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Introduction:

The purpose of this Training document is to provide guidelines to a section of users of the IDT
Document Control Portal who have the privilege to edit/contribute to the content present in the
portal. The portal has been developed using a “Microsoft Office SharePoint 2010 .

Scope:
The scope of this document limits to describing the steps to be followed while editing the contents
within different sections of the portal depending on the role of the logged in user. The following
items are out of scope of this document:

e Any information about the design of the portal.
e Any information about the deployment methodologies followed.

Abbreviations and Acronyms:

ID Acronym Description

1 ul User Interface

2 IDT Integrated Device Technology
3 WF Work Flow

4 SharePoint SharePoint Server 2010

5 DCP Document Control Portal

Document Control Portal Setup

4.1 Site Structure

Here is the diagram representing the site Hierarchy for IDT portal. The Product Line folder will
be visible\accessible to only those Users who belong to the corresponding Business Unit
SharePoint User Group. For ex. “AUI" folder will be visible\accessible to users who belong to
“APD” SharePoint User Group only.

The SharePoint security groups and security for the Product Lines folders is configured by the
SharePoint administrator. The logged in users will only view/edit the folders & document(s) to
which they have access to.




IDT Site Collection

[ Product Line Product Line Product Line |
(PL3) (PL2) (PL1)

m

Figure 1: Site & Folder Structure




4.2 Folder Structure
The following folder structure will be created in the following Document Libraries of
“Document Control Portal (DCP)” site:

4.2.1 Products Document Library:

4.2.1.1 Marketing Content Type:

Product Line (PL1)

e o o 1_Generic Docs

. | SOE—

S o o Project (P1)

. -

. . p— - W

* s o o Generic ID (GID1)

: \_\

o = . —t

: ¢ s o o e MKG and APPS
° | S—

. . . -

* ® & e @ Software

. . =

. e o o Generic ID (G'DZ)
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- . _——

e $ &0 @ MKG and APPS

. el

: .

. e o e Software

° J

. N\

LI Project (P2)

. | S—

@ Product Line (PL2)

Figure 2: Folder Structure in Products Document Library




The table specifies the basis for creation of the folder hierarchy:

Name ‘ Type ‘ Level/Parent Basis for Folder name and its Location
Product Line folder Root Under each BU there are multiple Product Lines. A separate
sub-folder will be present for each product line under each
unique BU.
Project Sub-Folder | Product Line | Each Product Line will have multiple Projects. For each unique
Project name a new sub-folder will be present.
1_Generic Sub-Folder | Product Line | Each Product Line will have one “1_Generic Docs” folder. All
Docs the documents with multiple “Generic ID” value will be
uploaded into this folder.
Part No. Sub-Folder | Project A project can contain many Part numbers. For every unique
part number a new folder will be present under the same
Project.
MKG and APPS | Sub-Folder | Part No. Files with the following values for “Document Type” column
will be present into this folder
e Application Note / Technical Paper
e Block Diagram / Schematic (system block diagram)
e Datasheet
e Manual / User Guide.
o Model
Software Sub-Folder | Part No. Files with the following values for “Document Type” column
will be present into this folder
e Software Tool

Folders mentioned above would always be present, but would be visible to different users based on
their permission and the security group to which they belong. Here is the table specifying the “Product
Lines” and different “Security Groups” associated with those Product lines. The users belonging to those

security groups will only have those folders visible for them.

Product Line H Security Group ‘
ACS APD, All Product Lines

APC APD, All Product Lines

PCS APD, All Product Lines

PPC APD, All Product Lines

AUI APD, All Product Lines

SES CBU, All Product Lines

TCS CMD, All Product Lines

TPC CMD, All Product Lines

SPO COM, All Product Lines




FCM COM, All Product Lines
NET COM, All Product Lines
RFD COM, All Product Lines
SFC COM, All Product Lines
MIP ECD, All Product Lines
SIP ECD, All Product Lines
SSP ECD, All Product Lines
VID VDO, All Product Lines

4.2.1.2 Change Notification Content Type:

—_— N
PCN_PDN_Errata

L

: T\

™ . . Errata

L]

L]

L]

L ]

L ]

The table specifies the basis for creation of the folder hierarchy:

Name Type Level/Parent

Basis for Folder name and its Location

PCN_PDN_Errata | folder | Root At the root level, of products document Library, for PCN, PDN
and Errata documents, we will have this folder
PCN Sub- PCN_PDN_Errata | PCN_PDN_Errata folder, will in turn contains PCN folder inside
Folder it. All the documents of “Document Type” PCN will be
uploaded into this folder.
PDN Sub- PCN_PDN_Errata | PCN_PDN_Errata folder, will in turn contains PDN folder
Folder inside it. All the documents of “Document Type” PDN will be
uploaded into this folder.
Errata Sub- PCN_PDN_Errata | PCN_PDN_Errata folder, will in turn contains Errata folder
Folder inside it. All the documents of “Document Type” Errata will be

uploaded into this folder.




4.2.2 Corporate Document Library:

i
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e o o o@ White Paper

Corporate Literature
J

Advertising

Articles

Events

Guides

DD

Image

Overview

Presentation

Press Release

Product Brief

LLDDI

Stationary

Videos

The table specifies the basis for creation of the folder hierarchy:

Name Type \ Level/Parent Basis for Folder name and its Location
Marketing Folder | Root At the root level, of Corporate document Library, we will
have this folder
Advertising Sub- Marketing Marketing folder will in turn contain Advertising folder inside
Folder it. All the documents of “Document Type” Advertising will be
uploaded into this folder.
Articles Sub- Marketing Marketing folder will in turn contain Articles folder inside it.

Folder

All the documents of “Document Type” Articles will be
uploaded into this folder.




Corporate_Ilmages | Sub- Marketing Marketing folder will in turn contain Image folder inside it.
Folder All the documents of “Document Type” Image will be
uploaded into this folder.
Events Sub- Marketing Marketing folder will in turn contain Events folder inside it.
Folder All the documents of “Document Type” Events will be
uploaded into this folder.
Presentation Sub- Marketing Marketing folder will in turn contain Presentation folder
Folder inside it. All the documents of “Document Type”
Presentation will be uploaded into this folder.
Press Releases Sub- Marketing Marketing folder will in turn contain Press Releases folder
Folder inside it. All the documents of “Document Type” Press
Releases will be uploaded into this folder.
Product Briefs Sub- Marketing Marketing folder will in turn contain Product Brief folder
Folder inside it. All the documents of “Document Type” Product
Brief will be uploaded into this folder.
Product Sub- Marketing Marketing folder will in turn contain Product Brief folder
Overviews Folder inside it. All the documents of “Document Type” Product
Overview will be uploaded into this folder.
Stationery Sub- Marketing Marketing folder will in turn contain Stationery folder inside
Folder it. All the documents of “Document Type” Stationery will be
uploaded into this folder.
Videos Sub- Marketing Marketing folder will in turn contain Videos folder inside it.
Folder All the documents of “Document Type” Videos will be
uploaded into this folder.
White Paper Sub- Marketing Marketing folder will in turn contain White Paper folder
Folder inside it. All the documents of “Document Type” White Paper
will be uploaded into this folder.
Legal Folder | Root At the root level, of Corporate document Library, we will
have this folder
Corporate Sub- Legal Legal Folder will in turn contain Corporate Governance
Governance Folder Folder
Board of Director | Sub- Corporate Corporate Governance Folder will in turn contain Board of
Folder | Governance Director Folder
Committee Sub- Corporate Corporate Governance Folder will in turn contain Committee
Charters Folder | Governance Charters Folder
Governance Docs | Sub- Corporate Corporate Governance Folder will in turn contain
Folder | Governance Governance Docs Folder

Folders mentioned above would always be present, but would be visible to different users based on

their permission and the security group to which they belong. Here is the table specifying the

“Folder Names” and different “Security Groups” associated with those Folders. The users belonging

to those security groups will only have those folders visible for them.




Folders H Security Group

Advertising CorpMkg_Write, CorpMkg_Read
Articles CorpMkg_Write, CorpMkg_Read
Events CorpMkg_Write, CorpMkg_Read
Guides CorpMkg_Write, CorpMkg_Read, Regional_MarCOM
Image CorpMkg_Write, CorpMkg_Read
Overview CorpMkg_Write, CorpMkg_Read, Regional_MarCOM
Presentation CorpMkg_Write, CorpMkg_Read
Press Releases CorpMkg_Write, CorpMkg_Read
Product Brief CorpMkg_Write, CorpMkg_Read, Regional_MarCOM
Stationery CorpMkg_Write, CorpMkg_Read
Videos CorpMkg_Write, CorpMkg_Read, Regional_MarCOM
White Paper CorpMkg_Write, CorpMkg_Read

4.2.3 Packages Document Library:

Carrier and Package Types
Certificates and Reports
Material Composition Declarations

PCN_PDN

PPREE

Reflow Profiles

The table specifies the basis for creation of the folder hierarchy:

Name Type Level/Parent | Basis for Folder name and its Location
Career and Package Folder Root At the root level, of Packages Document Library, we will
Types have this folder

Certificates and Folder Root At the root level, of Packages Document Library, we will




Reports

have this folder

Material Composition | Folder Root At the root level, of Packages Document Library, we will

Declarations have this folder

PCN_PDN Folder Root At the root level, of Packages Document Library, we will
have this folder

Reflow Profiles Folder Root At the root level, of Packages Document Library, we will

have this folder

Folders mentioned above would always be present, but would be visible to different users based on

their permission and the security group to which they belong. Here is the table specifying the

“Folder Names” and different “Security Groups” associated with those Folders. The users belonging

to those security groups will only have those folders visible for them.

Folders

Security Group

Career and Package Types

Package Write_CPT, Package_Read_ CPT

Certificates and Reports

Package Write_CertReports, Package Read_CertReports

Material Composition Declarations

Package Write_ MCD, Package Read_MDC

PCN_PDN

Package Write PCN, Package Read PCN

Reflow Profiles

Package_Write_Reflow, Package_Read_Reflow

4.2.4 1SO Document Library
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Burn-In

Document Control
Design Rules

Design Control Specifications
Environmental

IDT Forms

FSS Facility

Laser Sort
Manufacturing-Assembly
Material Procurement
Quartz Specs

MSS Material

Production Control
PDAEs




15
16
17
18
19
20
21
22
23
24
25
26

Product-Marketing
Quality

Quartzware Drawing

SAP Safety

Std Operating Procedures
Statistical Process Control
Shipping-Receiving

Specs

Cert Tests

Test Programs

Test Specifications

Wafer Fab Specs

27 Run cards

The table specifies the basis for creation of the folder hierarchy:

Name Type Level/Parent \ Basis for Folder name and its Location

Burn-In Folder Root At the root level, of ISO Document Library, we will have
this folder

Document Control Folder Root At the root level, of ISO Document Library, we will have
this folder

Design Rules Folder Root At the root level, of ISO Document Library, we will have
this folder

Design Control Folder Root At the root level, of ISO Document Library, we will have

Specifications this folder

Environmental Folder Root At the root level, of ISO Document Library, we will have
this folder

IDT Forms Folder Root At the root level, of ISO Document Library, we will have
this folder

FSS Facility Folder Root At the root level, of ISO Document Library, we will have
this folder

Laser Sort Folder Root At the root level, of ISO Document Library, we will have
this folder

Manufacturing- Folder Root At the root level, of ISO Document Library, we will have

Assembly this folder

Material Procurement | Folder Root At the root level, of ISO Document Library, we will have
this folder

Quartz Specs Folder Root At the root level, of ISO Document Library, we will have
this folder




MSS Material Folder Root At the root level, of ISO Document Library, we will have
this folder

Production Control Folder Root At the root level, of ISO Document Library, we will have
this folder

PDAEs Folder Root At the root level, of ISO Document Library, we will have
this folder

Product-Marketing Folder Root At the root level, of ISO Document Library, we will have
this folder

Quality Folder Root At the root level, of ISO Document Library, we will have
this folder

Quartzware Drawing Folder Root At the root level, of ISO Document Library, we will have
this folder

SAP Safety Folder Root At the root level, of ISO Document Library, we will have
this folder

Std Operating Folder Root At the root level, of ISO Document Library, we will have

Procedures this folder

Statistical Process Folder Root At the root level, of ISO Document Library, we will have

Control this folder

Shipping-Receiving Folder Root At the root level, of ISO Document Library, we will have
this folder

Specs Folder Root At the root level, of ISO Document Library, we will have
this folder

Cert Tests Folder Root At the root level, of ISO Document Library, we will have
this folder

Test Programs Folder Root At the root level, of ISO Document Library, we will have
this folder

Test Specifications Folder Root At the root level, of ISO Document Library, we will have
this folder

Wafer Fab Specs Folder Root At the root level, of ISO Document Library, we will have
this folder

Run cards Folder Root At the root level, of ISO Document Library, we will have

this folder

Folders mentioned above would always be present, but would be visible to different users based on

their permission and the security group to which they belong. Here is the table specifying the

“Folder Names” and different “Security Groups” associated with those Folders. The users belonging

to those security groups will only have those folders visible for them.




