2) chriztect S March 11 e =

2. Select the 'view by filter from the menu.

@

Managing Files and Folders

1. Take action on a file or folder by clicking the drop down arrow to the

right of the file/folder.

2. Some menu options have additional submenus, such as Favorites.

@

Identifying Your Role

1. Icons indicate your role on an item. Hover your mouse over the icon

for details.
2. The 'person’ icon indicates you are the owner of the item.

29



Secure File Exchange User Guide

Viewing a File or Folder

1. Drill down into the folder structure until you reach the desired file or folder.
2. Click a folder name to display the folder's contents.
3. Toview afile, click the file name and follow your PC's prompts to open or save

the file.

Some files may have expiration dates. When the file is expired, it is
removed from view for users who have only the Viewer role.

RESULT:

You have successfully viewed a file or folder.
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Viewing Access Rights of Others on an Item

1. Click the drop-down arrow at the far right of the file or folder name.

Where is the drop-down arrow?

Folder Actions Admin Help View: All Documents
HOME = MIKETEST1 = MIKE TEST A Search Documents

April 13, 2011 01:23

CAPTIVATE _mouseclcik.gif EEEH 1o (==
O - oy Cut P EDT
[y Copy Agril 13, 2011 01:23
@ Groups Test 2.xls [EEH =
Fi EDT
@. Download

g Delete
Workfiow 3

Favorites & Alekts

Reports 3

‘i | View Pl'upﬁes
E| Edit Propeh_éz

2. Click View Properties. A list of users per role is displayed.
3. Click OK when finished viewing.

RESULT:

You have successfully viewed access rights.
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Viewing Properties

1. Click the drop-down arrow at the far right of the file name.

Where is the drop-down arrow?

Folder Actions Admin Help View: All Documents
HOME = MIKE TEST1 = MIKE TEST A Search Documents

April 13, 2011 01:22

CAPTIVATE_mousedcik.gif FEIH L o =
O - g Cut FM EDT
[y Copy April 12, 2011 01:23
g’ Groups Test 2.xis EEH =
PM EDT

i@ Delete
Workflow 3

Favorites & Alekts

Reports 3

@ View Pr Dp%l
D Edit Propel

2. Click View Properties from the menu.
3. When you are finished viewing the properties, click OK to return to the file list
screen.

RESULT:

You have successfully viewed file/folder properties.
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Viewing Version History

Stuff Viewers Can Do

1. Click the drop-down arrow at the far right of the file name.

Where is the drop-down arrow?

Folder Actions Admin Help

HOME > MIKE TEST 1 > MIKE TEST A

43KB

D CAFPTIWATE_mouseclcik.gif [EEH

I:J Copy

EJ Download
i@ Delete

Workflow

Reports

i
[

View Properties

Edit Properties

View: All Documents

Search Documents

April 13, 2011 01:23

it &g
PM EDT
April 12, 2011 01:22
R
FlM EDT

3

Favorites & Alekts

b ||[E5 Version g’%m'-;
=] Auditlo

2. Select Reports -> Version History. The file's version history displays.
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Secure File Exchange

Folder Actions | Admin | Help | View: Al Documents

HOME > MIKE TEST1 > MIKE TEST A > MY GROUPS TEST 2.XLS

VER# COMMENTS APPROVER  MODIFIED BY MODIFIED DATE
1.0 Erik Johnson April 12, 2011 01:22 PM EDT
1.1 Add q user ID Erikz Johnson April 15, 2011 09:232 AM EDT

oo

3. When you are finished viewing the history, click OK to return to the file list
screen.

RESULT:
You have successfully viewed version history.




Stuff Viewers Can Do

Sending a Link to a File or Folder

Users can send the URL of a specific file or folder to another portal user. The recipient
must have a login ID to your portal, as well as the appropriate access rights on the item.
For example, the user could complete the steps below to paste the direct URL to a folder
or file into an email. By sending the email to another user, that person would be able to
click the URL in the email, and after logging in, land directly in the SFX directory of the
file or folder belonging to the URL.

Folder Actions Help Migw: | Al Documents w
HOME Search Documents | Q,
October 18, 2007 03210 -
Accountin Folder &=
= d Fhd ELT J
Julw 1
[=2] Credentialing (== J
Resource Link
) ] . BRM
[ Executive Staff {bResource Link o

Below is the link to the resource, Copy and paste the link into an
email, document, bookmark, or other source,

% |https:,-",r'|:|:|visint.comfsfx?linkNDdeld=?EEb?EDf—?EE

Close this window

1. Navigate to the file or folder to which you want to embed a direct link in an email
or other document.

2. Click the == link icon in the LINK column to the far right of the file or folder

display window. The Resource Link window displays the URL of the item.

Copy the URL of the item.

Click Close this window.

Paste the URL where it is needed, such as within a document, email, etc.

oA~ w

Document recipients must have an SFX login with the required roles on
your portal In order to view the item referred to by the link.

RESULT:

You have successfully sent a link to a file or folder.
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File Workflows

BB Some organizations to not implement the "Approval Required" workflow
option.

If your implementation does not support the Approval Required
workflow, you will not see the approval-related options referred to in
some procedures. You will follow the process described in the "No
Approval Required" workflow.

If your organization's implementation supports the "Approval Required” workflow, there
are options for how it can be configured by your administrator:

« Approval can be required for all files in the repository. In this case you must
always follow the "Approval Required” workflow.

o Approval can be required for certain files, depending on file property settings. In
this case, you will alternate between the "Approval Required” and the "No
Approval Required™" workflows as required by each file's properties.

If you are not sure which workflow to follow for a specific file, view the
file properties.

e |f the "Require Approval" check box is not selected, follow the "No
Approval Required" flow.

o |f the "Require Approval" check box is selected, follow the "Approval
Required" flow.

No Approval Required Workflow

Add Files to SFX Modify Files Publish Files on SFX

"Edit File using PC Software" is a process you perform with your PC and
the appropriate software required to edit the downloaded source file. It is
not an SFX task.
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Approval Required Workflow

Add Files to SFX
Add File to Submit File
SFX for Approval

Download
File

Update Fila

Publish Files on SFX

Submit File

Wl for Approval

38
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=" the appropriate software required to edit the downloaded source file. It is

not an SFX task.
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Adding or Uploading a New File

@ Note: The following special characters are not allowed in file names:

S

| & :%+7? ; *

We recommend you do not include spaces in the names of files stored on
SFX.

1. Navigate to the folder to which you want to upload the file. (Or create a new

folder.)
| Folder Actions | Admin Help View: Al Documents w
Mew Folder
D Upload File 1 = MIKE TEST A Search Documents

@ Download files as L
April 18, 2011 01:12

Favorites and Merpicik gif =T Draft 432KB  .gif l%.
FM EDT
sfél Cut April 18, 2011 10:20
=0 18KE .xls &
E“_] Copy AM EDT

S Delete
@ View Properties
B Edit Properties

2. From the Folder Actions menu, click Upload File. The upload screen displays.

Note: Your roles may not allow you to modify optional fields. For details,
refer to Additional Options when Uploading a File.
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Secure File Exchange

Folder Actions Admin Help View: Al Documents Z|

HOME > MIKE TEST1 = MIKE TEST A
Optional Fields

peffiges to File(s) are subject to approval 2]

| | cREATE FILE(s)

Keywords:

Cescription:

O Require approval

r Viewer(s) can access this file between the date range specifiad L2
Upload file:
@ Add another file

OK CANCEL

Click Browse.
Browse to and select the file you want to upload.

5. Optional:Upload additional files by clicking the © Add another file link, and
repeating steps 3-4.

o

6. Click OK.
« Ifapproval is not required, your uploaded file will be accessible
immediately.

o Ifapproval is required, your file is uploaded as a draft. Your file is not
available to SFX users until it is approved. Proceed to the section entitled
Submitting a Draft for Approval.

RESULT:

You have successfully uploaded a file. Next, you may wish to allow others
access to your files.

If you wish to set approval or effective dates, descriptions or keywords, refer to
Additional Options when Uploading a File.
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Additional Options when Uploading a File

@ Depending upon your role, you may be able to set additional options when
uploading a file, as described below.

Secure File Exchange

Folder Actions Admin Help View: Al Documents Z|

HOME > MIKE TEST1 = MIKE TEST A
Optional Fields

iges to File(s) are subject to approval 2]

| | cREATE FILE(s)

Keywords:

Cescription:

O Require approval Ch

r Viewer(s) can access this file between the date range specifiad L2
Upload file:
@ Add another file

OK CANCEL

Complete the following optional fields, as required:

1. Enter comma-separated keywords and phrases in the Keyword field. The

keywords are associated with the file, and are used to locate the file during
searches.

2. Type a description of the item.

3. Require approval on any updates made to this item by selecting the Require
approval check box. Learn more >>>

4. Set effective dates for the item by enabling the Viewer(s) can access this file
between the date range specified check box.

a. Click & to select the viewing availability Start Date.
b. Click [ to select the viewing availability End Date.
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&= When an access date range is specified, users with only the 'Viewer' role
~= can access the file during the specified date range. Once the End Date has
passed, users with only the Viewer role can no longer access the item.

Access for Contributors and Collaborators is not affected by the date
range.

5. Click OK.

o If approval is not required, the file will be accessible immediately.

o If approval is required, your file is uploaded as a draft. Your file is not
available to SFX users until it is approved. Proceed to the section entitled
Submitting a Draft for Approval.

RESULT:
You have successfully set options for a file.
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Canceling a Checkout

1. Navigate to the checked out file.
2. Click the drop-down arrow at the far right of the file name.

Where is the drop-down arrow?

Folder Actions Admin Help View: Al Documents
Undo
HOME > MIKETEST1 = MIKE TES Search Documents
April 19, 2011 01:54
subfolder_1 Folder =

PM EDT

April 21, 2011 01:186

D CAPTIVATE_mousedcik.gif ==t
PM EDT
. . . . April 20, 2011 02:20
D CAPTIVATE_mousedidessa.gif EEIH =
PM EDT
M = | April 20, 2011 04:22
X W = ugs &3l £.XI5 b=
3 PM EDT
e April 21, 2011 09:48
5SA_approval_required.doc ==
@ - - Workflow

Favorites & Algl

B Undo Check out

Reports 3 Q Sub r Approv

@ View Properties
El Edit Properties

3. From the Workflow option, click Undo Check out. The screen refreshes and the
file is no longer checked out.
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Secure File Exchange

Folder Actions | Admin | Help View: Al Documents

ﬁmrmwumammnmwu|

HOME > MIKE TEST1 > MIKE TEST A |Search Documents

NAME STATUS SIZE TYPE MODIFIED DATE u
April 13, 2011 01:23

[) CAPTIVATE mousecicik gif [ 43KB gif e
PM EDT
Agpril 18, 2011 09:37

@ My Groups Test 2.xis FIEIH 18KB s €
AM EDT

RESULT:

You have successfully cancelled a file checkout.
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Changing File or Folder Ownership

@ This task can be performed only by an SFX Administrator.

A file or folder can have only one owner.

1. Navigate to the file or folder whose owner you want to change.
2. Click the drop-down arrow at the far right of the file/folder name.

Where is the drop-down arrow?

Folder Actions Admin Help View: Al Documents

Edit Properties

HOME > MIKE TEST1 > MIKE TEST A Search Documents

April 13, 2011 01:23

DCJ=TI.JTE_~:,55:I:i- gif CIEEH
PM EDT
April 18, 2011 0937
EI My Groups Test 2 xis EIEIH L=
AM EDT

B Edit Properties

3. Click Edit Properties. A list of file/folder properties is displayed.
4. Click @ next to Change Owner. The User Directory window displays.
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Secure File Exchange

Folder Actions Admin Help View: All Documents

HOME > MIKETEST1 > MIKE TESTA > CAPTIVATE_MOUSECLCIK.GIF

|| EDIT

Name:

CAFTIVATE_mousedcik. gif

Description:

Keywords:

r Require approwval
r Effective dates
3 Uncheck this box
COORDINATOR:
COLLABORATOJ Pead, Debby :Chrysler, Tester Three :Deed, Diane

VIEWER: Cj jor Portal: Services for Chrysler/EWVERYOMNE: Chrysler Portal: Services for Chrysler Fina

Services B\ ONE

OWHNER,

@ Change Owner
ﬁl‘ Jo

OK CANCEL

a. Type the name (or partial name) of the user you want to assign as the item
owner in the Type in name field.

b. If you want to restrict your search to individual users, click the Include
drop-down arrow and select Users from the list.

c. Click Find. The screen refreshes, and the search results display.

d. Select the check box of the user you want to designate as the item
owner. An item can have only one owner. The user's name displays in the
Selected People box.

e. Click OK. The User Directory window closes and the owner selection
displays in the Edit Properties window.

5. Click OK. The previous owner is removed from the item's ownership and the new
owner is assigned.
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RESULT:

You have successfully changed ownership of a file or folder.
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Checking In a File (approval required)

48

When approval is required, you do not use Check Out/Check In to control

~= file access. Instead, you upload a modified version of a file to put it in
Draft status, then you submit the draft for approval to begin the process of
making the new version available to users.

If you Check Out a file that requires approval workflow, you will not be
allowed to upload a new version of the file until you cancel the Check
Out.

1. Navigate to the file that has been downloaded, modified, and updated on SFX.

The file is in Draft status.

2. Click the drop-down arrow at the far right of the file name.

Where is the option?

Folder Actions Admin Help View: Al Documents

Submit the
updated file

HOME > MIKE TEST1 > MIKE TEST A Search Documents

April 18, 2011 01:13

D CAPTIVATE_mousedcik.gif EIEEH
PM EDT

April 18, 2011 10:20

AMEDT

Waorkflow b

Favorites & Alekts
=Rlindo Check out

Ub%ﬁjl' Approvi

Reports 3

f}h;| View Properties
E/ Edit Properties

3. From the workflow option, click Submit for Approval. The screen refreshes and
the file status is set to Pending.
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4. The file must be approved before it will be available to other users.

RESULT:

You have successfully checked in a file.
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Checking In a File (approval not required)

1. Navigate to the checked out file that has been updated.

2. Click the drop-down arrow at the far right of the file name.

50

Where is the option?

Folder Actions Admin Help

HOME > MIKE TEST1 > MIKE TEST A

D CAPTIVATE_mousedcik gif EEIH

EI My Groups Test 2.xis [

View: Al Documents
Search Documents

April 13, 2011 01:23
FM EDT
Chedked April 15, 2011 08:29

AM EDT

|:_] Copy

E} Download

Workflow b E. Chedkin {h_'f)

Favorites & Alekts
Eé}' Undo Chedk out

Reports 2

fﬁ_| View Properties
EI Edit Properties

3. From the Workflow option, click Check in. The screen refreshes and the file is

unlocked.

RESULT:

You have successfully checked in a file.
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Checking Out a File

Checking out a file 'locks' the file so that other users cannot upload new
=" versions of the file. Users can view and download a checked out file.

Note: If Approval is required, you cannot upload a new version of a
checked out file. In that case, you must:

e undo the check out
e upload the new version of the file.

1. Navigate to the file you want to check out.
2. Click the drop-down arrow at the far right of the file name.

Where is the drop-down arrow?
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Folder Actions Admin Help View: AllDocuments

HOME = MIKETEST1 > MIKE TESTA Search Documents

April 13, 2011 01:23

PM EDT

D CAPTIVATE mouseclcik.gif EEEH

April 13, 2011 01:23
df Cut PM EDT

L|_| Copy

@ Download

@ Delete
Waorkflow b
Ej Check out
Favorites & Alekts v\ﬂ_”)
Reports 3

ljfa_| View Properties
E/ Edit Properties

3. From the Workflow option, click Check out. The screen refreshes and the file is
checked out.

Folder Actions Admin Help View: Al Documents

"My Groups Test 2.xls" has been CHECKED OUT!

HOME > MIKETEST1 > MIKETEST A Search Documents

. April 13, 2011 01:23
D CAPTIVATE_mouseclcik.gif EEEN 43KB .
PM EDT

> My Groups Test 2xls [EED Checked Cheded - | April 15, 2011 08:13 &
f] My Groues Test 2 out Out = amenT

[is
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RESULT:

You have successfully checked out a file. After modifying the file, perform the
steps to store the updated file in SFX, and then perform the file check in task.
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Copying a File or Folder to a New Location

1. Navigate to the file or folder you want to copy.
2. Click the drop-down arrow at the far right of the file or folder name.

Where is the drop-down arrow?
=g =g
Folder Actions Help View: Al Documents
HOME > A_MIKETEST_FOLDER Search Documents
April 19, 2011 12:56
Mike Test A .~ Har (==
o Cut FM EDT
E_] Copy April 19, 2011 12:55
Uploaddern [MEH!] (==
D {T} FM EDT

@ Download files as .|
& Delete

Favorites & Alekts

@ View Properties
B Edit Properties

3. Click Copy. The file or folder (with its files and subfolders) is copied to the
clipboard.

4. Navigate to the target location.

5. From the Folder Actions menu, click Paste.
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Folder Actions Help

Mew Folder

D Upload File

Ed. Download files as
Favorites and &ker

pT_FOLDER

& Cut
|:_'l Copy
Ej Paste l{b

& Delete

@ View Properties

E/ Edit Properties

QO

View: All Documents

Search Documents

April 19, 2011 12:51
older

~ PMEDT

Copying files or folders creates duplicate items. Changes to a file or
folder in one location do not apply to copies in other locations.

RESULT:

You have successfully copied a file/folder to a new location.
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Deleting a File

ﬁ You must be the file owner or have an appropriate SFX role to delete a
~= file. Deleted files are moved to the Recycle Bin. Only an SFX
Administrator can restore files that have been moved to the recycle bin.

1. Navigate to the file you want to delete from SFX. You cannot delete a file that is
checked out.
2. Click the drop-down arrow displayed to the far right of the file name.

Where is the drop-down arrow?

Secure File Exchange & cut _
0 Copy

D Paste

Folder Actions Admin Help Q Bownload View: Al Documents
& Delete

HOME = MIKE TEST1 > MIKE TEST A |Search Documents

Worlflow b
e = wooreoomre i
==

Favorites & Alepts April 13, 2011 01:23

D CAFTIVATE_mousedcik.gif B0
PM EDT
Reports 2 April 15, 2011 08:13
@ My Groups Test 2.xis FEIH (==
Q View Properties AM EDT
Edit Properties April 15, 2011 08:31
|@ My GroupsTest 2.xls I [ @ 2 & [==1
T AM EOT
3. Click Delete.

4. Click Yes to confirm deletion.

RESULT:

You have successfully deleted a file.

56



Working with Files

Downloading a Document

1. Locate the file you want to download by searching or browsing the folder
hierarchy.
2. Click the drop-down arrow at the right of the file name.

Folder Actions Admin Help 4 |Back View: My Favorites

MY FAVORITES
Search Documents

MNovember 12, 2008

dde=d Folde Home/ddesd? sub1
04:47 PM EST
D CAPTIVATE_moused April 13, 2011 01:23
. f Home/Mike Test 1/Mike Test A
e | a Cut FIM EDT =
E.J Copy March 11, 2011 04:21 .
Uploaddem t Homel/chris123 4
AMEST

& Delete
Workfiow I
Favorites & Alekts

Repaorts 3

'E.l View Properties
B Edit Properties

3. Click Download.

4. Inyour PC's File Download dialog, click Save.

5. Navigate to the location to which the file should be downloaded.
6. Click Save.

RESULT:

You have successfully downloaded a document.
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Updating a File

This procedure assumes you have downloaded and modified a file, and you want to
update it on SFX.

a?l_\ You create or edit files outside of SFX, using an appropriate software program.