Folders

Burn-In

‘ Security Group

Burn-In_Readers, Burn-In_Members, Burn-In_Owners, ISO
DC Contact, ISO Dynamic Reviewer, ISO QA Reviewer, ISO
Supervisor, ISO Test Program, I1SO Training Notification

Document Control

Document-Control_Readers, Document-Control_Members,
Document-Control_Owners, ISO DC Contact, ISO Dynamic
Reviewer, 1ISO QA Reviewer, ISO Supervisor, ISO Test
Program, ISO Training Notification

Design Rules

Design-Rules_Readers, Design-Rules_Members, Design-
Rules_Owners, ISO DC Contact, ISO Dynamic Reviewer,
ISO QA Reviewer, ISO Supervisor, ISO Test Program, 1ISO
Training Natification

Design Control Specifications

Design-Control-Specifications_Readers, Design-Control-
Specifications_Members, Design-Control-
Specifications_Owners, ISO DC Contact, ISO Dynamic
Reviewer, ISO QA Reviewer, ISO Supervisor, ISO Test
Program, ISO Training Notification

Environmental

Environmental_Readers, Environmental_Members,
Environmental_Owners, ISO DC Contact, ISO Dynamic
Reviewer, ISO QA Reviewer, ISO Supervisor, ISO Test
Program, ISO Training Notification

IDT Forms

IDT-Forms_Readers, IDT-Forms_Members, IDT-
Forms_Owners, ISO DC Contact, ISO Dynamic Reviewer,
ISO QA Reviewer, ISO Supervisor, ISO Test Program, 1ISO
Training Notification

FSS Facility

FSS-Facility_Readers, FSS-Facility Members, FSS-
Facility_Owners, 1ISO DC Contact, ISO Dynamic Reviewer,
ISO QA Reviewer, ISO Supervisor, ISO Test Program, ISO
Training Notification

Laser Sort

Laser-Sort_Readers, Laser-Sort_Members, Laser-
Sort_Owners, ISO DC Contact, ISO Dynamic Reviewer,
ISO QA Reviewer, ISO Supervisor, ISO Test Program, ISO
Training Notification

Manufacturing-Assembly

Manufacturing-Assembly Readers, Manufacturing-
Assembly_Members, Manufacturing-Assembly _Owners,
ISO DC Contact, ISO Dynamic Reviewer, ISO QA
Reviewer, ISO Supervisor, ISO Test Program, ISO Training
Notification

Material Procurement

Material-Procurement_Readers, Material-
Procurement_Members, Material-Procurement_Owners,
ISO DC Contact, ISO Dynamic Reviewer, ISO QA
Reviewer, ISO Supervisor, ISO Test Program, ISO Training
Notification

Quartz Specs

Quartz-Spec_Readers, Quartz-Spec_Members, Quartz-
Spec_Owners, ISO DC Contact, ISO Dynamic Reviewer,
ISO QA Reviewer, ISO Supervisor, ISO Test Program, 1ISO
Training Notification

MSS Material

MSS-Material_Readers, MSS-Material_Members, MSS-
Material_Owners, ISO DC Contact, ISO Dynamic
Reviewer, ISO QA Reviewer, ISO Supervisor, ISO Test
Program, ISO Training Notification

Production Control

Production-Control_Readers, Production-
Control_Members, Production-Control_Owners, ISO DC




Contact, ISO Dynamic Reviewer, ISO QA Reviewer, ISO
Supervisor, 1ISO Test Program, ISO Training Notification

PDAEs

PDAE_Readers, PDAE_Members, PDAE_Owners, ISO DC
Contact, ISO Dynamic Reviewer, ISO QA Reviewer, ISO
Supervisor, 1ISO Test Program, ISO Training Notification

Product-Marketing

Product-Marketing_Readers, Product-Marketing_Members,
Product-Marketing_Owners, 1ISO DC Contact, ISO Dynamic
Reviewer, 1ISO QA Reviewer, ISO Supervisor, ISO Test
Program, ISO Training Notification

Quality

Quality Readers, Quality Members, Quality Owners, 1ISO
DC Contact, ISO Dynamic Reviewer, ISO QA Reviewer,
ISO Supervisor, ISO Test Program, ISO Training
Notification

Quartzware Drawing

Quartzware-Drawing_Readers, Quartzware-
Drawing_Members, Quartzware-Drawing_Owners, 1ISO DC
Contact, ISO Dynamic Reviewer, ISO QA Reviewer, ISO
Supervisor, ISO Test Program, ISO Training Notification

SAP Safety

SAP-Safety Readers, SAP-Safety Members, SAP-

Safety Owners, ISO DC Contact, ISO Dynamic Reviewer,
ISO QA Reviewer, ISO Supervisor, ISO Test Program, 1ISO
Training Notification

Std Operating Procedures

Std-Operating-Procedures_Readers, Std-Operating-
Procedures_Members, Std-Operating-Procedures_Owners,
ISO DC Contact, ISO Dynamic Reviewer, ISO QA
Reviewer, ISO Supervisor, ISO Test Program, ISO Training
Notification

Statistical Process Control

Statistical-Process-Control_Readers, Statistical-Process-
Control_Members, Statistical-Process-Control_Owners,
ISO DC Contact, ISO Dynamic Reviewer, ISO QA
Reviewer, 1ISO Supervisor, ISO Test Program, ISO Training
Notification

Shipping-Receiving

Shipping-Receiving_Readers, Shipping-
Receiving_Members, Shipping-Receiving_Owners, ISO DC
Contact, ISO Dynamic Reviewer, ISO QA Reviewer, ISO
Supervisor, ISO Test Program, ISO Training Notification

Specs Spec_Readers, Spec_Members, Spec_Owners, ISO DC
Contact, ISO Dynamic Reviewer, ISO QA Reviewer, ISO
Supervisor, ISO Test Program, ISO Training Notification
Cert Tests Test-Specifications_Readers, Test-

Specifications_Members, Test-Specifications_Owners, ISO
DC Contact, ISO Dynamic Reviewer, ISO QA Reviewer,
ISO Supervisor, ISO Test Program, ISO Training
Notification

Test Programs

Test-Programs_Readers, Test-Programs_Members, Test-
Programs_Owners, ISO DC Contact, ISO Dynamic
Reviewer, ISO QA Reviewer, ISO Supervisor, ISO Test
Program, ISO Training Notification

Test Specifications

Cert-Tests_Readers, Cert-Tests_Members, Cert-
Tests_Owners, ISO DC Contact, ISO Dynamic Reviewer,
ISO QA Reviewer, ISO Supervisor, ISO Test Program, 1ISO
Training Notification

Wafer Fab Specs

Wafer-Fab-Spec_Readers, Wafer-Fab-Spec_Members,
Wafer-Fab-Spec_Owners, ISO DC Contact, ISO Dynamic
Reviewer, 1ISO QA Reviewer, ISO Supervisor, ISO Test
Program, ISO Training Notification




Run cards

Run-Cards_Readers=, Run-Cards_Members, Run-
Cards_Owners, 1ISO DC Contact, ISO Dynamic Reviewer,
ISO QA Reviewer, ISO Supervisor, ISO Test Program, 1ISO
Training Notification

4.2.5 NPIDocument Library:

R L N 0 B N N N N

1_Document Template
ACS

APC

AT

CMD

FCM

MIF

MET

PCS

FRC

WID

The table specifies the basis for creation of the folder hierarchy:

Name Type Level/Parent ‘ Basis for Folder name and its Location
1_Document Folder Root At the root level, of NPl Document Library, we will have
Template this folder

Folder Root At the root level, of NPl Document Library, we will have
ACS this folder

Folder Root At the root level, of NPl Document Library, we will have
APC this folder

Folder Root At the root level, of NPl Document Library, we will have
AUI this folder

Folder Root At the root level, of NPl Document Library, we will have
CMD this folder




Folder Root At the root level, of NPl Document Library, we will have
ECM this folder

Folder Root At the root level, of NPl Document Library, we will have
MIP this folder

Folder Root At the root level, of NPl Document Library, we will have
NET this folder

Folder Root At the root level, of NPl Document Library, we will have
PCS this folder

Folder Root At the root level, of NPI Document Library, we will have
PPC this folder

Folder Root At the root level, of NPl Document Library, we will have
RED this folder

Folder Root At the root level, of NPl Document Library, we will have
SES this folder

Folder Root At the root level, of NPl Document Library, we will have
SEC this folder

Folder Root At the root level, of NPl Document Library, we will have
sip this folder

Folder Root At the root level, of NPl Document Library, we will have
SPO this folder

Folder Root At the root level, of NPl Document Library, we will have
sSSP this folder

Folder Root At the root level, of NPl Document Library, we will have
TCS this folder

Folder Root At the root level, of NPl Document Library, we will have
TPC this folder

Folder Root At the root level, of NPl Document Library, we will have
VID this folder

Folders mentioned above would always be present, but would be visible to different users based on

their permission and the security group to which they belong. Here is the table specifying the
“Folder Names” and different “Security Groups” associated with those Folders. The users belonging
to those security groups will only have those folders visible for them.

Folders Security Group

1 Document Template

NPI DocTemplate Read, NPI DocTemplate Write

ACS

NPI_APD




NPI_APD
APC

NPI_APD
PCS ~

NPI_APD
PPC -

NPI_APD
AUI -

NPI_APD
TPC -

NPI_APD
TCS

NPI_CBU
SES

NPI_APD
CMD

NPI_COM
SPO

NPI_COM
FCM -

NPI_COM
NET -

NPI_COM
RFD -

NPI_COM
SFC -

NPI_ECD
MIP

NPI_ECD
2]

NPI_ECD
SSP

NPI_VDO
VID

5 Working with Documents using SharePoint 2010

5.1 Filename Nomenclature:

5.1.1 Products Document Library:
Products library has two content types associated with it

a) Marketing Content Type: This content type should be used for the marketing documents.
b) Change Notification Content Type: This content type should be used for PCN, PDN & Errata
documents.

Users have to select the correct content type so that the document will be saved with correct
nomenclature. Selecting a wrong content type will affect the filename nomenclature. The content type
selection drop down is displayed on the “Edit Properties” window while uploading the document
manually.




DCP Home » Products: 5t905

o The document was uploaded successfully and is checked out to you. Check that the fields below are correct and that all required fields are fille
file will not be accessible to other users until you check in.

Content Type Marketing ContentType ﬂ
e Marketi g ContentTyp
\ame |Change Notification A E—
| Content Ty,

Name field is non — editable in the properties page and fill all the mandatory fields and click on save file
should be saved

| - |

N E A X

43 Copy

Check Cancel Paste Delete
In Item
Commit Clipboard Actions

IDT » Products: Issue list Reviewed

6 The document was uploaded successfully and is checked out to you. Check that the fields below are correct and that all
required fields are filled out. The file will not be accessible to other users until you check in.

Content Type Marketing ContentType Izl

MName * 1 K =%
Title

Business Unit * MNOME [+ |

Product Line NONE [ |

Revision Date * 5/1/2012 =

Generic ID

5.1.1.1 Marketing Content Type

Document filename, for any document uploaded to DCP, and using Marketing Content Type, will follow
the below mentioned nomenclature: <First Part>_<Abbreviation for the Document type> <Date in
yyyymmdd format>_<Abbreviation for Language>.

Nomenclature is dependent on following:

o First Part : If Identifier is present as a part of Document metadata then First part
is Identifier else it will be Generic ID
Abbreviation for Document Type.
Date in “yyyy-mm-dd” format.

e Abbreviation for Language

Note: If English is selected as language, then (_<Abbreviation for Language>) will be replaced with
empty string.




For e.g. for a document with following metadata, the file name will be
“IdentityTsi721_APN_20110818":

e “IdentityTsi721” is identifier/Generic ID (if identifier is not a part of document
metadata)

e Document Type is “APN” (Application Note)

e Created date is of format YYYYMMDD (“20110818”)

e language is “English”

Whereas for a document with following metadata, the file name will be
“IdentityTsi721_APN_20110818 Ko”:

e Identifier is “IdentityTsi721”

e Document Type is “APN” (Application Note)

e Created date is of format YYYYMMDD (“20110818”)
e language is “Korean”

Document filename, for any document uploaded to DCP, and using Marketing Content Type, will follow
the below mentioned nomenclature: <First Part> <Abbreviation for the Document type> <Date in
yyyymmdd format>_<Abbreviation for Language>.

Nomenclature is dependent on following:

o First Part : If Identifier is present as a part of Document metadata then First part
is Identifier else it will be Generic ID
Abbreviation for Document Type.
Date in “yyyy-mm-dd” format.
Abbreviation for Language

The table below lists out the Document Types and the associated abbreviations to be used for
nomenclature.