1. Navigate to the folder that contains the file you want to update.

| Folder Actions | Admin Help Wiew:

All Documents R
Mew Folder
[2) Upload File 1 > MIKETEST A Search Documents

@ Download files as L
April 18, 2011 01:13

Favorites and Merpicik.gif = Draft 43KE gif == E
PM EDT
' cut April 18, 2011 10:20
% m=m 18KB  xls = 2
|:|‘_] Copy AMEDT

S Delete
@ View Properties
E, Edit Properties

2. From the Folder Actions menu, click Upload File.
3. Click Browse. View file name restrictions >>>

@ Note: The following special characters are not allowed in file names:

| & :%+? ; *

We recommend you do not include spaces in the names of files
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stored on SFX.

Browse to and select the file you want to upload.

Optional:Set approval or effective dates, descriptions or keywords, as required.
For details, refer to Additional Options when Uploading a File.

6. Click OK. A confirmation dialog similar to the following is displayed.

o s

Confirm file{s) replace %

Wiould you like to replace the existing file(s)?
TearnRoorn (TR ).mmmap

[ Ok ” Cancel ]

k.

7. Click OK. The file is uploaded and a new version is created.

a. If approval is not required, your uploaded file is set to Checked Out
status. Perform Checking in a File (no approval) when you are ready to
make the file available to other users.

b. If approval is required, your uploaded file is set to Draft status. Perform
Submitting a Draft for Approval when you are ready to make the file
available to other users.

RESULT:

You have successfully updated a file.
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Editing File or Folder Properties

You must be the item owner or have the required permissions to perform
=" this task.

1. Navigate to the file or folder whose properties you want to edit.
2. Click the drop-down arrow at the far right of the file/folder name.

Where is the drop-down arrow?

Secure File Exchange i Feste 1
Q Download
& Delete
Folder Actions Help View: Al Documentz
Waorkflow 3
HOME > MIKE TEST 1 Favorites & Alepts| Search Documents

e R = woorcoowe
Reports I

Apeil 19, 2011 01:54
e &3

5| Mike Test A =
= Q View Properties FM EDT
| EditProperties Apeil 18, 2011 08:22
|® 55A_no_approval.doc EIEER E 3 (==
g AMEDT

3. Click Edit Properties. The Edit Properties window displays.
4. Edit the properties as desired.
a. Edit approval requirements as desired. (Refer to the section entitled
Removing Approval Requirements from a File or Folder or Requiring
Approval on a File for further details)
b. Some users can change the file owner. See Changing File / Folder Owners
for details.
c. Optionally, modify access permissions to the file or folder by following
the steps in the section entitled Modifying Access Rights.
5. Click OK.

RESULT:

You have successfully edited the properties of a file or folder.
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Modifying Access Rights to a File or Folder

@ Files and folders inherit access rights from the folder in which they reside.
~— Users with appropriate privileges can modify access rights.

Performing these steps to a folder applies to the folder, and to its
subfolders - unless you further modify the subfolders.

Performing these steps for a file applies only to the item with which you
are working and does not impact access rights to other files.

1. Navigate to the file or folder whose access rights you want to modify.  (How do

| navigate to a file or folder?)
2. Click the drop-down arrow at the far right of the file/folder name.

Where is the drop-down arrow?

Folder Actions Admin Help View: Al Documents

HOME > MIKETEST1 > mike TesT A} Edit Properties Search Documents
April 13, 2011 01:23

[) CAPTIVATE mousecicik.gif CEE ]
PM EDT
April 18, 2011 089:37

@ My Groups Test 2.xis EEEH ==
AM EDT

El Edit Properties

3. Click Edit Properties. The Edit Properties window displays.
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Secure File Exchange

Folder Actions | Help View: Al Documents

HOME > MIKE TEST 1 > TEST2-INHERITANCE

|| EDIT PROPERTIES

Namae:

|TEt‘2-inheritanDe
Description:

Tahoma =B I U|A A B

=@ == B

Upload Custom Icon:

Select an icon:

Submit

r Require approval Changes to files(s) are subject to approval 2]

2 Uncheck this box to remove inherited access controls from the folder above L
FOLDER ADMIMN:

COORDINATOR: Chrysler, Tester Two

COLLABORATOR: Deed, Debby ;Deed, Diane ;Chrysler, Tester Three
CONTRIBUTOR: View, Victor ;02, ssatraining ;Seashell, Sally ;Chrysler, Tester Four

VIEWER: Chrysler Portal: Services for Chrysler/EVERYONE: Chrysler Paortal: Services for Chrysler Finap
Services/EVERYOMNE

OWMER: ssatraining 02

OK CANCEL

4. Clear the check box next to Uncheck this box to remove inherited access
controls... A confirmation dialog displays.

5. Click Yes to remove inherited access controls for the item. The Edit
Properties refreshes and displays the set of properties you can modify
for the item.
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Secure File Exchange

Folder Actions | Help

View: Al Documents

HOME > MIKE TEST1 > TEST2-INHERITANCE

|| EDIT PROPERTIES

Name:

|Tﬁt‘2-inheritanoe

Description:

Tahoma =B 7 U A A A ¥

Upload Custom Icon:

Select an icon:

Submit

r Check this box to inherit access controls from the folder above L2
L) roLper ApMIn:

E COORDINATOR:
@Ad d Members

r Reguire approval Changes to files(s) are subject to approval L2

'@' Tester Two

COLLABORATOR:
@Ad d Members

il Deed, Debby , [ Deed, Diane

CONTRIEBUTOR:
@Ad d Members

] wiew, Victer , ] 02, s=atraining , fIj Seashell, Sally

n VIEWER:
@Ad d Members

64 DWMNER: ssatraining 02

Ok CANCEL
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6. If you want to provide access to members, click @ next to Add Members in the
role type to which you want to add users. The User Directory window displays.

a.

b.

e.
f.

Type the name (or partial name) of the user or group you want to add in
the Type in name field.

If you want to restrict your search to individual users, click the Include
drop-down arrow and select Users from the list.

Click Find. The screen refreshes, and the search results display.

Select the check box of the users and groups you want to add. The users
display in the Selected People box.

Repeat steps a through d as required until you are finished adding users.
Click OK. The User Directory window closes and the added members
display in the Edit Properties window.

7. If you want to remove access to the file or folder, click _i, the wastebasket icon,
next to the users and groups whose access you want to remove.
8. Click OK.

RESULT:

You have successfully modified access rights on an item.
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Moving a File or Folder with Cut

You must be the file or folder owner or have an appropriate role to move
=" a file or folder using Cut.

1. Navigate to the file or folder you wish to move.
2. Click the drop-down arrow at the far right of the file name.

Where is the drop-down arrow?

LT
Folder Actions Help View: Al Documents
HOME > MIKE TEST1 > TEST2-INHERITANCE Search Documents

April 19, 2011 02:18
test3-inheritance T der =

o= Ide
¢ Cut PM EDT

E_] Copy

@ Download files as .]
i@ Delete

Favorites & Alekbts

@ View Properties
B Edit Properties

3. Click Cut.
4. Navigate to the location to which you want to move the file or folder..
5. From the Folder Actions menu, click Paste.

Where is the option?
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Y=Y
Folder Actions Help View: Al Documents
Mew Folder
D Upload File hT_FOLDER Search Documents
E{} Download files as |
April 18, 2011 12:51
Favorites and Ster Folder w
PM EDT
Cut

Copy

Paste l{b

Delete

View Properties

P
o
IS
=]
@)
P,

Edit Properties

RESULT:

You have successfully cut and pasted a file or folder.
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Requiring File Approval

If your SFX Administrator configures all items in the repository to require approval,
approvers are established at the repository level for all folders and files within the
repository. You cannot turn off approval workflow for your items, and you cannot select
your own approvers.

If approval is not required at the top repository level, and is not required at the folder
level by the folder owner or an administrator, you can require approval of files for which
you are the owner. Complete the following steps to require approval on a file.

1. Navigate to the file for which you wish to require approval.
2. From the file drop down menu, click Edit Properties. The Edit Properties
window displays.

Folder Actions Admin Help View: Al Documents
HOME > MIKETEST1 > mKe TesT A} Edit Properties Search Documents
S April 12, 2011 01:23
[ GAPTIVATE mouseclcik gi FM EDT
S R April 18, 2011 09:37
) My Groups Test 2.x: AM EDT

B Edit Properties

3. In the Edit Properties window, select the Require Approval check box. The Add
Approvers option displays.
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Secure File Exchange

Folder Actions Admin Help View: All Documents E|

HOME > MIKETEST1 > MIKE TEST A = CAPTIVATE_MOUSECLCIK.GIF

|| EDIT PROPERTIES

Name:

CAPTIWATE_mousedcik gif

Description:

¥ Regquire approval Changes to files(s) are subject to approval

i
Add Approvers

O EFfecl:iveEates iiewr =1 TN this Filﬁ z.rithin the daEi SaEE ipecified 3‘ )
S " - “ho

If the folder to which a file is uploaded already requires approval
workflow, the uploaded file will require approval - it ‘inherits' the
requirement from the folder. If this is the case, the “Require Approval”
check box is grayed out and you cannot change the approval requirement.

4. Click next to Add Approvers. The User Directory window displays.
a. Type the name (or partial name) of the users you want to assign as item
approvers in the Type in name field.
b. If you want o restrict your search to individual users, click the Include
drop-down arrow and select Users from the list.
c. Click Find. The screen refreshes, and the search results display.
d. Select the check box of each user you want to designate as an
approver. The users' names display in the Selected People box.
e. Click OK. The User Directory window closes and the selected approvers
display in the Edit Properties window Add Approvers list.
5. Click OK. The screen refreshes, and a message confirming the updated properties
displays.
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Secure File Exchange

Folder Actions | Admin | Help | View: Al Documents

"CAPTIVATE_mousecicik.gif'* properties have been UPDATED ! |

HOME > MIKE TEST1 > MIKE TEST A |Search Documents

HAME STATUS SIZE TYPE MODIFIED DATE L
April 18, 2011 01:05

D CAPTIVATE_mousedcik.gif 43KB .gif 4
PM EDT
April 18, 2011 10:20

@ My Groups Test 2.xls BEEH 18KB  xls !
AM EDT

RESULT:

You have successfully required approval on a file.
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Working with Files

1. Navigate to the file you want to return to a previous version..
2. Click the drop-down arrow at the far right of the file name.

Where is the drop-down arrow?

Folder Actions Adrnin Help

HOME = A_MIKETEST_FOLDER

View: Al Documents

Search Documents

April 20, 2011 02:48
= : t
‘3:5 Cut PM EDT

LL] Copy

u-} Download
i@ Delete

Workflow I
Favorites & Alekts

Reports b |[EF WVersion History

gl | View Properties LI .
L| Edit Properties

3. Click Reports -> Version History. A list of the file versions displays.
4. Click the drop-down arrow at the far right of the version number to which you

want to restore the file

Where is the drop-down arrow?
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Secure File Exchange

Folder Actions | Admin | Help | View: Al Documents

HOME = A _MIKETEST _FOLDER = UPLOADDEMO.TXT

VER# COMMENTS APPROVER MODIFIED BY MODIFIED DATE
ssatraining April 19, 2011 12:55
1.0
oz EDT
added new line for a version April 20, 2011 0244
1.1 s Erilz Johnson
| D Restore | EDT
April 20, 2011 02 :45]
1.2 ‘ D = ,.,ﬂ'rh ‘ther wvarsion Erik Johnson
S\ ¢ EDT

o

5. Click View and follow the prompts to open the file. Verify that the version is the
one to which you want to restore the file. If the file contents are not what you
want, repeat steps 4 and 5 until you find the correct version.

6. Click the drop-down arrow at the far right of the version number to which you
want to restore the file.

Secure File Exchange

Folder Actions | Admin | Help | View: Al Documents

HOME = A MIKETEST_FOLDER > UPLOADDEMO.TXT

VERz# COMMENTS APPROVER MODIFIED BY MODIFIED DATE
ssatraining April 19, 2011 12
1.0
oz EDT
added new line for a version April 20, 2011 02
1.1 Erik Johnson
EDT
April 20, 2011 02
1.2 thar version Erik Johnson

ECT

o
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7. Click Restore. The file is restored to the selected version.
a. If approval is not required, the file is restored in the Checked Out state.

Perform the steps for Checking In a File to publish the restored version.

b. If approval is required, the file is restored in the Draft state. Perform the
steps for Submitting a Draft for Approval. When the file is approved, it
will become available to SFX users.

;ﬁ When you check in the file, the restore becomes a new version. For
= example, if a file has versions 1.0, 1.2, and 1.3, and you restore the file to
version 1.2, the 1.2 contents restore will be tracked as version 1.4.

RESULT:

You have successfully restored a previous version.
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Searching for a File
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@ No matter where you are within the SFX repository when you conduct a

~= search, the search is performed on the entire repository. Searches are not
limited to files and subfolders in your current location.

Type search criteria in the search box. Search criteria can
include: words in the file title, keywords, document type
(such as doc or PDF), etc.

Where is the search box?

Secure File Exchange

View: Al Documents

‘atersearch terms |

Folder Actions | Admin  Help |

HOME
HAME STATUS SIZE TYPE MODIFIED DATE L
April 19, 2011 12:55
[Z3] A_miketest_folder Folder
FM EDT
April 18, 2011 11:54
[Z5] ctris122 Folder
AM EDT

2. Click the magnifying glass icon to start the search. The

search results display.
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Secure File Exchange

Folder Actions | Admin  Help («)Back View: AllDocuments

Searched for upload Found 7 resuits: |

SEARCH RESULTS

upload

HAME STATUS SIZE T™YPE MODIFIED DATE LOCATION
September 28, 2010

D Uploaddemo.bo 1KB bt Home/SidzhouwD
09:25 PM EDT
March 11, 2011 04:31

D Uploaddemo. b 1KB bt Homelchris123
AMEST
April 20, 2011 0312

D Uploaddemo.tet DM 1KB bt Homa/A_miketesd
PM EDT

Search results are for approved items only. If a document is pending
approval, it is not rendered in the search results.

3. From the search results, you can:
a. View or download a file by clicking its link in the Name column.
b. Navigate to a file by clicking its hyperlink in the Locations column.

RESULT:

You have successfully searched for a document.




Secure File Exchange User Guide

Setting Effective Dates

1. Navigate to the file or folder for which you wish to set dates.
2. Click the drop-down arrow at the far right of the file.

Folder Actions Admin Help View: Al Documents

Edit Properties

HOME > MIKE TEST1 > MIKE TEST A Search Documents

April 13, 2011 01:23
D CAFTIVATE_mouseclcik.gif GEEEH
PM EDT

o I April 18, 2011 08:37
T AM EDT

3. Click Edit Properties.

4. Select the Effective Dates check box, and use the calendar icons to set the start
and end date that this file will be available to viewers. Once the end date is
reached, the file will no longer be available to users with only the Viewer role, but
will remain available to all other user types.

a. Click =2 to select the viewing availability Start Date.

b. Click =2 to select the viewing availability End Date.
5. Click OK.

Effective dates specify the date range for which a file is available to users
with only the Viewer role.
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The effective dates can be changed or turned off by the file or folder
owner.

The dates do not limit file access by users with other roles.

RESULT:

You have successfully set effective dates.
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@ This procedure applies only to files that require approval workflow.

You cannot submit a file for approval unless it is in Draft status. Perform
a File Update in order to put a file in Draft status.

1. Navigate to the draft file you want to submit.
2. Click the drop-down arrow at the far right of the file name.

Where is the option?

Folder Actions Admin Help View: Al Documents

Submit the
updated file

HOME > MIKETEST1 > MIKE TEST A Search Documents

April 18, 2011 01:12

D CAPTIWATE_mousecicik.gif R
PM EDT
05 Copy April 18, 2011 10:20
gl My Groups Test 2.xs BT
AM EDT

@ Download

Waorkflow (2
Favorites & Alekts| ¥

Reports 3

.jﬁ_| View Properties
E/ Edit Properties

3. From the workflow option, click Submit for approval. The Submit for Approval
window displays.
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Secure File Exchange

Folder Actions | Admin | Help | View: Al Documents

HOME > MIKE TEST1 > MIKE TEST A > CAPTIVATE_MOUSECLCIK.GIF

@ SUBMIT FOR APPROVAL:

USER COMMENTS STATE DATE

FPlease enter comments:

Please review and approve the new callout ﬂ

=
ok cancel|

4. Enter comments for the approver.
5. Click OK. The file's status is changed to the Pending state. You will receive
email notification of the approval decision.

RESULT:

You have successfully submitted a draft for approval.
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Canceling an Approval Request for a Draft
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1. Navigate to the Pending file whose submission for approval you want to cancel.
2. Click the drop-down arrow at the far right of the file name.

Where is the option?

Folder Actions Admin

HOME > MIKE
‘ Workflow > Undo... '

Help

View: 4l Documents

Search Documents

subfolder

|D CAPTIVATE_mouseclcik.gif

April 19, 2011 01:54
PM EDT

April 20, 2011 04:00

D CAPTIVATE_mousedide-ssa.gif O

B My Groups Test 2.xls

@ S55A_spproval_required . doc EEH

Favorites

Reports

@ View Properties
E| Edit Properties

FM EDT
April 20, 2011 03:20
FM EDT
April 18, 2011 02:03
FM EDT

April 18, 2011 08:47

[2 Undo Chedk out
-}

il

@ Undo Submit Appr

& Appl'u:r-,'e{ﬂpj

D Reject

3. From the workflow option, click Undo submit for approval.
4. The file is returned to the Draft state.

RESULT:

You have successfully cancelled an approval request for draft.
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Updating a File

This procedure assumes you have downloaded and modified a file, and you want to
update it on SFX.

@ You create or edit files outside of SFX, using an appropriate software program.

T

1. Navigate to the folder that contains the file you want to update.

| Folder Actions | Admin Help View: Al Documents w

Mew Folder
D Upload File 1 = MIKE TEST A Search Documents
@ Download files as L

April 18, 2011 01:13
Favorites and Merpicik gif [0 Draft 43KB .gif &
PM EDT
sfél Cut April 18, 2011 10:20
=0 18KE .xls s &
E“_] Copy AMEDT

S Delete
@ View Properties
B Edit Properties

2. From the Folder Actions menu, click Upload File.
3. Click Browse. View file name restrictions >>>

@ Note: The following special characters are not allowed in file names:

| & :%+7? ; *

We recommend you do not include spaces in the names of files
stored on SFX.
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SRR

Browse to and select the file you want to upload.

Optional:Set approval or effective dates, descriptions or keywords, as required.
For details, refer to Additional Options when Uploading a File.

Click OK. A confirmation dialog similar to the following is displayed.

Confirm file{s) replace ®

Wiould you like to replace the existing file(s)?
TeamRoom (TR ).rmmap

[ Ok ] [ Cancel ]

k.

Click OK. The file is uploaded and a new version is created.

a. If approval is not required, your uploaded file is set to Checked Out
status. Perform Checking in a File (no approval) when you are ready to
make the file available to other users.

b. If approval is required, your uploaded file is set to Draft status. Perform
Submitting a Draft for Approval when you are ready to make the file
available to other users.

RESULT:

You have successfully updated a file.



Changing File or Folder Ownership

@ This task can be performed only by an SFX Administrator.

A file or folder can have only one owner.

1. Navigate to the file or folder whose owner you want to change.
2. Click the drop-down arrow at the far right of the file/folder name.

Where is the drop-down arrow?

Folder Actions Admin Help

HOME > MIKE TEST1 > MIKE TESTAI Edit Properties

|D CAFTIVATE_mousedcik.gif B

View: |All Documents "

Search Documents

April 13, 2011 01:22
L=

]

PM EDT
April 18, 2011 09:37

AM EDT

gl My Groups Test 2.xis EEEH

(= =)

o

3. Click Edit Properties. A list of file/folder properties is displayed.
4. Click @ nextto Change Owner. The User Directory window displays.

83



Secure File Exchange User Guide

84

5.