Document Type Abbreviations to be used

Application Note APN
Block Diagram BDG
Datasheet DST
Datasheet Change Notice DCN
Flyer FLY
Manual MAN
Manual - Eval Board MAE




Manual - Reference Board MAR
Manual - Software MAS
Manual - User Reference MAU
Misc MSC
Model — BSDL MOB
Model — HSPICE MOH
Model - IBIS MOl

Model - Verilog MOG
Model - VHDL MoV

5.1.1.2 Change Notification Content type

Note:
there

Document filename, for any document uploaded to DCP, and using Marketing Content Type, will
follow the below mentioned nomenclature: <Identifier> <Abbreviation for the Document
type>_<Date in yyyymmdd format>_<Abbreviation for Language>.Nomenclature is dependent
on following:

o |dentifier of the document

e Abbreviation for Document Type.
e Datein “yyyy-mm-dd” format.

e Abbreviation for Language

For all the documents, with English as the language (_<Abbreviation for Language>) will not be

For e.g. for a document with following metadata, the file name will be
“IdentityTsi721_ERA_20110818":

e Partno. is “IdentityTsi721”

e Document Type is “ERA” (Errata)

e C(Created date is of format YYYYMMDD (“20110818”)
e language is “English”

Whereas for a document with following metadata, the file name will be
“IdentityTsi721_APN_20110818 Zh":

e Identifier is “IdentityTsi721”

e Document Type is “APN” (Application Note)

e C(Created date is of format YYYYMMDD (“20110818”)
e language is “Chinese”

The table below lists out the Document Types and the associated abbreviations to be used for
nomenclature.




Document Type Abbreviations to be used

Datasheet Errata DSE
Device Errata DER
Errata ERA
Product Change Notice PCN
Product Delete Notice PDN

Validations:

In Generic ID field no special characters are allowed except hyphen, comma, period and space.

In Identifier field no special characters are allowed except hyphen.

5.1.2 Corporate Document Library

Document filename, for any document uploaded to DCP Corporate Document Library, will
follow the below mentioned nomenclature: <Identifier> <Abbreviation for the Document
type> <Date in yyyymmdd format> <Abbreviation for Language type>. Nomenclature is
dependent on following:

e |dentifier of the document
e Abbreviation for Document Type.
e Datein “yyyy-mm-dd” format.

For e.g. for a document with following metadata, the file name will be
“IdentityTsi721_OVR_20110818":

o Identifier is “IdentityTsi721”
e Document Type is “OVR” (Overview)
e Created date is of format YYYYMMDD (“20110818”)

The table below lists out the Document Types and the associated abbreviations to be used for
nomenclature.

Document Type Abbreviations to be used

Advertising ADV
Articles ATC
Events \ Tradeshow EVT
Guide GDE
Image files IMG
Overview OVR
Presentations PPT
Press Release PRE
Product Brief PRB
Stationery System STA




Videos VID
White Paper WHP

Validations:
In Generic ID field no special characters are allowed except hyphen, comma, period and space.
In Identifier field no special characters are allowed except hyphen.

5.1.3 Package Document Library

Document filename, for any document uploaded to DCP Package Document Library, will follow
the below mentioned nomenclature: <Identifier> <Abbreviation for the Document
type> <Date in yyyymmdd format> <Abbreviation for Language type>. Nomenclature is

dependent on following:
o I|dentifier of the document
e Abbreviation for Document Type.
e Datein “yyyy-mm-dd” format.

For e.g. for a document with following metadata, the file name
“IdentityTsi721_OVR_20110818":

1.1.Identifier is “IdentityTsi721”
1.2.Document Type is “OVR” (Overview)
1.3.Created date is of format YYYYMMDD (“20110818”)

will  be

The table below lists out the Document Types and the associated abbreviations to be used for

nomenclature.

Document Type Abbreviations to be used ‘
Carrier / Package Type CPT

Certificates / Reports CRD

Materials Composition Declaration MCD

Product Change Notification PCN

Product Discontinued Notification PDN

Reflow Profile RPR

Validations:
In Package ID field no special characters are allowed except hyphen, comma and space.

In Identifier field no special characters are allowed except hyphen.




5.1.4 NPIDocument Library
Document filename, for any document uploaded to DCP, and using NPl Document Content Type, will
follow the below mentioned nomenclature, based on the type of Generic ID it has:

The following nomenclature will be applied to the manually uploaded documents
<Unique ID>_<Abbreviation for the Document type>_<Date in yyyymmdd format>

e UniquelD of the document will be Unique ldentifier in case Project Name may or may not
contain data.
Or
UniquelD of the document will be Project Name in case Unique Identifier is Empty
e Abbreviation for Document Type.
e Datein “yyyy-mm-dd” format.

For e.g. for a document with following metadata, the file name will be “Tsi721_APN_20110818":

e Unique Identifier is “Tsi721” in case Project Name may or may not contain any value
Or
Project Name is “Tsi721” in case Unique Identifier is Empty
e Document Type is “APN” (Application Note)
e Created date is of format YYYYMMDD (“20110818”)

The table below lists out the Document Types and the associated abbreviations to be used for
nomenclature.

Document Type Abbreviations to be used

Market Requirements Document MRD
Product Requirements Document PRD
Design Requirements Specification DRS
Functional Specification Document FSD
Return on Investment ROI
Gate Review Presentation GRP
Plans (General) PLN
Project Risk Assessment PRA
Tape Out Checklist TOC
Test Results TRE
Reports REP
New Product Announcement NPA
New Product Launch NPL
Miscellaneous MSC

Validations:




In Project Name field no special characters are allowed except hyphen.
In Unique Identifier field no special characters are allowed except hyphen.

5.1.5 ISO Document Library
Document filename for any document uploaded to DCP ISO Document Library, will follow the below
mentioned nomenclature: <DocumentTypeAcronym>-<Spec Number>.
Nomenclature is dependent on following:
i Document Type Acronym
ii. 4 ormore alphanumeric characters string.

For e.g. for a document with following metadata, the file name may be “BlJ-1233” or “BlJ-
AAAA” or “BlJ-12AA” etc

e Document Type Acronym is “BlJ”

B8 0L X

53 Copy
Check Cancel Paste Delete
In Item
Commit Clipboard Actions
DCP Dev F IS0 test &

o The document was uploaded successfully and is chedked out to you. Chedk that the fields below are correct and that
all reguired fields are filled out. The file will not be accessible to other users until you chedk in.

o Items on this list require content approval. Your submission will not appear in public views until approved by someone | =
with proper rights. More information on content approval.

Content Type IS0 Form El
Content Type for IS0 Form
Name * Bl
Title
IS0 Product Line SFC [«
IS0 Document Type Burn-In El
Drocument Type Acronym
Spec Number * I ISOMNomenclature I
Ch
=nag Message from webpage ﬁ

ICHCM
Reason i 1 Momenclature rules have renamed the file as: 'BU-ISOMomenclature',

' Do you wish to proceed 7
Referen
Section i =

[ ok ] [ Canccl ] ode: On

The table below lists out the Document Types and the document type acronyms to be used for
nomenclature.




Document Type Document Type Acronym

BlJ Burn-In

DCA Document Control
DCC Document Control
DCH Document Control
DCP Document Control
DCQ Document Control
DCN Document Control
DRC Design Rules

DRJ Design Rules

DRP Design Rules

DRS Design Rules

DRQ Design Rules

DSN Design Control Specifications
ENA Environmental
ENC Environmental
ENS Environmental
ENJ Environmental
ENQ Environmental
ENP Environmental
FRA IDT Forms

FRC IDT Forms

FRG IDT Forms

FRH IDT Forms

FRJ IDT Forms

FRP IDT Forms

FRS IDT Forms

FRN IDT Forms

FSA Facility

FSC Facility

FSJ Facility

FSP Facility

LSA Laser Sort




LSJ Laser Sort

LSS Laser Sort

MAA Manufacturing/Assembly
MAC Manufacturing/Assembly
MAG Manufacturing/Assembly
MAJ Manufacturing/Assembly
MAP Manufacturing/Assembly
MAS Manufacturing/Assembly
MAQ Manufacturing/Assembly
MPA Material Procurement
MPC Material Procurement
MPG Material Procurement
MPH Material Procurement
MPJ Material Procurement
MPP Material Procurement
MPS Material Procurement
MQJ Quartz Spec's

MSA Material

MSC Material

MSH Material

MSJ Material

MSP Material

PDA PDAE's

PCA Production Control

PCG

Production Control




PCH Production Control

PCJ Production Control

PCS Production Control

PSA Product/Marketing

PSC Product/Marketing

PSJ Product/Marketing

PSP Product/Marketing

PSS Product/Marketing
Qcc Quality

QCG Quality

QCH Quality

Qc) Quality

QcpP Quality

Qcs Quality

QCN Quality

QCA Quality

QPN Quartzware Dwg

SAA Safety

SAJ Safety

SAS Safety

SAC Safety

SAF Safety

SOA Std. Operating Proced's
SOC Std. Operating Proced's
SOH Std. Operating Proced's
SOJ Std. Operating Proced's
SOP Std. Operating Proced's
SOS Std. Operating Proced's
SON Std. Operating Proced's




SPA Statistical Process Control
SPC Statistical Process Control
SPH Statistical Process Control
SPJ Statistical Process Control
SPP Statistical Process Control
SPS Statistical Process Control
SRS Shipping/Receiving

TOS Test Specifications

TSA Test Specifications

TSC Test Specifications

TSG Test Specifications

TS) Test Specifications

TSP Test Specifications

TSS Test Specifications

TSQ Test Specifications

TSN Test Specifications

TCJ Test/Wafer Cert. Test's
WFA Wafer Fab Spec's

WEFC Wafer Fab Spec's

WFH Wafer Fab Spec's

WEFJ Wafer Fab Spec's

WFS Wafer Fab Spec's




WFQ Wafer Fab Spec's
WHO Runcards

\uvel Runcards

WOS Runcards

woQ Runcards

ICS ICS

STG STG Spec's

TPG Test Prog's

Validations:

In Name field no special characters are allowed except hyphen.

Note: Document Type Acronym and Document type are linked. For each document type there will be
certain number of Document type acronyms. The user has to select the document type acronym and

enter the value in spec number field to generate the filename.

5.1.6 ISO Content Types

ISO document library has multiple content types associated with it. While uploading the
document into the ISO library, user can choose the correct content type from the drop down list
on the “Edit Properties” Window. Selecting the correct content type will associate the correct

metadata fields to the document being uploaded.

Content Type

Spec Mumber *

Mame *

IS0 Spec
IS0 Drawing

IS0 Test Program

IS0 5CD
150 FPDAE

bt

Content Type Drop Down on the Edit Properties Window

5.2 How to upload a document to a Document Library?

e Enter into the site, by typing the site URL (http://docs.idt.com) in Browser.
e Click on the Document Library name, present on left hand side of the site (also called left

navigation bar), where we need upload the documents.

e Now click on “Add new item” link, present on the middle-right area of the site (shown in

fig.)



http://docs.idt.com/

Library Tools

Site Actions ~

L7

Browse Documents

} o V) Ay Check Out = = ! Version History J Q'_]SendTo-
> < e £ é f
j j —‘/} {3 CheckIn =/ = &8 Document Permissions b=d * Manage Copies
New Upload New Publish to Delete from Edit View Edit E-maila Alert Download a
Document» Document. Folider IDT.com IDT.com Document 53) Discard Check Out ~ Properties Properties ¢ Delete Document Link Me. Copy Go To Source
New Open & Check Out Manage Share & Track Copies
Libraries 'vl Type Name Business Unit DCPApprovalWF Document Type Generic ID Product Line

Products

Tsi721_AN_20110818 i new coM

Application Note/Technical Paper 0001 ACS

Figure 3: Products Document Library

e C(Click on “Browse” Button, as shown in fig:

Upload Document 0 x

DCP Home » Products : Upload Document

Upload Document
Name:
Browse to the document you

intend to upload. Browse...

Add as a new version to existing files

Destination Folder

Folder:
Spedify the folder in this
document library where the . _
document should be saved. /AUI/1_Generic Docs/ Choose Folder...

Version Comments
Version Comments:
Type comments describing p
what has changed in this
Vversion.

Figure 4: Document Upload screen




e A new window will appear, navigate to the path, from where we need to upload the

document, select the document (this will enter the document name in the file name text

box) and press “Open” Button.