Secure File Exchange

Folder Actions Admin Help View: Al Documents Z|

HOME > MIKETEST1 > MIKE TESTA > CAPTIVATE_MOUSECLCIK.GIF

|| EDIT PROPERTIES

Name:

CAFTIVATE_ mous=dcik gif

Ee Owner

Description:

Keywords:

O Require approval b (s} are subject to approval @

O Effective dates i # can access this file within the date range specified (2]
[ Uncheck this box i iove inherited access controls from the folder above L

@ Change Owner

il 1o

OK CANCEL

a. Type the name (or partial name) of the user you want to assign as the item
owner in the Type in name field.

b. If you want to restrict your search to individual users, click the Include
drop-down arrow and select Users from the list.

c. Click Find. The screen refreshes, and the search results display.

d. Select the check box of the user you want to designate as the item
owner. An item can have only one owner. The user's name displays in the
Selected People box.

e. Click OK. The User Directory window closes and the owner selection
displays in the Edit Properties window.

Click OK. The previous owner is removed from the item's ownership and the new

owner is assigned.

RESULT:

You have successfully changed ownership of a file or folder.



Secure File Exchange User Guide

Copying a File or Folder to a New Location

1. Navigate to the file or folder you want to copy.
2. Click the drop-down arrow at the far right of the file or folder name.

Where is the drop-down arrow?
=g =g
Folder Actions Help View: Al Documents
HOME > A_MIKETEST_FOLDER Search Documents
April 19, 2011 12:56
Mike Test A .~ Har (==
o Cut FM EDT
E_] Copy April 19, 2011 12:55
Uploaddern [MEH!] (==
D {T} FM EDT

@ Download files as .|
& Delete

Favorites & Alekts

@ View Properties
B Edit Properties

3. Click Copy. The file or folder (with its files and subfolders) is copied to the
clipboard.

4. Navigate to the target location.

5. From the Folder Actions menu, click Paste.
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Folder Actions Help

Mew Folder

D Upload File

Ed. Download files as
Favorites and &ker

pT_FOLDER

& Cut
|:_'l Copy
Ej Paste l{b

& Delete

@ View Properties

E/ Edit Properties

QO

View: All Documents

Search Documents

April 19, 2011 12:51
older

~ PMEDT

Copying files or folders creates duplicate items. Changes to a file or
folder in one location do not apply to copies in other locations.

RESULT:

You have successfully copied a file/folder to a new location.
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Creating a New Folder

1. Navigate to the folder in which you wish to create a new folder (Or click HOME
in the navigation path to create a top-level folder).

2. From the Folder Actions menu, click New Folder. The Create Folder fields
display.

Where is the option?

Secure File Exchange

=| Admin | He . View: Al Documents

Q Upload File |Search Documents
Q o . SIZE TYPE MODIFIED DATE
March 11, 2011 03:46
Favorites and Aker Folder &3
AM EST
(| Cut March 11, 2011 05:01
% Folder ==
[I:] Copy AM EST
May 27, 2008 07:57
@ Paste Folder ) [==1
Pl EDT
& Delete . .
April 11, 2011 11:50
) : Folder &3
@ Wiew Properties AM EDT
Edit Properties MNovember 13, 2008
@ £ Folder ==
02:08 FM EST

3. In the Create Folder fields:
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Secure File Exchange

Folder Actions Admin Help View: All Documents

HOME

|| CREATE FOLDER

Name:

Fax number:

|

Description:

= N

r Require approval Approval settings on this folder override existing approval settings on files/fd

within this folder 2]
ﬂ CAMNCEL

FOR ALL FILES WITHIN THIS FOLDER:

a. Type the name of the folder.

b. Type a description of the folder.
4. Click OK.

RESULT:

You have successfully created a folder. Next, you may want to:
- add a file to the folder

- require approval on the folder (when available)

- modify access rights to the folder
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Deleting a Folder

ﬂ You must be the folder owner (or have an appropriate SFX role) to delete

~= a folder. A deleted file or folder is moved to the SFX Repository Recycle
Bin. Only an SFX Administrator can restore files that have been moved
to the recycle bin.

1. Navigate to the folder you want to delete from SFX.
2. Click the drop-down arrow at the far right of the folder name.

1=

Delete the folder

Folder Actions Help Mike Test A

View: Al Documents

HOME > A_MIKETEST_FOLDER Search Documents

April 19, 2011 12:58
Mike Test A

~ PMEDT

April 19, 2011 12:55
D Uplcaddemo.te EEEH L=
FM EDOT

@, Dowvnided files as .

Favorites & Alekts

@ View Properties
El Edit Properties

3. Click Delete. A deletion confirmation dialog displays.
4. Click Yes to confirm the deletion.

5. The folder, along with all its contents and subfolders, is deleted. The screen
refreshes and displays an update confirmation.
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Secure File Exchange

Folder Actions | Help | View: Al Documents

"Mike Test A" has been DELETED! |
HOME > A_MIKETEST_FOLDER |SEE[FCI"I Documents
HAME STATUS SIZE TYPE MODIFIED DATE L
il 19, 2011 12:55
D Uploaddemo.td BEEH 1KB — @
PM EDT

RESULT:

You have successfully deleted a file.
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Downloading a Folder and its Files

This task does not download subfolders and their contents. You can

~= perform this task only to download the files that are stored directly under
a folder. For example, If My Folder 1 contains only folders, you cannot
download My Folders 1, even if its subfolders contain files.

You can download a folder and the files stored directly under it as a zip file.

1. Navigate to the folder you want to download.
2. Click the drop-down arrow at the far right of the file name.

Where is the drop-down arrow?

Folder Actions Admin Help

Secure File Exchange

View: Al Documents

HOME

[E5] Mike Test 1

[55] Cov QA - Apail11

[E5) Testing PUF-2168

[Z5] Stg-Chrysler_SFX_MWewFolder-Jaya-3-18-2011

[Z5] zLinda-Test

|Se arch Documents

SIFE TYPE MODIFIED DATE -

=
L

April 13, 2011 12:49

'dlé' Cut
0 Copy
@ Paste

Q Download files @
& Delete

Favorites & Alekts

Q View Properties
@ Edit Properties

|der
FM EDT

April 11, 2011 11:50

|der
AMEDT

March 23, 2011 04:43
|der
FM EDT

March 18, 2011 01:24
|der
FPM ECT

March 18, 2011 01:12
|der
FM EDT

March 11, 2011 05:01

Click Download files as...

w

4. The system generates a zip file of the files within the folder and prompts you do

open or save the file. Click Save.

5. Navigate to the location to which you want to save the generated zip file and click

OK. The zip file is saved.

RESULT:
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You have successfully downloaded a folder and its contents.
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Editing File or Folder Properties

@ You must be the item owner or have the required permissions to perform
~—= this task.

1. Navigate to the file or folder whose properties you want to edit.
2. Click the drop-down arrow at the far right of the file/folder name.

Where is the drop-down arrow?

Secure File Exchange I Feste -
Q Download
& Delete
Folder Actions Help View: Al Documents
Workflow I
HOME > MIKE TEST 1 Favorites & Alets| Search Documents

e R < woorooe L
Reports I

April 19, 2011 01:54

2l Mike Test A - =E
= Q View Properties PM EDT
[ EditProperties April 19, 2011 08:32
|@ 55A_no_approval doc E L =
wd AMEDT

3. Click Edit Properties. The Edit Properties window displays.
4. Edit the properties as desired.
a. Edit approval requirements as desired. (Refer to the section entitled
Removing Approval Requirements from a File or Folder or Requiring
Approval on a File for further details)
b. Some users can change the file owner. See Changing File / Folder Owners
for details.
c. Optionally, modify access permissions to the file or folder by following
the steps in the section entitled Modifying Access Rights.
5. Click OK.

RESULT:

You have successfully edited the properties of a file or folder.
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Modifying Access Rights to a File or Folder

@ Files and folders inherit access rights from the folder in which they reside.
Users with appropriate privileges can modify access rights.

Performing these steps to a folder applies to the folder, and to its
subfolders - unless you further modify the subfolders.

Performing these steps for a file applies only to the item with which you
are working and does not impact access rights to other files.

1. Navigate to the file or folder whose access rights you want to modify.  (How do

| navigate to a file or folder?)
2. Click the drop-down arrow at the far right of the file/folder name.

Where is the drop-down arrow?

Folder Actions Admin Help View: All Documentz

Edit Properties

HOME > MIKETEST1 > MIKE TEST A Search Documents

April 13, 2011 01:23

D CAFPTIVATE_mouseccik.gif GIEEH
PM EDT

April 18, 2011 09:37

AM EDT

@ My Groups Test 2.xis EIEEH
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3. Click Edit Properties. The Edit Properties window displays.

Secure File Exchange

Folder Actions | Help View: Al Documents

HOME > MIKE TEST 1 > TEST2-INHERITANCE

|| EDIT PROPERTIES

Namae:

|TEt‘2-inheritanDe
Description:

Tahoma =B I U|A A B

=@ == B

Upload Custom Icon:

Select an icon:

Submit

r Require approval Changes to files(s) are subject to approval 2]

2 Uncheck this box to remove inherited access controls from the folder above L
FOLDER ADMIMN:

COORDINATOR: Chrysler, Tester Two

COLLABORATOR: Deed, Debby ;Deed, Diane ;Chrysler, Tester Three
CONTRIBUTOR: View, Victor ;02, ssatraining ;Seashell, Sally ;Chrysler, Tester Four

VIEWER: Chrysler Portal: Services for Chrysler/EVERYONE: Chrysler Paortal: Services for Chrysler Finap
Services/EVERYOMNE

OWMER: ssatraining 02

OK CANCEL

4. Clear the check box next to Uncheck this box to remove inherited access
controls... A confirmation dialog displays.
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5. Click Yes to remove inherited access controls for the item. The Edit
Properties refreshes and displays the set of properties you can modify
for the item.
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Secure File Exchange

Folder Actions | Help

View: Al Documents

HOME > MIKE TEST1 > TEST2-INHERITANCE

|| EDIT PROPERTIES

Name:

|Tﬁt‘2-inheritanoe

Description:

Tahoma =B 7 U A A A ¥

Upload Custom Icon:

Select an icon:

Submit

r Check this box to inherit access controls from the folder above L2
L) roLper ApMIn:

E COORDINATOR:
@Ad d Members

r Reguire approval Changes to files(s) are subject to approval L2

'@' Tester Two

COLLABORATOR:
@Ad d Members

il Deed, Debby , [ Deed, Diane

CONTRIEBUTOR:
@Ad d Members

] wiew, Victer , ] 02, s=atraining , fIj Seashell, Sally

n VIEWER:
@Ad d Members

98 DWMNER: ssatraining 02

Ok CANCEL
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6. If you want to provide access to members, click @ next to Add Members in the
role type to which you want to add users. The User Directory window displays.

a.

b.

e.
f.

Type the name (or partial name) of the user or group you want to add in
the Type in name field.

If you want to restrict your search to individual users, click the Include
drop-down arrow and select Users from the list.

Click Find. The screen refreshes, and the search results display.

Select the check box of the users and groups you want to add. The users
display in the Selected People box.

Repeat steps a through d as required until you are finished adding users.
Click OK. The User Directory window closes and the added members
display in the Edit Properties window.

7. If you want to remove access to the file or folder, click _i, the wastebasket icon,
next to the users and groups whose access you want to remove.
8. Click OK.

RESULT:

You have successfully modified access rights on an item.
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Moving a File or Folder with Cut

You must be the file or folder owner or have an appropriate role to move
~= a file or folder using Cut.

1. Navigate to the file or folder you wish to move.
2. Click the drop-down arrow at the far right of the file name.

Where is the drop-down arrow?

1T
Folder Actions Help View: Al Documents
HOME > MIKE TEST1 > TEST2-INHERITANCE Search Documents

April 19, 2011 D2:18
der &)

= lde
gy Cut FM EDT

T Copy

@ Download files as .
g Delete

Favorites & Alekts

@ ‘View Properties
El Edit Properties

3. Click Cut.
4. Navigate to the location to which you want to move the file or folder..
5. From the Folder Actions menu, click Paste.

Where is the option?
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Y=Y
Folder Actions Help View: Al Documents
Mew Folder
D Upload File hT_FOLDER Search Documents
E{} Download files as |
April 18, 2011 12:51
Favorites and Ster Folder w
PM EDT
Cut

Copy

Paste l{b

Delete

View Properties

P
o
IS
=]
@)
P,

Edit Properties

RESULT:

You have successfully cut and pasted a file or folder.
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Requiring Approval on a Folder

If your SFX Administrator configures all items in the repository to require approval,
approvers are established at the repository level for all folders and files within the
repository. You cannot turn off approval workflow for your items, and you cannot select
your own approvers.

If approval is not required at the top repository level, you can require approval on folders
for which you are the owner or administrator. Complete the following steps to require

approval on a folder.

1. Navigate to the folder for which you want to require approval.
2. From the folder drop down menu, click Edit Properties. The Edit Properties

window displays.

ee
Folder Actions Help View: All Documents
HOME > MIKE TEST1 > TEST2-INHERITANCE Search Documents
. ) April 19, 2011 02:18
esto-1 ertance ‘;::5 CLIt oe Bl EDT

|:_| Copy

Ed Download files as .

& Delete

Favorites & Alekts

@ View Properties

erties

3. Select the Require approval check box. The Add Approvers option displays.
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Secure File Exchange

Folder Actions ~ Help View:  All Documents E

HOME > MIKE TEST1 > TEST2INHERITANCE > TEST3-INHERITAHCE

|| EDIT PROPERTIE S

|11=_-:t:':|rinheritanne
Description:

| Tahorna ;l |

| =i B

Upload Custom

Select an ico

Submit

v Require approval Changes to files(s) are subject to approval 2]

@ Add Approvers

13 Uncheck this box to remove inherited access controls from the folder above 'g'
FOLDER ADMIN:

COORDINATOR: Chrysler, Tester Two

COLLABORATOR: Deed, Diane :Deed, Debby

CONTRIBUTOR: View, Victor ;02, ssatraining ;Seashell, Sally

VIEWER: Chrysler Portal: Services for Chrysler/EVERYONE: Chrysler Portal: Services for Chrysler Financial
Services/EVERYONE

OWMNER: ssatraining 02

ﬂ CANCEL

Select the Require approval check box. The Add Approvers option is enabled.

Click next to Add Approvers. The User Directory window displays.
a. Type the name (or partial name) of the user or group you want to add
as approvers in the Type in name field.
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b. If you want to restrict your search to individual users, click the Include
drop-down arrow and select Users from the list.

c. Click Find. The screen refreshes, and the search results display.

d. Select the check box of the users and groups you want to add as
approvers. The users display in the Selected People box.

e. Repeat steps a through d as required until you are finished adding
approvers.

f. Click OK. The User Directory window closes and the approvers display in
the Add Approvers field.

6. Click OK. The screen refreshes, and a message confirming the updated properties
displays.

RESULT:

You have successfully required approval on a folder.
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Removing Approval Requirement from a Folder or File

If your SFX Administrator configures all items in the repository to require approval,
approvers are established at the repository level for all folders and files within the
repository. You cannot turn off approval workflow for your items, and you cannot select
your own approvers.

When approval is not turned on at the top repository level, it can be required by the folder
or file owner or administrator. If you are the owner or administrator, you can remove
previously configured approval requirements. Complete the following steps to remove
approval requirements on a folder or file.

1. Navigate to the folder or file for which you wish to remove approval
requirements.

2. From the item drop down menu, click Edit Properties. The Edit Properties
window displays.

Folder Actions Admin Help View: Al Documents b

Edit Properties

HOME > MIKETEST1 > MIKE TEST A Search Documents

April 13, 2011 01:23 -

[[) GAPTIVATE mousecici gif =N = 2
PM EQT

April 18, 2011 08:37 -

My Groups Test 2.xls EEED (== >

AM EDT

E, Edit F‘roperties

3. Clear the Require approval check box.
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Secure File Exchange

Folder Actions ~ Help View:  All Documents E

HOME > MIKE TEST1 > TEST2INHERITANCE > TEST3-INHERITAHCE

test3-inheritance
Description:

| Tahorna ;l |

0
1]
il
®
i
8

Upload Custom

Submit

v Require approval Changes to files(s) are subject to approval @

ﬁ Add Approvers

¥ Uncheck this box to remove inherited access controls from the folder above @
FOLDER ADMIN:

COORDINATOR: Chrysler, Tester Two

COLLABORATOR: Deed, Diane :Deed, Debby

CONTRIBUTOR: View, Victor ;02, ssatraining ;Seashell, Sally

VIEWER: Chrysler Portal: Services for Chrysler/EVERYONE: Chrysler Portal: Services for Chryslar Financial
Services/EVERYONE

OWMNER: ssatraining 02

ﬂ CANCEL

4. Click OK. The screen refreshes, and a message confirming the updated properties
displays.
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RESULT:

You have successfully removed approval requirements from a folder or file.
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Assigning Users to Roles in SFX Repository

@ This task can only be performed by an SFX Administrator.

Caution: Changes made to the Repository Settings impact everything
from the top-level Home folder down. For example, if you add a user or
group to the Administrator role, that user or group becomes an
Administrator for the entire SFX instance.

1. From the Admin menu, click Repository Settings.

Where is the option?

Secure File Exchange | .

View: Al Documents

Folder Actions | |-

HOME ) ‘Search Documents
D e » L

5| chris123 Folder &9
(5 s T amesT

2. Click next to Add Members in the role type to which you wish to add users.
The User Directory window displays.
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Secure File Exchange

Folder Actions Admin Help View: ANl Documents

HOME

,

n ADMIN:

'a Add Members

M@ Financial

m COORDINATOR:

'ﬂ Add Members

'ﬂ Tester Two

m COLLABORATOR:

@ Add Members

M Tester Three

m CONTRIBUTOR:

'ﬂ Add Membaers

M Tester Four

u VIEWER:
) Add Mambers

M sServices for EVERYONE |

r Require approval

¥ Follaw file retantion palicy
Duration (in days) :

1

rl':nfurf_u: axplry within retention

Ok CANCEL

3. Search for and Select the people you want to add to the role for which you clicked
Add Members.
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User Directory

Type in name Incdude

[test | users e |
Mame Type Organization -

¥ Tester Four User

[T Tester One User
p' Taster Threa =
[T Tester Twe Usar

[ Tester, Qa User d

Selected People
T Tester Four [ Tester Three

| -
o | cone |

a. Type the name (or partial name) of the user or group in the Type in name
field.

b. If you want to restrict your search to individual users, click the Include
drop-down arrow and select Users.

c. Click Find. The screen refreshes, and the search results display.

d. Select the check box of each user or group you want to add to the selected
SFX role. Checked users display in the Selected People list.

e. Click OK. The User Directory window closes and the users you added
display in the appropriate role section under REPOSITORY
CONFIGURATION SETTINGS.

4. Repeat steps 2 and 3 for each role to which you want to add users.
5. Click OK. The SFX HOME page displays in your portal.

RESULT:

You have successfully added users to roles in SFX
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Emptying the Recycle Bin

112

@ This task can only be performed by an SFX Administrator.

You can permanently remove individual files from the Recycle Bin, or
you can completely empty it.

Click Recycle Bin from the View drop-down menu. The Recycle Bin window
displays.

Folder Actions | Admin

Where is the View drop-down menu?

Secure File Exchange

[Z5] A_miketest_folder

View: Al Documents

Search D¢

STATUS S TYPE MODIFIE

My &lerts

All Documents
My Favorites
My Check Quts
F My Approvals

April 18, ;M@
[55] chris123 Folder

2. Select the check box of each item you want to permanently delete, or click 'l to
select all documents in the recycle bin.
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Secure File Exchange

Folder Actions ~ Admin | Help | [4Back View: Recycle Bin
RECYCLE BIN
I Size Type Date LOCATION

April 19, 2011
I~ [ZE Mike Test A Folder Home/A_miketest_folder
01:22 PM EDT

_ April 13, 2011
W [ Mike Test & Folder Home/financial 4 sub
12:59 PM EDT

March 18, 2011
I [ ddeed z Folder Home
01:43 PM EDT

3. Click Delete. A deletion confirmation dialog displays.

Important: Once a file his deleted from the Recycle Bin, it cannot be
restored.