78 Coose File to Upioad S ———————————————

O—O [- Desktop »

-~ I 5 ' ' Search Desktop = |

Organize ¥

New folder

(el

= | 17 bytes
»& Favorites A Test2:ta
HEl Desktop } Text Document
# Downloads L1 17 bytes
. Recent Places 2 Test3.txt
| Text Document
= b R = J 7 bytes
~a Libraries —d 1 Y
%) Documents b Testd.oc
D i | Text Document
Music | 17 bytes
Pict
=) Pictures L TestS.txt
Videos | Text Document

| 17 bytes
1" Computer = 151721 AN_20110818.tat
ﬁ Local Disk (C:) l Text Document
c_a Local Disk (D:) - e

File name:l Tsi721_AN_20110818.0¢ || ~ |AuFites .9

e 11

Cancel

Figure 5: Selecting a document to upload

e Full document path will now appear in the upload document section. Now, Click on

“OK” button to continue uploading the document.

Upload Document

Upload Document

Browse to the document
you intend to upload.

Overwrite existing files

[«

Figure 6: Document upload screen with selected document.

e Now enter the correct values and click “Save” button to save the data.




DCP Home » Products: 5t905

o The document was uploaded successfully and is checked out to you. Check that the fields below are correct and that all required fields are filled out. The
file will not be accessible to other users until you check in.

Content Type

Name *

Title

Business Unit *

Product Line

Revision Date

Document Type

Generic ID

Identifier

Short Description

Product Tree

Language

Version: 0.1

Marketing ContentType El

5T905

5T905 Test Title

APD [+]
APC [+]
8/11/2011

Application Note

.pdf

[~]

TSI1721

lacsz

English EI

Created at 11/10/2011 11:53 AM by Reddy, Chandrashekar

Last modified at 11/10/2011 11:53 AM by Reddy, Chandrashekar

Figure 7: Document edit properties screen

Field Name \ Data Type \ Purpose Required/Optional

Name Single Line of Text Used for string the Name of the | Required
Document.

Title Single Line of Text Used for storing the title to be | Optional
displayed to the users.

Business Unit Choice Column Used for storing the associated | Required
Business Unit of the document.

Product Line Choice Column Used for storing the associated Sub | Optional
Business Unit of the document.

Revision Date Date Used for string the date of revision | Optional
of the document, after it s
published.

Generic ID Single Line of Text Used for storing the document ID. Optional

Document Type | Choice Column Used for storing the associated | Required
Document Type of the document.

Short Multiple Line of Text | Used for writing the description for | Optional

Description

the document.




e Once the user clicks on “Save” button a pop up message is displayed with the new
filename. This pop up message is displayed to confirm the filename before applying it to the
document. If the users feels that filename is correct he/she can click on “OK”. To correct the
filename click on “cancel” and the user is returned to the “edit properties” window.

Message from webpage l&

% Momenclature rules have renamed the file as: 'TSI721_APM_20110811",
¥ Do youwish to proceed 7

Ok l ’ Cancel

e Once the user clicks on OK, a confirmation message will be displayed.

Message from webpage Iél

l L File 'TSI721_APMN_20110811" is saved successfully.

e A new record would be added to the Document Library, as shown in the following

screenshot.




brary Tools
Reddy, Chandrashekar ~
Site Actions ~ Documents  Library
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Figure 8: Products Document Library with uploaded document

e As we can see, based on “Business Unit”, “Product Line” and the document name, it
should be saved into the corresponding folder.

e NOTE: While entering the values, the fields marked in red * are mandatory and cannot
be left blank.

5.3 How to overwrite an existing document?
5.3.1 How to overwrite a document using the “replace document” option?

e Enterinto the site, by typing the site URL (http://docs.idt.com) in Browser.

e C(Click on the Document Library name, present on left hand side of the site (also called left
navigation bar), where we need upload the documents.

e Navigate to the document which needs to be replaced

e C(Click on the arrow next to the document name to open the menu.

= BI1-1122 -

Figure 9 Down arrow next to filename

e C(Click on “Replace Document” option
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[ Type Mame I1S0Approval WF I1S0TraimngMotificati
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Cx test View Properties
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A [ BI1-1122 =| Edit Document
BIJ-2323 fy Check Out
- e % Cancel Approval
__)] Version History
= DeH-1234 % Approve/Reject
Compliance Details
) (& Workflows
g Add document
Alert Me
1| U Send To k
= ma -

Figure 10 Edit Control Block - drop down menu

e In order to replace a document, the document must be checked-out to you. If it is not,
system will prompt you to check-out the document.

Replace Document

9 You must check out this item before making changes. Do you want to check
out this item now?

oK ] [ Cancel

Figure 11 System Prompting with a message to check out the document before replacing

e C(Click OK to check-out the document. If you click “cancel” the replace operation will be
cancelled.

o System will then display the “replace document” window which will allow you to select the
new document that will replace the current document in the library.




Replace Document

FileName: BIJ-1122.txt

Replace File: | Browse...

Update revision date automatically

[ Submit ] [ Cancel

Figure 12: Replace document window

Click on Browse button to open the select document window
Select the document to be uploaded and click on Open button

Choose -‘.-.-

Organize v New folder

¢ Favorites
Bl Desktop

.. Diamond Resorts

| oT Chandra
& Downloads ’& e
.. Interviews —

. | Computer
I Tesla ‘&! System Folder
. Documentation

.. Granite h Network
. Elan Pharma ‘w‘ System Folder

Libraries

I TL System Folder

= Recent Places
Tonl kit

. ﬁ Canon Solution Menu EX

File name: > | Al Files ()

e

Figure 13- Select document window

Select file path will now be displayed in the “Replace File” field on the “replace document”
window




Replace Document

FileName: BI1-1122.txt
Replace File: E:‘\chandra\WinWire Projects\IDT\Test1D_ OWVR_

Update revision date automatically

[ Submit ] [ Cancel ]

e The check box “Update revision date automatically” will be selected by default. This will
ensure that the “revision date” for the document is updated as soon as the file is replaced. If
you do not want the system to update the revision date please uncheck the check box

“update revision date automatically”.

Replace Document

FileName: BIJ-1122.txt
Replace File: E:\chandraiWinwire Projectsh\IDT\Test1lD_OVR_

Update revision date automatically

[ Submit ] [ Cancel ]

e Click on Submit button to complete the replace operation.

e Assoon as the document is replaced successfully, system will display a success message.

o Click exit to close the window and start the “Auto Check-in” feature.

o If you remember, before replacing the document system has prompted you to check-out the
file so that no-body will make the changes to the document while you are working on it. So
after replacing the document with another file, we now need to check in the document so
that it is available for other users.

e To know more about the “Auto Check-in” feature please go to section 5.8.2 and section
5.12.2 will show to manually check-in the document.

o If you select a type of file which is different than the one trying to be replaced, you will get
an error message as shown in the below screenshot. You cannot replace a Word Document
with PDF file, Word document with an excel file, etc.




Replace Document

FileName: BIJ-1122.txt
Replace File:
Update revision date automatically

[ Submit ] [ Cancel ]

The file being uploaded is of different file type than the file being replaced in the library. The file being uploaded should be .txt

Figure 14 Replace file error

e If the document is checked out by another user you cannot replace it. System will display the

following error message, when you attempt to replace the document checked-out by another

user.

Replace Document

You cannot replace this document while checked out or locked for editing by
another user.

5.3.2 How to overwrite a document using the “ Add new item” option?

e Enter into the site, by typing the site URL (http://docs.idt.com) in Browser.
e C(Click on the Document Library name, present on left hand side of the site (also called left

navigation bar), where we need upload the documents.
e Now click on “Add new item” link, present on the middle-right area of the site (shown in

fig.)
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Browse Documents
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j j —‘/} {3 CheckIn =/ = &8 Document Permissions b=d * Manage Copies
New Upload New Publish to Delete from Edit View Edit E-maila Alert Download a
Document» Document. Folider IDT.com IDT.com Document 53) Discard Check Out ~ Properties Properties ¢ Delete Document Link Me. Copy Go To Source
New Open & Check Out Manage Share & Track Copies
Libraries 'vl Type Name Business Unit DCPApprovalWF Document Type Generic ID Product Line

Products

Tsi721_AN_20110818 i new coM

Application Note/Technical Paper 0001 ACS

Figure 15: Products Document Library

e C(Click on “Browse” Button, as shown in fig:

Upload Document 0 x

DCP Home » Products : Upload Document

Upload Document
Name:
Browse to the document you

intend to upload. Browse...

Add as a new version to existing files

Destination Folder

Folder:
Spedify the folder in this
document library where the . _
document should be saved. /AUI/1_Generic Docs/ Choose Folder...

Version Comments
Version Comments:
Type comments describing p
what has changed in this
Vversion.

Figure 16: Document Upload screen




e A new window will appear, navigate to the path, from where we need to upload the

document, select the document (this will enter the document name in the file name text

box) and press “Open” Button. Here the filename of the document which is yet to be

uploaded should be the same as the file in the library which need to be overridden.

48 Choose File to Upload e —

OQ [- Desktop »

-~ I 5 | ' Search Desktop o |

Organize -

»& Favorites
Bl Desktop
& Downloads
. Recent Places

~a Libraries
%) Documents
J” Music
| Pictures
Videos

™ Computer
&L, Local Disk (C2)
c_@ Local Disk (D:)

New folder

-

17 bytes
Test2.txt
Text Document
17 bytes
Test3.txt
Text Document
17 bytes
Testd .txt
Text Document
17 bytes
TestS.tct

Text Document
17 bytes

Ti721 AN 20110818.txt
Text Document
13 h\.ﬂﬁ

File name:l Tsi721_AN_20110818.0¢ || -~

-~ 0 @

(el

[Au Fites =9

I l Open I I Cancel

Figure 17: Selecting a document to upload

o Full document path will now appear in the upload document section. Now, Click on
“OK” button to continue uploading the document.

e Now enter the correct values and click “Save” button to save the data.

Upload Document

Upload Document

Browse to the document
you intend to upload.

C:\Users\ineet\Desktop\Tsi721_AN_2011§_

Overwrite existing files

[«

Figure 18: Document upload screen with selected document.




DCP Home » Products: 5t905

o The document was uploaded successfully and is checked out to you. Chedk that the fields below are correct and that all required fields are filed out. The

file will not be accessible to other users until you check in.

Content Type
Name *

Title

Business Unit *
Product Line

Revision Date

Document Type *

Generic ID

Identifier

Short Description

Product Tree

Language

Version: 0.1

Marketing ContentType El

5T905

5T905 Test Title

APD [+]
APC [+]
8/11/2011

Application Note

.pdf

[=]

TSI1721

[acez

English EI

Created at 11/10/2011 11:53 AM by Reddy, Chandrashekar

Last modified at 11/10/2011 11:53 AM by Reddy, Chandrashekar

Figure 19: Document edit properties screen

Name Single Line of Text Used for string the Name of the | Required
Document.

Title Single Line of Text Used for storing the title to be | Optional
displayed to the users.

Business Unit Choice Column Used for storing the associated | Required
Business Unit of the document.

Product Line Choice Column Used for storing the associated Sub | Optional
Business Unit of the document.

Revision Date Date Used for string the date of revision | Optional

of the document, after it s
published.




Generic ID Single Line of Text Used for storing the document ID. Optional

Document Type | Choice Column Used for storing the associated | Required
Document Type of the document.

Short Multiple Line of Text | Used for writing the description for | Optional
Description the document.

e Once the user clicks on “Save” button a pop up message is displayed with the new
filename. This pop up message is displayed to confirm the filename before applying it to the
document. If the users feels that filename is correct he/she can click on “OK”. To correct the

III

filename click on “cancel” and the user is returned to the “edit properties” window.

Message from webpage lﬁ

% Momenclature rules have renamed the file as: ' TSIZ21_APM_20110811".
¥' Doyouwishto proceed 7

Ok l ’ Cancel

e Once the user clicks on OK, a confirmation message will be displayed.

Message from webpage I&

l L File 'TSI721_APMN_20110811" is saved successfully.

e A new record would be added to the Document Library, as shown in the following
screenshot.
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Figure 20: Products Document Library with uploaded document

e As we can see, based on “Business Unit”’, “Product Line” and the document name, it
should be saved into the corresponding folder.

e NOTE: While entering the values, the fields marked in red * are mandatory and cannot
be left blank.

Note: Applicable for document libraries with version history disabled (not enabled).

5.4 How to Upload Multiple Documents to Document Library?
e Enterinto the site, by typing the site URL (http://docs.idt.com ) in Browser.

e Click on the Document Library name, present on left hand side of the site (also called
left navigation bar), where we need upload the documents.

e Now from the ribbon tab, click “Upload Document’ icon and then “Upload Multiple
Documents” to upload multiple Documents (as shown in fig.).
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j j . G ' B Q) Alert Me + Y &) *)
New
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Upload a document from your Open & Check Out Manage Share & Track Copies Workflows

computer to this libra

PD Business Unit

Upload Multiple Documents
Upload muiltiple d
0

Libraries

DCPApprovalWF Document Type Generic ID Modified By Business Unit

There are no items to show in this view of the "Products” document library. To add a new item, dick "New" or "Upload”,

Tasks
% Add new item

. On click of “Upload
Multiple Documents” a new window would appear as shown in below fig.

. From the left panel
(highlighted below in red), we can select the path where we have the documents to be
uploaded.

. From the right panel

(highlighted below in red), we can select the files to be uploaded (by checking on the check
box present before every file).

° Now, click on “OK” button
to upload the documents (highlighted below in red).

Destination Folder Folder:

Spedify the folder in this document lbrary where the document should be saved.
/APD Business Unit/ Choose Folder...

J. IDT Sharepoint2010.Deployment Files
J. IDTCustomApprovalWF

1. NexPrise Projects Export2

). TeamViewer 5.0.8703

435KB 81772 .

< n | ’

o Now user would be prompted for saving the document (shown in below fig.).
e Click on “OK” button to save the documents (shown in below fig.).




Internet Explorer L"-J

(6.' You are about to upload 3 file(s) to 122.181.132.122.

Do you want to continue?

e Now all the documents would be uploaded (in checked-out mode) as shown in below
fig.

e Note: More on “Check-In/Check-Out” is covered later in section 6.9.

IDT = Products > APD Business Unit

IDT List Instance

[ Type Name DCPApprovalWF Document Type  Generic ID Modified By
Tsi721_AN_20110818 System Account
3 HEW
Tsi722_AN_20110818 System Account
£ HEW
Tsi723_AN_20110818 System Account
£ HEW

% Add new item

e Please check-in all the documents and add all the mandatory fields by taking the
reference of section 6.9.2.

5.5 How to insert values into a List?
e Enter into the site, by typing the site URL (http://docs.idt.com) in Browser.

e C(Click on the List name, present on left hand side of the site (also called left navigation
bar), where we need to add an item.
e Now click on “Add new item” (highlighted below in red).



http://docs.idt.com/

List Tools

Site Actions ~ @ [EEIENERY Items  List

IDTDevelopment » LanguageType » All Items ~

LAt

IDTDevelopment Home bsearch esearch This List: LanguageTyp-E]

Libraries [ o DisplayName Code
Products 1 English En
Corporate 2 Chinese Zh
Lists 3 Korean Ko
Tasks

BusinessUnit
HF Add new item

DocType

Iﬂ\guage‘rype I

ProductLine

e A new window would appear prompting user for entering the data (as shown below).
e NOTE: Field appearing on the form may differ from list to list based on list fields.
e Enter the data and click on “Save” button to save the data (shown in below fig.).

LanguageType - New Item

A

HE DO, 0V

Save Cancel Paste AtFt?ch Spelling
ne -
Commit Clipboard Actions Spelling
DISDIayName - Japanese
Code Ja

[

e Anew record would be added as shown in below fig.




IDTDevelopment » LanguageType * All [tems

L
IDTDevelopment Home bsearch esearch This List: LanguageTyD-E

Libraries 0 1o DisplayName Code
Products 1 English En
Corporate - Chinese Zh
Lists 3 Korean o
Tasks 4 Japanese Ja

BusinessUnit
% Add new item
DocType

LanguageType

5.6 How to Create Folders in a List\Document Library?
e Enterinto the site, by typing the site URL (http://docs.idt.com ) in Browser.

e C(Click on the Document Library name, present on left hand side of the site (also called
left navigation bar), where we need to create a folder.
. Click on Documents tab present on top of ribbon as shown in the fig.

. Click on “New Folder” icon to create a folder (Highlighted below in red).

Library Tools

Site Actions + @8  Browse Documents

) New Document . (@) Make Available to IDT.com E-mail a Link j
) Upload Document . @) Make Unavailable from IDT.com G Q" Alert Me =
Edit View Edit Copies
4 New Folder Document Properties Properties X -

New Open & Check Out Manage Share & Track

Home » Products ?» All Documents
Share a product document with the team by adding it to this document library.

Libraries | 1D Type  Name Title

| Products

° A new window will open as shown in below fig., prompting user to enter

the name of the folder.
. Enter the name for the folder and click on save button.
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New Folder

H $ Cut

Save Cancel Paste

23 Copy

Commit Clipboard

Home » Products : New Folder

INamE * FCM[ i
e

. A new folder would be created with the above specified name.

5.7 How to View Properties of an uploaded Document?
e Enter into the site, by typing the site URL (http://docs.idt.com ) in Browser.
e Click on the Document Library name, present on left hand side of the site (also called
left navigation bar), where we need to view the Document properties.

e Now select the checkbox, present just before every item (shown in fig.), corresponds to
the item for which we want to view the properties.

o Now from the ribbon tab, click “View Properties” icon to see the property of the
Document (as shown in fig.).

Library Tools

Site Actions ~ @ Browse [N

N }j . > Y} 3R _é Check Qut

A

Version Histor

= Y Y $)SendTo.
;-/’/2 @ Document Permissions ‘l ‘é 43

View Edit E-maila Alet Download a
Properties Properties ¢ Delete Document Link Me . y

— Check In Manage Copies
New Upload New Publish to Delete from Edit
Document + Document+ Folder [DT.com IDT.com Document Discard Check Out Go To Source

New Open & Check Out Manage Share & Track Copies
Libranes Type Name Business Unit DCPApprovalWF Document Type Generic ID Product Line Modified
Prodicts | Test Title o v CoM Application 0001 APC 8/25/2011 12:04 AM
Note/Technical
Paper

Lists

Tasks
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e A new screen would appear displaying the property of the item.
e From this window, we can edit and delete item as well (as shown in the fig., from ribbon
control).

e Click on Close button to exit to the main screen.

Version History L i Alert Me
@ Manage Permissions - & Workflows
Check
Item WX Delete Item Out

Manage Actions

TTTrE TEST TIUE
-

Document ID USZ2Z7HIQHKSU-3-17
Business Unit COM
Product Line APC
Revision Date 8/11/2011
Generic ID 0001
Document Type Application Note/Technical Paper
Short Description Test Description

MNexPrise_Reference_ID 2

m

Is Public
Start Publish Date
Stop Publish Date

Product Tree

Created at 8/24/2011 11:45 PM by System Account

Content Type: Marketing ContentType
Last modified at 8/25/2011 12:04 AM by System Account I [

e Note: Properties of 2 documents cannot be seen by selecting 2 check boxes and clicking
on “View Properties”.

5.8 How to edit properties of an uploaded document?

5.8.1 Auto Check-in feature disabled
e Enter into the site, by typing the site URL (http://docs.idt.com) in Browser.

e Click on the Document Library name, present on left hand side of the site (also called
left navigation bar), where we need to edit the Document properties.

e Now select the checkbox, present just before every item (shown in fig.), corresponds to
the item for which we want to view the properties.

e Now from the ribbon tab, click “Edit Properties” icon to edit the property of the
Document (as shown in fig.).



http://docs.idt.com/

Library Tools

Site Actions ~ 8 Browse Documents

* p S Check Out | Version History o 5 % )SendTo .
> 7, Tl ‘
= v L) g ‘ 0
—] j A ‘h Check In [$3 Document Permissions —] A Manage Copies
New Upload New Publish to Delete from Edit % View Edit E-maila  Alert Download a
Document . Document. Folder IDT.com IDT.com  Document |&, Discard Check Out  Propertied Properties BX Delete Document Link  Me. Copy Go To Source
New Open & Check Out alinage Share & Track Copies
Libraries Business Unit DCPApprovalWF Document Type Generic ID Product Line
Products
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e A new screen would appear displaying the property of the item in edit mode.

present on the bottom of the form and also on the ribbon control, anyone could be used for

Edit the properties which we want to edit and then click on “Save”button(save button is

saving the document)

e 3 Cut
B ooy | PN

Cancel Paste Delete
Item
Commit Clipboard Actions
-
Name = 111 aSCil
Title 111.ASCII
Business Unit ™ vDOo E]
Product Line pcs [=]
Revision Date 8/22/2011 ;;:,
Generic ID 333
=
Document Type ™ Application Note echnical Paper E] E
Short Description dfdsfdsfdfd -
Created at 8/22/2011 4:27 AM by Rani Ghadge [
Last modified at 8/22/2011 4:34 AM by Chandrashekar Reddy

5.8.2 Auto Check-in feature enabled

e Enter into the site, by typing the site URL (http://docs.idt.com) in Browser.

o Click on the Products Document Library, present on the top.
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e Now select any document which is published in products library open the ECBmenu and
select the option Edit properties.

CR43_M3C_20120423

17754 L'EE Doc Control Portal t‘d Replace Document
& Mowve Document
@E]I eweq_ALL 2012032 View Properties

) I} Edit Properties
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L‘_’ Edit Document
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© Fublish to idt.com

ILE performance Sinew | &2
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Send To 3

Manage Permissions
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. x Delete ~ ~
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e Now Edit and click on save.




Products - mur test CR43_MOV_20120528.txt

WE D X

Save Cancel Paste Delete
Item
Commit Clipboard Actions
A
Dacument Type * Model - VHDL [=]
Short Description 4343 &
Language * English E|
Identifier =

Product Tree | <&

DCPApprovalWF

Version: 11,2 g l c | I
Crastad 3F 41709017 11041 AM hu Mordh aVe ance

e Now it should navigate to the check in page after clicking on save.

Check in

IDT » Check im
wse this page rto check imn a document that vou have currently checked out.

Wersion kind of wersion would you like to check in?

Select the type of version vou rersi 4
ST e byeE ot e 1.2 Minor wversion (draft)
12 .0 Major wersion (publish)

11.1 Owverwrite the current minor wversion

Retain Check Out
Retain your check ocut after checking in?

Other users will Not see your = S

changes untl you check in. TF = Yes @ Mo

you wish to continue editing, you

can retain your check out after

checking in.

Comments
Comments:

Type comments describing what
has changed in this version.

Now any option from above three options and click on ok and see that the file is checked in after that.




5.9 How to edit the Uploaded Document?
e Enterinto the site, by typing the site URL (http://docs.idt.com) in Browser.

e C(Click on the Document Library name, present on left hand side of the site (also called

left navigation bar), where we need to edit the Document properties.

e Now select the checkbox, present just before every item (shown in fig.), corresponds to

document which we want to edit.

e Now from the ribbon tab, click “Check Out’ icon to Check out the Document (as shown

in fig.).

e Now, again from the ribbon tab, click “Edit Document” icon to edit the Document (as

shown in fig.).

0 0 Documents Library
N 4 Check Out | : Version History 3 #)SendTo.
P o © 2 S 28
—d —~ Check In =/ 7 4B Document Permissions Manage Copies
New Upload New Publishto Delete from Edit View Edit E-maila Alert Download a Wor
Document+» Document. Folder IDT.com IDT.com Document] Discard Check Out  Properties Properties >( Delete Document Link Me. Go To Source
New il 1 & Check Out Manage Share & Track Coples
Libraries Type Name Business Unit DCPApprovalWF Document Type Generic 1D Product Line Modified
l Products I 151] Test Title © new COM Application 0001 APC 8/25/2011 12:04 AM
Note/Technical
Paper
B Tsi721_AN_20110818 | A 5/2011 12 A
- NCY
Lists

Tasks

e On click of “Edit Document” icon, it’'ll prompt with a warning message, as shown in fig.

Click on “OK” button to continue.

Message from webpage - &

Some files can harm your computer. If the file information looks
suspicious or you do not fully trust the source, do not open the file.

You are opening the following file:

File name: Testl.tt
From: 122.181.132.122:7000

I[ oK ]I[ Cancel |

o Now it'll open the uploaded document. Make the desired changes. Save the document

and close it.

e Select the checkbox, present just before every item (shown in fig.), corresponds to the

item for which we edited just now.
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e Now from the ribbon tab, press “Check In” icon to Check in the edited document (as
shown in fig.).

Library Tools

Site Actions ~+ Browse

Documents

o Y Check Out k z Version History N $)SendTo

: o e z ¢ 3

= - 4 © 2 5
; s {g Checkin > s &B Document Permissions

New dit

Manage Copies
N Upload New Publish to Delete from View Edi E-maila Alert Downloada Worl
Document+ Document. Folder IDT.com  IDT.com Document _uf_;Dls(ard Check Qut  Properties Properties X Delete Document Link Me . Copy Go To Source
New Open & Check Out Manage Share & Track Copies
Libraries | Type Name Business Unit DCPApprovalWF Document Type Generic ID Product Line Modified
Products Test Title © raw com Application 0001 APC 8/25/2011 12:04 AM
Note/Technical
Paper
B Tsi721_AN_20110818 COM 002 APC 8/25/2 2
wew
Lists
Tasks

4 Add new item

e Now select the kind of version which we need for the updated document, update it with

proper comments and click“OK” to check in and save the document.

Ve rsion
What kind of version would you hike to check n?
Select the type of verseon you [ 1
- 1.3 VO rs.on r
woudd e to chedck in | J Minor version (draft)
2.0 Major version (publish)

1.2 Overwrite the current MINOr version

Retam Check Out

Retain your check out after checking in7?
Other users will NOL BEe yOuIr - Yes No
changes until you chedk n. If

you wish to continue editng,

YOU Can retan your check out

after cheching .