4. Click Yes to confirm the deletions. The screen refreshes, the selections are
deleted, and a deletion completed message displays.

RESULT:
You have successfully emptied the recycle bin.
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Managing the Admin Tab

From the Admin menu, you can view the following:

Where is the menu?

Secure File Exchange

Folder Actions | Admin [ Help | View: AllDocuments V|
| E— L

> Repository Setting
HOME o System Settings ‘Search Documents [a]

m R = b STATUS  SIZE TYPE MODIFIED DATE LINK

April 18, 2011 12:55
[C5] &_miketest_folder Folder ==
P EDT

o Repository Settings - Add or Remove Users / Groups from the SFX repository.

e Overview - Reports on the total space used, number of folders, and number of
files.

o User Disk Space - Provides a report of the top 50 users with most disk space.

e Largest Files - Provides a report on the top 50 largest files.

e Most Accessed Files - Provides a report on the top 50 most accessed files.

o Auto-Loader functionality - if your organization has contracted for that option.
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Removing Approvers from Files or Folders

Refer to Modifying Access Rights to remove Approvers from a File or Folder
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Removing Users and Groups from Roles in SFX Repository

@ This task can only be performed by an SFX Administrator.

Caution: Removing Users and Groups at the repository level restricts
them from accessing anything within SFX.

If you want to remove users or groups from particular files or folders, do
not perform this procedure. Instead, modify access rights to the item.

1. From the Admin menu, click Repository Settings. The Repository Configuration
Settings window displays.

Where is the option?

Secure File Exchange T .
View: |All Decuments

HOME ‘Search Documents
_ e

i March 11, 2011 02:48
[Z5] chris122 Folder =9

AM EST

2. Click the wastebasket icon @ next to the name of each user or group you want to
remove.
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Secure File Exchange

Folder Actions Admin Help

View: Al Documents

HOME

I,—Q REPOSITORY CONFIGURATION SETTING S
Access Level
n ADMIN:

@ Add Members

T 1€l nda p Shooll ;[ ol ureoig Crik g

T Fivewn vsivly Fown

T =l yamlon p Toaslon S

E COORDINATOR:

@ Add Member:

Click to delete

@ er Two

E COLLABORATOR:

@ Add Members

il Des i Tester Three

E CONTRIBUTOR:

@ Add Members

i vie [0 Tester Four

ﬂ VIEWER:

@ Add Members

il Portal: Services for EVERYONE

T R R B R I e e D R T R S I TR ST E ST R DI DAY T T

r Require approval

i Follow file retention policy
Duration (in days) :

1

I_EI'IFDFI:E axpiry within retention

Ok

CANCEL

3. Click OK.

RESULT:
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You have successfully removed users from roles in SFX.
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Requiring Approval for all Files and Folders in SFX

ﬁ This task can only be performed by an SFX Administrator.

1. From the Admin menu, click Repository Settings. The Edit Properties window
displays.

Where is the toolbar?

Secure File Exchange | .

Folder Actions

View: Al Documents

HOME ) Search Documents
D repors L

i March 11, 2011 03:46

[55] chris123 Folder =9

AMEST

2. Select the Require approval check box. The Add Approvers option displays.
3. Click next to Add Approvers. The User Directory window displays.

a.

b.

C.
d.

e.

Type the name (or partial name) of the users you want to assign as item
approvers in the Type in name field.

If you want o restrict your search to individual users, click the Include
drop-down arrow and select Users from the list.

Click Find. The screen refreshes, and the search results display.

Select the check box of each user or group you want to designate as an
approver. The names display in the Selected People box.

Click OK. The User Directory window closes and the selected approvers
display in the Edit Properties window Add Approvers list.

4. Click OK. The screen refreshes, and a message confirming the updated
properties displays.

RESULT:

You have successfully added approvers for all files/folders in SFX.
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Restoring from the Recycle Bin

@ This task can only be performed by an SFX Administrator.

1. Click Recycle Bin from the View drop-down menu.

Where is the View drop-down menu?

Secure File Exchange

Folder Actions | Admin

View: |4l Documentz

Search D¢ My Favorites

WS My Check Outs
- My Approvals
My Alerts

» Recycle Bin E

All Documents

[Z3 A_miketest_folder

[Z5] chris123

2. Select the check box of each item you want to restore, or click ¥ to select all
documents in the recycle bin.
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Secure File Exchange

Folder Actions ~ Admin | Help | [4Back View: Recycle Bin
RECYCLE BIN
I Size Type Date LOCATION

April 19, 2011
I~ [ZE Mike Test A Folder Home/A_miketest_folder
01:22 PM EDT

_ April 13, 2011
W [ Mike Test & Folder Home/financial 4 sub
12:59 PM EDT

March 18, 2011
] a2 older ome
T [Ed ddeed 2 Fald H
01:42 PM EDT

3. Click Restore. The items are restored to the repository locations from which they
were deleted.

4. Click All Files from the View drop down menu to return to the folder structure.

RESULT:

You have successfully restored items from the recycle bin.
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Approving a Pending Draft File

This procedure assumes you have reviewed a draft file that is Pending approval, and you

are ready to approve it.

1. Click My Approvals from the View drop-down menu. The list of "Pending" files

for which you are an approver displays.

Where is the View drop-down menu?

Secure File Exchange

: Al Documents

[E5l A_miketest_folder

[Z3 chris123

All Docurments
My Favorites
My Check Quts|

Folder e MY Alerts

_Recycle Bin

April 18,
Folder
AM EDT |

2. Inthe list of Pending files, navigate to the draft file you wish to approve.

Secure File Exchange

Folder Actions | Admin | Help

E]Back View: My Approvale

MY APPROVALS

‘Search Documents
NAME STATUS  SIZE TYPE MODIFIED DATE LOCATION
@ LLG_DOCT... Fending OKB .doc Hovemesr 0z, 2007 Home/Deed1 L

10:02 AM EDT

3. Click the drop-down arrow at the far right of the file name.
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Where is the option?

LN
&

Folder Actions Adrmin Help 4 [Back View: My Approvals
MY APPROVALS
Search Documents
— I o oooT _ _ Movember 02, 2007
@ e "~ 10:02 AMEDT S a
2y copy
@ Download

Workflow 3

Favorites & Alekts
E%L Undo Check out

Reports 3
View Properties

Edit Properties

EI;, :Zﬁ;e

4. From the Workflow option, click Approve.
5. Click OK. The file is published and the Contributor is notified via email.

RESULT:

You have successfully approved a dratft file.
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Modifying Access Rights to a File or Folder

@ Files and folders inherit access rights from the folder in which they reside.
~— Users with appropriate privileges can modify access rights.

Performing these steps to a folder applies to the folder, and to its
subfolders - unless you further modify the subfolders.

Performing these steps for a file applies only to the item with which you
are working and does not impact access rights to other files.

1. Navigate to the file or folder whose access rights you want to modify.  (How do

| navigate to a file or folder?)
2. Click the drop-down arrow at the far right of the file/folder name.

Where is the drop-down arrow?

Folder Actions Admin Help View: Al Documents

HOME > MIKETEST1 > mike TesT A} Edit Properties Search Documents
April 13, 2011 01:23

[) CAPTIVATE mousecicik.gif CEE ]
PM EDT
April 18, 2011 089:37

@ My Groups Test 2.xis EEEH ==
AM EDT

El Edit Properties

3. Click Edit Properties. The Edit Properties window displays.
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Secure File Exchange

Folder Actions | Help View: Al Documents

HOME > MIKE TEST 1 > TEST2-INHERITANCE

|| EDIT PROPERTIES

Namae:

|TEt‘2-inheritanDe
Description:

Tahoma =B I U|A A B

=@ == B

Upload Custom Icon:

Select an icon:

Submit

r Require approval Changes to files(s) are subject to approval 2]

2 Uncheck this box to remove inherited access controls from the folder above L
FOLDER ADMIMN:

COORDINATOR: Chrysler, Tester Two

COLLABORATOR: Deed, Debby ;Deed, Diane ;Chrysler, Tester Three
CONTRIBUTOR: View, Victor ;02, ssatraining ;Seashell, Sally ;Chrysler, Tester Four

VIEWER: Chrysler Portal: Services for Chrysler/EVERYONE: Chrysler Paortal: Services for Chrysler Finap
Services/EVERYOMNE

OWMER: ssatraining 02

OK CANCEL

4. Clear the check box next to Uncheck this box to remove inherited access
controls... A confirmation dialog displays.

5. Click Yes to remove inherited access controls for the item. The Edit
Properties refreshes and displays the set of properties you can modify
for the item.
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Secure File Exchange

Folder Actions |Heb | View: Al Documents

HOME > MIKE TEST1 > TEST2-INHERITANCE

|| EDIT PROPERTIES

Name:

|Tﬁt‘2-inheritanoe
Description:

Tahoma =B 7 U A A A ¥

i
i
li
S
i
(3

Upload Custom Icon:

Select an icon:

Submit

r Reguire approval Changes to files(s) are subject to approval L2
r Check this box to inherit access controls from the folder above L2
L) roLper ApMIn:

E COORDINATOR:
@Ad d Members

'@' Tester Two

COLLABORATOR:
@Ad d Members

il Deed, Debby , [ Deed, Diane

CONTRIEBUTOR:
@Ad d Members

] wiew, Victer , ] 02, s=atraining , fIj Seashell, Sally

n VIEWER:
@Ad d Members

OWNER: ssatraining 02

Ok CANCEL
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6. If you want to provide access to members, click @ next to Add Members in the
role type to which you want to add users. The User Directory window displays.

a.

b.

e.
f.

Type the name (or partial name) of the user or group you want to add in
the Type in name field.

If you want to restrict your search to individual users, click the Include
drop-down arrow and select Users from the list.

Click Find. The screen refreshes, and the search results display.

Select the check box of the users and groups you want to add. The users
display in the Selected People box.

Repeat steps a through d as required until you are finished adding users.
Click OK. The User Directory window closes and the added members
display in the Edit Properties window.

7. If you want to remove access to the file or folder, click _i, the wastebasket icon,
next to the users and groups whose access you want to remove.
8. Click OK.