™

Commants:
Type comments describeng -
what has changed n this

)

o Now our document is saved in the document library with proper version and comment
attached to it.

e Note: More on Check-In/Check-Out of the document is covered in section 12-h. of this
document.

5.10 How to download a copy of the document from SharePoint?

e Enter into the site, by typing the site URL (http://docs.idt.com) in Browser.

e Click on the Document Library name, present on left hand side of the site (also called
left navigation bar), from where we need to download the Document.
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e C(Click on the arrow button, present on the right side of the Name field, for the item for
which we want to download the document.

e Now take the cursor to “Send To” option.

e A new popup will appear, select “Download a Copy” from there (shown in fig.).

Libraries [[] Type Name Business Unit DCPApprovalWF Document Type Generic ID Product Line

Note/Technical
Paper

E View Properties COM Application
[# Edit Properties

7] @&y [fTest Title =rev com Application 0001 APC
Products

Paper

Lists o .
@) Edit in Microsoft Word

% Ad¢ [ Check In
|#; Discard Check Out

Tasks

Compliance Details
4L} Products & Workflows
b <& Product Tree : Alert Me
i 1 Send To | L T Other Location
Manage Permissions JJ E-mail a Link
Delete Create Document Workspace
I Download a Copy l
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e A new window will appear, prompting user to save the document.

e C(Click on “Save” to save the document.

File Download &

Do you want to save this file?

Name: New_Text_Document.txt
Type: Text Document
From: 122.181.132.122

[ save || Cancel |

i > ! While files from the Intemet can be useful, some files can potentially
0/ ham your computer. if you do not trust the source. do not save this
- file. What's the risk?

e Screen would display a window, prompting user for the path to save the downloaded
document.

e Click on “Save” button to save the document (shown in fig.).

e After downloading our document would be present in the selected path.
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5.11 How to create a new document in a Document Library?
e Enterinto the site, by typing the site URL (http://docs.idt.com)in Browser.

e C(Click on the Document Library name, present on left hand side of the site (also called
left navigation bar).

e Under the Library Tools tab, in Ribbon control (as shown in fig.), Click on Documents tab
e Now click on “New Document”’ icon, present on the Ribbon control (as shown in the

fig.), to create a new document.

Library Tools

F . A & Check Out Version History S , 1Send To ~
) 3 ) > (¥ - ’ 4 TR
{3 CheckIn 3 Document Permissions Manage Copies
New Upload New Publish to Delete from Edit View Edit E-maila Alert Download a
Document -§Document » Folder IDT.com IDT.com Document Discard Check OQut  Properties Properties )¢ Delete Document Link Me - Copy Go To Source
New Open & Check Out Manage Share & Track Copies
Libraries ] Type Name Business Unit DCPApprovalWF Document Type Generic ID Product Line

Products There are no items to show in this view of the "Products” document library. To add a new item, click New” or "Upload”.

4 Add new item

o User would be prompted with a warning message. Click on “OK” button to continue



http://docs.idt.com/

e Note: This is a warming message generated by "SharePoint OpenDocuments Class
ActiveX control (Filename: OWSSUPP.DLL). It is possible to turn off this warning message by
disabling the “SharePoint OpenDocuments Class” add-on from Internet Explorer >> Manage
Add on screen but this will also turn off the ability to interact with the SharePoint document
library through Microsoft office applications such as MS Word, MS Excel, MS PowerPoint,
etc.

[ Message from webpage l!‘&

Some files can harm your computer. If the file information looks
suspicious or you do not fully trust the source, do not open the file.

You are opening the following file:

File name: template.dotx
From: 122.181.132.120:2000

OK l " Cancel S

e After this, user would be prompted to enter their credentials. Please enter the correct
credentials and continue.

e A new document would be opened. Enter the desired text in the opened document and
then enter the mandatory field press “Ctrl + §” to save the document, the same could be
done from documents “File 2Save” option as well.

e A new window would appear where user would be prompted to save the document, as
shown in below fig.

e Please check the document path on the address bar. It should be the same Document
Library/List where we want to create the document (shown in fig.).

e Enter the Filename for the document.

e Click on “Save” button to save the document in the Document Library/List.
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e After this users would be prompted with the below warning messages. Click on buttons

which are highlighted in red.

Microsoft Office Word Security Notice m

@ Microsoft Office has identified a potential security concern.

Location: http://122.181.132. 120:2000/Lists/Products/safdasfasdf.docx

Your security settings have blocked this document from accessing information
from this location. This is not a trusted location. If you choose to enable
access to this location, your computer may no longer be secure.

I[ Enable JIE.._gisab*e j

This above security warning occurs because the file attempts to command the office application (word,
excel, etc.) to make a connection with the SharePoint server. With ever-increasing concerns about
viruses, Trojan horses and worms getting into our computers, all software vendors by default lock down
connections between machines but allow the users to decide which connections to allow and when to
allow them. The above figure shows the Microsoft Word Security Notice dialogbox that appears when a
user tries to connect word/excel/PowerPoint to SharePoint. You can disable this security warning by
adding the site to the trusted sites zone. Please follow the below steps to add the site

http://docs.idt.com to the trusted zone on your computer.

e InInternet Explorer version 7or 8, on the Tools menu, click Internet Options.

e On the Security tab, click trusted sites, and then click Sites.
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e |n the Add this Web site to the zone box, type or select the address of the Web site, and then
click Add.

e If you want Internet Explorer to verify that the server for each Web site in this zone is secure

before you connect to any Web sites in this zone, select theRequire server verification (https:)
for all sites in this zone check box.

e (Click OK twice.

-

Microsoft Office Word u

P You must check in this document to make it visible to other people.

'\0 This document was automatically checked out to you because the server
requires that documents be checked out before they are edited.

| Edit Offline [ D oS

|/6\| To allow you to edit offline, this document will be stored on your
- computer in:

SharePoint Drafts

You can turn off offline editing or change the settings in:
Offiine Editing Options

[] Don't show this message w‘

e Based on user’s system settings, few of the messages may not appear as well.

o Now, close the open document. While closing, user would be prompted with below
message (shown in fig.).

e Click on “No” to continue.

-

Microsoft Office Word &

(/ﬂ\' Other users cannot see your changes until you check in.
R y Do you want to check in now?

[ Yes | §C_ne ] ) [ cance |




e Now enter the desired comment and click on “OK” button to continue (as shown in the
fig.).

p
Check In [ERR ===

Version Comments

This is test comment

[[] Keep the document checked out after checking in this version.

[C o ) e )

e Our just created new document would appear in Document Library/List. As shown in the
below figure.

e Now select the checkbox, present just before every item (shown in fig.), corresponds to
the document which we have created just now (shown in the fig.).

e Now from the ribbon tab, click “Edit Properties” icon to edit the property of the
Document (as shown in fig.).

Library Tools

Site Actions » @8  Browse

Documents

j }j c Y 3 y Check Out : 1: Version History p é _:3 $)SendTo~
o A4 _thhe(k In - [$3 Document Permissions —J Manage Copies
New Upload New Publish to Delete from Edit View Edit E-maila Alet Downloada
Document+ Document. Folder IDT.com IDT.com Document 3}_1 Discard Check Out  Propertied Properties X Delete Document Link Me .+ Copy Go To Source
New Open & Check Out nage Share & Track Coples
Libraries Business Unit DCPApprovalWF Document Type Generic ID Product Line

Products Ely  Tsi721_AN_20110818 crev

Lists

Tasks

e A new screen would appear displaying the property of the item in edit mode.

e Now enter the properties and click on “Save” button (save button is present on the
bottom of the form and also on the ribbon control, either of them could be used for saving
the document). Some of the fields are required and some are optional on this screen.
Required/mandatory fields are marked with a red asterisk mark against them.




Actions

Clipboard

Name *

Title

Business Unit *
Product Line
Revision Date
Generic ID

Document Type

Short Description

111

.ascii

111.ASCII

vDO

[~]

PCS [=]

8/22/2011 ]
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Created at 8/22/2011 4:27 AM by Rani Ghadge

Last modified at 8/22/2011 4:34 AM by Chandrashekar Redd‘,l [

Application Note/Technical Paper El
dfdsfdsfdfd

m

o The following Table given below explains the different fields and their significance in
“Products” Document Library.

Required/Optional

Field Name Data Type Purpose

Name Single Line of Text Used for string the Name of the | Required
Document.

Title Single Line of Text Used for storing the title to be | Optional
displayed to the users.

Business Unit Choice Column Used for storing the associated | Required
Business Unit of the document.

Product Line Choice Column Used for storing the associated Sub | Optional
Business Unit of the document.

Revision Date Date Used for string the date of revision | Optional
of the document, after it s
published.

Generic ID Single Line of Text Used for storing the document ID. Optional

Document Type | Choice Column Used for storing the associated | Required
Document Type of the document.

Short Multiple Line of Text | Used for writing the description for | Optional

Description the document.




e Again the checkbox, present just before every item (shown in fig.), corresponds to the
newly created document.

e Now from the ribbon tab, press “Check In” icon to Check in the document (as shown in
fig.).

Library Tools

Site Actions ~ @ Browse [EOEIITINIS

4 o 3 y Check Out = : Version History Q) P % )SendTo~

; v % ESWE % ( )

j j A B Y checkin - 7 &8 Document Permissions =" ’A Manage Coples
New Upload New Publish to Delete from Edit View Edit E-maila Alert Download a

Document+ Document. Folder IDT.com  IDT.com Document | &, Discard Check Out  Properties Properties X Delete Document Copy

Link Me ~ Go To Source
New Open & Check Out Manage Share & Track Copies
Libraries 72 Type Name Business Unit DCPApprovalWF Document Type Generic ID Product Line
Products Tsi721_AN_20110818 o new COoM Application Note/Technical Paper 0001 ACS

¥ Add new item

e Now select the kind of version which we need for the updated document, update it with
proper comments and click “OK” to check in and save the document.

Ve rsson

what kind of version would you like to check in?
Select the type of verseon you [

would Moe to check ™) 1.3 Minor version (draft)
2.0 Major version (publish)

1.2 Overwrnte the current Minor version

Retam Check Out
Retain your check out after checking in?
e Ye=u No

Other us
change

wr s will MOt see your

wntl you check n. If
you wish to continue editing,

YOu Can retain your check out
after chechong n

-

Comments:

Type comments describerg -
what has changed n this

VO SO

o Now our document is saved in the document library with proper version and comment
attached to it.

e Note: More on Check-In/Check-Out of the document is covered in section 12-h. of this
document.




5.12 Check-Out/Check-In:
When you check out a file from a library on a Microsoft Windows SharePoint Services site, it
ensures that others cannot make changes to the file while we are editing it. While the file is
checked out, we can edit the file, close it, reopen it, and even work with the file on our hard
disk. Other users cannot change the file or see out changes until we check in the file.

Checking out files before working on them helps to avoid conflicts and confusion when multiple
people are working on the same set of files. When a file is checked out to us, only we can make
changes to it. We can check out any file on a SharePoint site for which we have permission, and
we can check out files directly from the following 2007 Microsoft Office system programs: Word,
Excel, PowerPoint, and Visio.

When we check in a file, we can type comments about the changes that we made to the file.
This helps people to understand what has changed in the file from version to version. This is
especially helpful if several people work on a file or if the file is likely to go through several
revisions. If our library tracks versions of files, our comments become a part of the version
history of the file, which can be helpful if people need to view or restore a previous version.

5.12.1 How to Check-Out a Document:
e Enterinto the site, by typing the site URL (http://docs.idt.com) in Browser.

e C(Click on the Document Library name, present on left hand side of the site (also
called left navigation bar), from where we need to check-Out a Document.
e Select the checkbox, present just before every item (shown in fig.), corresponds to

the document which we want to check-out.
e Now from the ribbon tab, click “Check Out” icon to Check out the document (as
shown in fig.) for editing.

Library Tools

Site Actions ~ B Browse

)

Documents

>

,‘_] SendTo~

=) Version History \
7ﬂ~ @ Document Permissions —] A 4@

— Manage Coples
New Upload New Publish to Delete from Edit View Edit E-maila Alert Download a
Document » Document+ Folder IDT.com IDT.com Document Disc Properties Properties X Delete Document Link e v Copy

New Open & Check Out Manage Share & Track Copie

Libraries Type Name MMProductTree Business Unit

Products

We would be prompted again for checking out the document, as shown below.
Click on “OK” button to check out the document.
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r .
Microsoft Internet Explorer @

@) You are about to check out:
h ° 4 Name: Tsi721_AN_20110818bd
From: 122.181.132.122:7001

[V Use my local drafts folder

Some files can ham your computer. If this information looks
suspicious, or you do not fully trust the source, do not open the ﬁle._]'

e Checking the box “Use my local drafts folder” SharePoint will download the file to
the local drafts folder. If you want to save it to your local drafts folder, select the
“Use my local drafts folder” check box. Otherwise, do not select the check
box.Speed and portability are the advantages of saving the file to a local folder.
Greater file protection is the advantage of working online. If you do not need to

work offline, you might prefer to work online. To work online, do not check the box
and click OK to open the file.

Note:If you select two or more files for checkout, you do not have the option to
save them to a local drafts folder.

e Now the document is checked out on our name and will have and will have a green

colored arrow mark on right bottom corner, % as shown in fig. below.
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5.12.2 How to Check-In a Document:
e Enterinto the site, by typing the site URL (http://docs.idt.com) in Browser.
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e C(Click on the Document Library name, present on left hand side of the site (also
called left navigation bar), from where we need to check-In any checked-out
Document.

o Select the checkbox, present just before every item (shown in fig.), corresponds to
the checked-out document which we want to check-in.

e Now from the ribbon tab, click “Check In” icon to Check-In the checked-out
document (as shown in fig.).

Library Tools

Site Actions ~ B  Browse Documents
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Document+ Document. Folder IDT.com IDT.com Document -‘:“_J Discard Check Out  Properties Properties )( Delete Document Link Me ~
New Open & Check Out Manage Share & Track
Libraries ] Type MMProductTree
Products I ca Unit
(o | CBU Business Uni!
3 ECD Business Unit
= Tsi721_AN_20110818 = new
Lists r’b

& Add new item

e After clicking on “Check In” icon, a new window would appear as shown below.

e The window will prompt user if he/she wants to retain the document checked-out
on their name and check in the changes made by them till now, so that other users
are able to see the changes (shown in below fig. in “Retain Check Out” section).

e There would be a section for entering the comments as well (shown in below fig. in
“Comments” section)

e After selecting the appropriate Check Out option and entering comments, click “OK”
button to check in the document (shown in below fig.).




Retain Check Out

Retain your check out after checking in?
Other users will not see your - -

( ] Y - 2
changes until you check in. If ~ Yes @ No
you wish to continue editing,
you can retain your check out

after checking in.

Comments

omments:
Type comments describing |
what has changed in this
version.

e Now, we can see that the document is checked-in and green colored arrow mark on
bottom right side of icon is disappeared now.
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5.13 Recycle Bin

The Recycle Bin provides a safety net when deleting documents, list items, lists, folders and files.
When a user deletes any of these items from a Web site, the items are placed in the Recycle Bin.




Users can click on the Recycle bin icon on the quick launch to view the deleted items. Users with
contributor permissions will be able to restore the file to its original location.

Aome

Use this page to restore items that you have deleted from this site or to empty deleted items. Items that were deleted more than 30 day(s)
ago will be automatically emptied.

¥\ Restore Selection X Delete Selection
Type Name Original Location Created By Deleted! Size
B_] Docl.docx /Lists/Products System Account 9/1/2011 11:56 AM

Users can click on the Recycle bin icon on the quick launch to view the deleted items. Users with
contributor permissions will.

To restore a file, the user can select the document by click on the check box against it and click
on the “Restore Selection” option. The file/object will be restored to its original location from
where it was deleted.

All the deleted files are retained for 30 days and then the file is automatically moved to “Site
Collection Recycle Bin”. Even, if the user deletes the file from the recycle bin the file is moved to
Site Collection Recycle Bin. By default the all the deleted files in “Site Collection Recycle Bin” are
maintained for 30 days. Only site owners or site collection administrators will be able to restore
the files from “Site Collection Recycle Bin”.

If a user tries to delete a document which is published to www.IDT.com site, Doc Control Portal
will display the following error message.

6 Versioning in SharePoint:
There might be a time when we would need to restore files back to an older version if any
inadvertent change happens. We also want a way to track changes for auditing purposes.

SharePoint allows us to enable (by default it's disabled) versioning on lists and libraries. Once
enabled, SharePoint will maintain multiple versions of the document or list which gets incremented,
on every change. There are three different versioning settings:




e No versioning: This is the default setting in which the current version overwrites the older
version. There are no previous versions stored. This setting is not recommended especially if our
document library contains critical or important documents.

e Create major versions: Also called simple versioning, in this setting the document versions will
be numbered with whole numbers, called major versions, i.e. 1, 2, 3, 4 etc.

e Create major and minor (or draft) versions: In this setting document versions will be numbered
with whole numbers (1, 2, 3, 4 etc.) as well as numbers with decimals (.1, .2, .3, .4 etc.). The
whole number is called the major version (indicates final copy) and the numbers with a decimal
are called minor versions (indicates work is still in progress). We use this setting if our document
goes through several iterations/drafts/reviews (minor versions) and we want only the final copy
(major version) to be published to a broader audience.

Please note for a list or list items, the only option available for versioning is creating major versions, no
minor versions are created.

Once versioning is enabled SharePoint automatically and transparently creates the next version of the
document whenever a user updates a document in the library. These are some of the different scenarios
when SharePoint will create a new version for document or list item:

e When a new document or list item is created or uploaded into SharePoint, version 1 is created if
the option “Create major versions” is enabled or version 0.1 is created when “Create major and
minor (or draft) versions” is enabled (not applicable for list items) and when you publish it then
next higher major version is created.

e When we upload a document with the same name as an already existing document in the library
and check the “Add as a new version” to existing files check box, the existing file becomes an
older version and the new uploaded document will have next higher version number.

e When any property (metadata fields) of the document or list item is changed.

e When we Check-in a document that was previously Checked-out.

e When we open a document in the associated application, edit and save it for the first time. On
subsequent changes no new versions will be created as long as we don't close the application
and re-open it.

e When we restore the old version of the document.




6.1 Versioning Flowchart:
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6.2 How to set the versioning in SharePoint?
e Enter into the site, by typing the site URL (http://docs.idt.com) in Browser.
e C(Click on the Document Library name, present on left hand side of the site (also called
left navigation bar), where we need to Set the Versioning (Products Document Library, in
this case).
e From the ribbon control, Under “Library Tools” select “Library” tab (shown in below
fig.).
e From ribbon control, under “Settings” section, click on “Library Settings” icon (shown in

below fig.
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Permissions and Management

Delete this document library
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in version
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Generate file plan report
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Document Type
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System Account APC

On click of “Library Settings” icon, a new settings page would appear as shown in below

Click on “Versioning Settings” under “General Settings” section (shown in below fig.).

Communications

RSS settings

fig.

After “Versioning settings” is clicked, a new window would appear as shown in below

In “Document Version History” section, we can select the type of version we need for
our document library (highlighted below in red).

e Click on “OK” button to enable the versioning (shown in below fig.).




Document Version Histo
i Create a version each time you edit a file in thi

Spedify whether a version is created each time you edit a file in this document library. Learn about document library?

versions. () No versioning

Create major versions

Example: 1, 2, 3, 4

Create major and minor (draft) versions
Example: 1.0, 1.1, 1.2, 2.0

Optionally limit the number of versions to retai
1 Keep the following number of major
versions:

) Keep drafts for the following number of
~~ major versions:

Draft Item Security

Drafts are minor versions or items which have not been approved. Specify which users should be able Who should see draft items in this document

to view drafts in this document library. Learn about specifying who can view and edit drafts. library? :
9 Any user who can read items

Only users who can edit items

Require Check Out

Specify whether users must check out documents before making changes in this document library. Require documents to be checked out before
Learn about requiring check out. they can be edited?

Yes @ No

7 Workflows:
Microsoft SharePoint Server 2010 includes a set of approval workflows that you can use to
manage business processes in any organization. These workflows make business processes more
efficient by managing and tracking the human tasks involved with a process and then providing
a record of that process when it completes. This approval workflow can be used to manage the
document creation, expense reporting, employee vacations, and more. The detailed analysis on
workflow is out of scope for this document. Please refer below link to know more about

workflows:

e http://office.microsoft.com/en-us/sharepoint-designer-help/understand-approval-
workflows-in-sharepoint-2010-HA101857172.aspx
e http://technet.microsoft.com/en-us/library/ee428308.aspx

7.1 How to Approve/Reject/Reassign a document?
Enter into the site, by typing the site URL (http://docs.idt.com) in Browser.
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Click on the Document Library name, present on left hand side of the site (also called left navigation
bar), where our workflow is attached and documents needs to be Approved/Rejected (Products
Document Library, in this case)

Only those documents which are in “In Progress” State can be Approved or Rejected.

Click on the Workflow status link (Shown in fig below). DCPApprovalWF is the workflow instance name
for the document library; it displays the present workflow status for the document.

Site Actions ~+

Browse Documents Library

IDT » Products » ... Marketing » All Documents ~

IDT List Instance
Home
Libraries Type Name Business Unit DCPApprovalWF Document Type Generic ID Product Line
IProducts l (0} Test Title Drmaw COM In Progress APC
® Tsi721_AN_20110818 COM In Progress B PC
o NEW
% Add new item

A new window would appear, as shown in below fig., and click on “Please Approve <document name>",
highlighted in red in below fig.

Tasks

The following tasks have been assigned to the partidpants in this workflow. Click a task to edit it You can also view these tasks in the st Tasks.

Assigned To Title Due Date Status Related Content
Vineet Singh Please approve New Text Document & Hew Not Started New Text Document
Workflow History

8 View workflow reports

The folowing events have occurred in this workflow,
Event Type User ID

System Account

System Account

After click on the above mentioned link, again a new window would appear, where we will have the
option of “Approving”, “Rejecting”, “Reassigning” and writing the comments (shown in below fig.).




X Delete Item

(& This workflow task applies to New Text Document.

Status Not Started

Requested By

Consolidated Comments  approval Workflow Task (en-US) Copy started by Vineet Singh on 8/9/2011 12:08

AM
Comment:

These are the comments of the requestor and all previous participants.

Due Date

Comments

IH1S message wi I Be mcluﬂeﬂ 1IN yOour response.

[ Approve ] ’ Reject ] ’ Cancel ] ’ Request Change ] [ Reassign Task ]

Fill the appropriate comment and “Approve/Reject/Reassign”based on requirement.

In case of Approval/Rejection of document, the appropriate status would be updated on list (Approve in
this case), as shown in below fig.

Libraries [F] Type Name Business Unit DCPApprovalWF Document Type Generic 1D Product Line
P
I pociics I o) Test Title &new coM Application 0001 APC
l Note/Technical Paper
B Tsi721_AN_20110818 cCoM In Progress lication 0002 APC
£ vw MNote/Technical Paper
Lists 4 Add new item

7.2 What to do when a document is rejected?

e A document once rejected could be again approved, for this click on click on the arrow
button, present on the right side of the Name field, for the document for which we need to
set the approval as workflow.

e A new popup will appear, select “Workflows” from the option.




Library Tools

Site Actions ~ RS  Browse Documents m
A1 A & Check Out Version History »
] ' j O U S y \

i3 Check In 3 Document Permissions
New Upload New Publish to Delete from Edit View Edit E-maila Alert Dow|
Document + Document. Folder IDT.com IDT.com Document Discard Check Out Properties Properties ¢ Delete Document Link Me + d
New Open & Check Out Manage Share & Track
Libraries [ Type Name Business Unit Document Type Generic ID Product Line
l Products l /A @J Test Title mnw - CcOoMm Application 0001 APC
i Note/Technical Paper
] View Properties COM 0002 APC
(> Edit Properties
Lists 4k Add n @) Edit in Microsoft Word ‘
Tasks &y Check out ‘
Compliance Details ‘
I@ Workflows l

Alert Me ‘

e On click of “Workflows” a new window would appear showing the workflow name on
the top (shown in below fig.).

e Click on the workflow name to continue.

Start a New Workflow

@) IDTCustomApproval
Routes a document for approvijl. Approvers can approve or reject the document, reassign the
approval task, or request charfges to the document.

Workflows
Select a workflow for more details on the current status or history. Show my workflows only.

Name Started Ended

Running Workflows

There are no currently running workflows on this item.

e A new window would appear as shown in the below fig., displaying the workflow
settings.

o Click on “Start” button to restart the workflow.

o Now the workflow would be in “In Progress” state. Use the previous steps in this section
to approve the workflow.




Approvers Assign To Order
‘[ Approvers ; ‘ 8 W oneatatime (serial)[z]

& Add a new stage

Enter the names of the people to whom the workflow will assign tasks, and choose the
order in which those tasks are assigned. Separate them with semicolons. You can also
add stages to assign tasks to more people in different orders.

Expand Groups v For each group entered, assign a task to every member of that group.

Request

This message will be sent to the people assigned tasks.

Due Date for All Tasks 3
The date by which all tasks are due.

Duration Per Task

The amount of time until a task is due. Choose the units by using the Duration Units.