RESULT:

You have successfully modified access rights on an item.



Premium Service: Auto Loader Functionality

Rejecting a Pending Draft File

his procedure assumes you have reviewed a draft file that is Pending approval, and you
are ready to reject it.

1. Click My Approvals from the View drop-down menu. The list of "Pending" files
for which you are an approver displays.

Where is the View drop-down menu?

Secure File Exchange

i }E\I[‘Jucurnents
Al Documents
My Favaorites

My Check Quts|

SIZE TYPE Mo ™MFIE

5l A_miketest_folder Folder 1 My Alerts

4 Recycle Bin

Agpril 18,
55| chris123 Folder
AM EDT

2. Inthe list of Pending files, navigate to the draft file you wish to approve.

Secure File Exchange

Folder Actions | Admin | Help E]Badc View: My Approvalke

MY APPROVALS

|Search Documents

STATUS SIZE TYPE MODIFIED DATE

Movember 02, 2007
@ LLC_DOCT... Fending OKB .doc Home/Deed1
10:03 AM EDT

3. Click the drop-down arrow at the far right of the file name.
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Where is the option?

Folder Actions Admin Help 4 |Back View: |My Approvale

MY APPROVALS

Search Documents

Movember 02, 2007
EI Chrysler LLC_DOCT = * = b Home/Deed1

10:02 AM EDT

@ Download

Workflow 3

Favorites & Alekts

E—SL Undo Check out

Reports 3

View Properties

|
Approve
El Edit Properties @ Aep
Reject

4. From the workflow option, click Reject.
5. Optional: Type a rejection reason.
6. Click OK. The screen refreshes and the file is rejected.

RESULT:

You have successfully rejected a file.
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Removing Approvers from Files or Folders

Refer to Modifying Access Rights to remove Approvers from a File or Folder
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Removing Approval Requirement from a Folder or File

If your SFX Administrator configures all items in the repository to require approval,
approvers are established at the repository level for all folders and files within the
repository. You cannot turn off approval workflow for your items, and you cannot select
your own approvers.

When approval is not turned on at the top repository level, it can be required by the folder
or file owner or administrator. If you are the owner or administrator, you can remove
previously configured approval requirements. Complete the following steps to remove
approval requirements on a folder or file.

1. Navigate to the folder or file for which you wish to remove approval
requirements.

2. From the item drop down menu, click Edit Properties. The Edit Properties
window displays.

Folder Actions Admin Help View: Al Documents b

HOME > MKETEST1 > mike TesT A jjl Edit Properties Search Documents

April 13, 2011 01:23
&

D CAPTIVATE_mouseccik.gif GIEIH

i

PM EDT

o I April 18, 2011 09:27
R AM EDT

E, Edit F‘roperties

3. Clear the Require approval check box.
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Secure File Exchange

Folder Actions ~ Help View:  All Documents E

HOME > MIKE TEST1 > TEST2INHERITANCE > TEST3-INHERITAHCE

test3-inheritance
Description:

| Tahorna ;l |

0
1]
il
®
i
8

Upload Custom

Submit

v Require approval Changes to files(s) are subject to approval @

ﬁ Add Approvers

¥ Uncheck this box to remove inherited access controls from the folder above @
FOLDER ADMIN:

COORDINATOR: Chrysler, Tester Two

COLLABORATOR: Deed, Diane :Deed, Debby

CONTRIBUTOR: View, Victor ;02, ssatraining ;Seashell, Sally

VIEWER: Chrysler Portal: Services for Chrysler/EVERYONE: Chrysler Portal: Services for Chryslar Financial
Services/EVERYONE

OWMNER: ssatraining 02

ﬂ CANCEL

4. Click OK. The screen refreshes, and a message confirming the updated properties
displays.
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RESULT:

You have successfully removed approval requirements from a folder or file.
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Requiring Approval for all Files and Folders in SFX

ﬁ This task can only be performed by an SFX Administrator.

1. From the Admin menu, click Repository Settings. The Edit Properties window
displays.

Where is the toolbar?

Secure File Exchange | .

Folder Actions

View: Al Documents

HOME ) Search Documents
D repors L

i March 11, 2011 03:46

[55] chris123 Folder =9

AMEST

2. Select the Require approval check box. The Add Approvers option displays.
3. Click next to Add Approvers. The User Directory window displays.

a.

b.

e.

Type the name (or partial name) of the users you want to assign as item
approvers in the Type in name field.

If you want o restrict your search to individual users, click the Include
drop-down arrow and select Users from the list.

Click Find. The screen refreshes, and the search results display.

Select the check box of each user or group you want to designate as an
approver. The names display in the Selected People box.

Click OK. The User Directory window closes and the selected approvers
display in the Edit Properties window Add Approvers list.

4. Click OK. The screen refreshes, and a message confirming the updated
properties displays.

RESULT:

You have successfully added approvers for all files/folders in SFX.
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Requiring File Approval

If your SFX Administrator configures all items in the repository to require approval,
approvers are established at the repository level for all folders and files within the

repository. You cannot turn off approval workflow for your items, and you cannot select

your own approvers.

If approval is not required at the top repository level, and is not required at the folder

level by the folder owner or an administrator, you can require approval of files for which

you are the owner. Complete the following steps to require approval on a file.

1. Navigate to the file for which you wish to require approval.
2. From the file drop down menu, click Edit Properties. The Edit Properties

window displays.

B Edit Properties

Folder Actions Admin Help View: Al Documents
HOME > MIKETEST1 > mKe TesT A} Edit Properties Search Documents
S April 12, 2011 01:23
[ GAPTIVATE mouseclcik gi FM EDT
S R April 18, 2011 09:37
) My Groups Test 2.x: AM EDT

3. In the Edit Properties window, select the Require Approval check box. The Add

Approvers option displays.
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Secure File Exchange

View: All Documents

Folder Actions Admin Help

HOME > MIKETEST1 > MIKE TEST A = CAPTIVATE_MOUSECLCIK.GIF

|| EDIT PROPERTIES

Name:

CAPTIWATE_mousedcik gif

Description:

¥ Regquire approval Changes to files(s) are subject to approval

i
Add Approvers

O EFfecl:iveEates iiewr =1 TN this Filﬁ z.rithin the daEi SaEE ipecified 3‘ )
S " - “ho

If the folder to which a file is uploaded already requires approval
workflow, the uploaded file will require approval - it ‘inherits' the
requirement from the folder. If this is the case, the “Require Approval”
check box is grayed out and you cannot change the approval requirement.

4. Click next to Add Approvers. The User Directory window displays.
a. Type the name (or partial name) of the users you want to assign as item
approvers in the Type in name field.
b. If you want o restrict your search to individual users, click the Include
drop-down arrow and select Users from the list.
c. Click Find. The screen refreshes, and the search results display.
d. Select the check box of each user you want to designate as an
approver. The users' names display in the Selected People box.
e. Click OK. The User Directory window closes and the selected approvers
display in the Edit Properties window Add Approvers list.
5. Click OK. The screen refreshes, and a message confirming the updated properties
displays.
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Folder Actions | Admin | Help | View: Al Documents

"CAPTIVATE_mousecicik.gif'* properties have been UPDATED ! |
HOME > MIKE TEST1 > MIKE TEST A |Search Documents
HAME STATUS SIZE TYPE MODIFIED DATE L

April 18, 2011 01:05

DCAF"TIVATE_m{}usedI:ik.gif 43KB .gif
PM EDT

April 18, 2011 10:20
AM EDT

@ My Groups Test 2 xls FEEA 18KB  .xls

RESULT:

You have successfully required approval on a file.
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Requiring Approval on a Folder

If your SFX Administrator configures all items in the repository to require approval,
approvers are established at the repository level for all folders and files within the
repository. You cannot turn off approval workflow for your items, and you cannot select
your own approvers.

If approval is not required at the top repository level, you can require approval on folders
for which you are the owner or administrator. Complete the following steps to require

approval on a folder.

1. Navigate to the folder for which you want to require approval.
2. From the folder drop down menu, click Edit Properties. The Edit Properties

window displays.

ee
Folder Actions Help View: All Documents
HOME > MIKE TEST1 > TEST2-INHERITANCE Search Documents
. ) April 19, 2011 02:18
esto-1 ertance ‘;::5 CLIt oe Bl EDT

|:_| Copy

Ed Download files as .

& Delete

Favorites & Alekts

@ View Properties

erties

3. Select the Require approval check box. The Add Approvers option displays.
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Folder Actions ~ Help View:  All Documents E

HOME > MIKE TEST1 > TEST2INHERITANCE > TEST3-INHERITAHCE

|| EDIT PROPERTIE S

|11=_-:t:':|rinheritanne
Description:

| Tahorna ;l |

| =i B

Upload Custom

Select an ico

Submit

v Require approval Changes to files(s) are subject to approval 2]

@ Add Approvers

13 Uncheck this box to remove inherited access controls from the folder above 'g'
FOLDER ADMIN:

COORDINATOR: Chrysler, Tester Two

COLLABORATOR: Deed, Diane :Deed, Debby

CONTRIBUTOR: View, Victor ;02, ssatraining ;Seashell, Sally

VIEWER: Chrysler Portal: Services for Chrysler/EVERYONE: Chrysler Portal: Services for Chrysler Financial
Services/EVERYONE

OWMNER: ssatraining 02

ﬂ CANCEL

Select the Require approval check box. The Add Approvers option is enabled.

Click next to Add Approvers. The User Directory window displays.
a. Type the name (or partial name) of the user or group you want to add
as approvers in the Type in name field.
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b. If you want to restrict your search to individual users, click the Include
drop-down arrow and select Users from the list.

c. Click Find. The screen refreshes, and the search results display.

d. Select the check box of the users and groups you want to add as
approvers. The users display in the Selected People box.

e. Repeat steps a through d as required until you are finished adding
approvers.

f. Click OK. The User Directory window closes and the approvers display in
the Add Approvers field.

6. Click OK. The screen refreshes, and a message confirming the updated properties
displays.

RESULT:

You have successfully required approval on a folder.
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