Duration Units Dayl(s) B
Define the units of time used by the Duration Per Task.

cc ‘ | & @

Notify these people when the workflow starts and ends without assigning tasks to them.

pCustomColumn

[ Cancel

e If “Reassign Task” button is clicked, at the first place, a new window would
appear (as shown in fig below)

e Enter the name of the person, to whom task has to be reassigned, fill the other
values, relevant to us and then click on “Send” button to reassign the task.

e In case the document is reassigned to someone, the status will not change. It
would still be in “In Progress” state.




Workflow Task g x

)( Delete Item

(% This workflow task applies to Test1.

Reassign Task To Vineet Singh ; 8,

son to reassign this task to. If this field is left blank, the
task will be reassigned to the person who started the workflow.

New Request

This message will be included with your request.

New Duration

The amount of time until the task is due. To keep the existing due date, leave this
field blank. To remove the due date, type the number '0'. Choose the units by using
the New Duration Units.

New Duration Units Day(s) E]
Define the units of time used by the New Duration.

[ Send ] [[:ancel ]

8 Start Workflows Manually
e Enterinto the site, by typing the site URL (http://docs.idt.com) in Browser.
e C(Click on the Document Library name, present on left hand side of the site (also called left
navigation bar), where we need to start the workflow.
e Click on the ECB Menu of the document on which workflow need to be started as shown

below.



http://docs.idt.com/

o — (] ACS 11/30/2011 3:35 AM Karun Kumar
roducts
(] APC 11/30/2011 3:35 AM Karun Kumar
Site Pages
(] AUT 11/30/2011 3:36 AM Karun Kumar
Testlib
(] CcMD 11/30/2011 3:36 AM Karun Kumar
FEEAEEE =] FCM 11/30/2011 3:37 AM Karun Kumar
Corporate =] MIP 11/30/2011 3:38 AM Karun Kumar
NPI ] NET 11/30/2011 3:37 AM Karun Kumar
Lists (] PCS 11/30/2011 3:35 AM Karun Kumar
3 (] PPC 11/30/2011 3:36 AM Karun Kumar
Tasks
(] RFD 11/30/2011 3:37 AM Karun Kumar
BusinessuUnit
(] SES 11/30/2011 3:36 AM Karun Kumar
PTINDE Ca sFC @ Move Document 11/30/2011 3:37 AM Karun Kumar
View Properties
LanguageType B sIp = pn_ 11/30/2011 3:38 AM Karun Kumar
. it Properties
Productline B sPO ] : 11/30/2011 3:37 AM Karun Kumar
: Edit Document
MakeAvailableConfigList Ea s5p 11/30/2011 3:38 AM Karun Kumar
Check In
Tets Ea TCS I'k X 11/30/2011 3:36 AM Karun Kumar
[# Discard Check Out
Ea TPC 11/30/2011 3:36 AM Karun Kumar
Compliance Details
—. VID 11/30/2011 3:38 AM K K
\a Recycle Bin = (& Workflows arun Kumar
~ . T 1] -khckcke_NPA, 11/30/2011 1:42 AM Karun Kumar
.E All Site Content 0 1 —— Alert Me
4 Add document Send To L

.@ Manage Permissions
I -

e Now click on the workflow associated with the document as shown below.

Start a New Workflow

| @ MNFI Approval WF
Routes a document for approval. Approvers can approve
or reject the document, reassign the approval task, or
request changes to the document.

Workflows

Select a workflow for more details on the current status or history.  Show my workflows only.

Name Started Ended Status
Running Workflows

There are no currently running workflows on this item.
Completed Workflows

There are no completed workflows on this item.

e Enter the person name as shown below who will have to approve the request.




Approvers

Expand Groups

Reguest

Due Date for All
Tasks

Duration Per Task

Duration Units

CC

|A55ign To Order
IqE Karun Kumar ; | | E..fll_-.l.j All at once (parallel) |z|

B Add a new stage

Enter the names of the people to whom the workflow will assign
tasks, and choose the order in which those tasks are assigned.
Separate them with semicolons. You can also add stages to assign
tasks to more people in different orders.

V¥ Eoreach group entered, assign a task to every member of that group.

This message will be sent to the people assigned tasks.
The date by which all tasks are due.

The amount of time until a task is due. Choose the units by using
the Duration Units.

Day(s) |z|

Define the units of time used by the Duration Per Task.
| | &

Motify these people when the workflow starts and ends without
assigning tasks to them.

Start

I I Cancel

e Click ‘Start’ after filling the required information.

9 Starting ISO Approval Workflow
e Enterinto the site, by typing the site URL (http://docs.idt.com) in Browser.

e C(Click on the ISO Document Library, present on the top.

e Upload a document to any of the folders in the library.

e Name the file based on filename nomenclature.
e To Start ISO Approval WF Click on ’'Publish a Major Version” on ECBMenu of the document
for which the workflow has to be started.



http://docs.idt.com/

IDT Products

IDT » ISO P
Contains ISO Documents
«Ey 150
-0
Cd Burn-In
=
=
=
b <
e

Folders

Envircnmental
Murthy_latest
test

ISO Document Type

1SO Product Line

Key Fitters

Content Type

Maodified
on

=]

=]

Corporate

. murthy » all Documents

Packages

IS0 Tasks

[ Tvpe Mame Modified Modified By
= BII-1111 ==wew S5/30/2012 3:10 PM Systemn Account S5/
II:I = BIJ-222222 -'.:-nsnl &y Replace Document 5/29/2012 2:38 PM Rajiv Bhat
=

4k Add document

“

& Mowve Document
Wiew Properties
Edit Properties

=

= Edit Document

Check Cut
&1 Publish a Major Version | |
TSl wersion Fistory
Compliance Details
G workflows

Alert Me
Send To L4

5

W Delete

Manage FPermissions

Fill the details in the initiation workflow as required and click ‘Start’.

Supervisor

Dynamic Approver *

QA Approver *

DC Contact *

Duration Per Task
(Days) *

Test Program Release

Users *

Training Notification

Users *

Wineet Singh ;

& @

8, [

Shiva Adluri ;

the user belongs to Dynamic Reviewer user

| Murthy ; | E./ [E9]
Fleasze ensure that the user belongs to QA Reviewer user group.

| Rajiv Bhat ; | 9,/ [E9]
Flease ensure that the user belongs to DC Contact user group.

8, [

| Murthy ;

8, [l

»

m




Since Supervisor field is optional, if user specifies Supervisor in initiation form task gets
created to Supervisor otherwise task gets created to Dynamic Reviewers.

Supervisor Task Form

Document :
BIJ-1111.txt

View Documents in folder

Requested by :
System Account

Current Status :
Author Submit

Hold :

Please select "es' if you @ MNo () Yes
want to put the task on - i
hald.

Comments ; *

| Approve Reject | Terminate |

If task is created for supervisor and if the reviewer approves, then workflow moves ahead
and creates tasks to dynamic reviewers.




Dynamic Reviewer Task Form

Requested by :

Current Status :

Hold :

Flease =zelect "Yes' if you
want to put the task on
hold.

Additional

Reviewers :

Flease =zelect "Yes' if you
want to add additional
reviewers. Existing
reviewers will not be
changed.

Comments ; *

System Account

Supervisor Approved

oo

Terminate

Cancel

‘I‘ 1

If all the dynamic reviewers approve then the workflow moves ahead and create task to QA

Reviewer.




QA Reviewer Task Form

Document :

Requested by :
Current Status :

Hold :

Flease select "ves' if wou

want to put the task on
o

Reassign Task :
Flease select "ves' if vou
want to reassign the
task.

Comments : *

BI1-1111.txt

Wiew Documents in folder

System Account

Dwnamic Reviewer Approwed

@ Mo O Yes
@ Mo ) Yes
-
Approwe Reject Terminate Cancel

If QA Reviewer approves the workflow moves ahead and create task to DC Contact.

DC Contact Reviewer Task Form

Document :

Requested by :

Current Status :

Hold :

Fleaze =elect "ves' if vou
want to put the task on
haold.

Reassign Task :
Flease =select "ves' if vou
want to reassign the
task.

Comments @ *

BIJ-1111.txt

Wiew Documents in folder

System Account

QA Reviewer Approwved

Cromove) (oot




If DC Contact approves workflow gets completed and starts two workflows named
TestProgramWF and TrainingNotificationWF.

If at any stage if any of the reviewers click on reject in the task form then workflow gets
terminated.

Document : -

Wiew Documents in folder

Requested by :
System Account

Current Status :
QA Reviewer Approwved

Hold :

Please =elect "ve=s' if vou @ Mo e
want to put the task on

hold.

m

Reassign Task :

Flease =elect "ves' if wvou @ Mo e
want to reassign the

task.

o

Comments :

Terminate Cancel il

Similarly if at any stage if any of the reviewers click on terminate in the task form then
workflow gets terminated.




Document : -
BIl1-1111.txt

Wiew Documents in folder

Requested by :
Sywestem Account

Current Status :
QL Reviewer Approwved

Hold :

Please select "Yes' if yvou @ Mo ) Yes
want to put the task on B B
hold.

m

Reassign Task :

Please select "Yes' if vou @ Mo ) Yes
want to reassign the
task.

Comments @ *

[ Approwve ] [ Reject ] I Terminate I t

On Hold option is available only once per tasks life time. If user selects a hold date and clicks
on Hold the task will be held till the due date without any escalation.

Drocument :
BIJ-1111.txt

WView Documents in folder

Requested by :
System Account

Current Status :
QA Reviewer Approved

Hold :

FPlease select "Yes' if you 7 Mo @ Yes
want to put the task on - :

hold. H

Drate i= mandatory for putting task on hold.

"

Comments : *

=




If user clicks on Reassign they can select the reviewers from their group to reassign their
task. The due date of the reassigned task will remain the same as the original task.

DC Contact Reviewer Task Form

Document :
BIJ-1111.txt

View Documents in folder

Requested by :
System Account

Current Status :
QA Reviewer Approwved

Reassign Task :
Please select 'Yes' if you ) No @ Yes
want to reassign the task. | E‘/ 9]

Flease specify the new reviewer username. Flease ensure that the
user belongs to DC Contact user group.

"

Comments : *

If user clicks on Add Additional Reviewers after they select the reviewers from their group
tasks will be created for the newly added reviewers. Due date for these tasks will be created
based on the workflow association form data information. This option to Add Additional
reviewers is available only to Dynamic Reviewers.




Dynamic Reviewer Task Form

Document :

Requested by :

Current Status :

Additional Reviewers :

Flease =zelect "ves' if yvou
want to add additional

EMA-1000.doc

View Documents in folder

Rajiv Bhat

Author Submit

1 Mo @ Yes

reviewers. Existing
reviewers will not be
changed.

Comments : *

Flease specify additional reviewers. Please ensure that user
belongs to the Dynamic Reviewer user group.

&, o

[ Add Reviewers

Cancel ]

Close option is provided to close the form without recording the decision.

Emails will be sent accordingly and workflow history logs are created.

9.1 Updating Reviewers from workflow status page.

After the approval workflow started there will be a field ISOApprovalWF which shows the

value as ‘in progress’.

Products

Corporate

Packages

IS0 Tasks

IT ¥ ISO ¥ murthy * All Documents

antaine IS0 Documents
3 IS0

1[5 Folders

Burn-In

Environmental

L LU

Murthy_latest

o

-

[[] Type

Mame

= BII-1111 Einew

= BI1-222222 &inew

ISOApprovalWF

Completed

In Progress




e C(Click on the ‘in progress’ value which redirects to the workflow status page.

DT Products Corporate Packages NPI 150 IS0 Tasks ?

10T ¥ Workflow Status: 1SOApprovalWF

= . Workflow Information

4 Recycle Bin

&) All site Content Initiator: System Account Document: E[1-222222
Started: 5/30/2012 3:18 PM Status: In Progress

Last run: 5/30/2012 4:53 PM

o Update Reviewers

If an error occurs or this workflow stops responding, it can be terminated. Terminating the workflow will set its status to Canceled and will delet
all tasks created by the workflow.

@ Terminate this workflow now

Tasks

The following tasks have been assigned to the partidpants in this workflow, Click 2 task to editit. You can also view these tasks in the list 150 Tasks,

[[] | Assigned To Title Due Date Status Related Content DCP Task Status

| Murthy Supervisor Task : Please approve BIJ- 6/2/2012 Completed ~ BIJ-222222 Approved
222222 bt Einew

8| Murthy Dynamic Reviewer Task : Please approve 6/2/2012 Mot Started  BIJ-222222
BI1-222222.txt Einew

e C(Click on ‘Update Reviewers'’ link to update the reviewers of non completed stages.

IDT Products Corporate Packages NPI 1S0 IS0 Tasks ?

= . Supervisor
4 Recycle Bin | ‘ B

[2) All Site Content

Dynamic Approver *

Shiva Adluri ; QJM

Please ensure that the user belongs to Dynamic Reviewer user
aroup.

QA Approver *

|Murth : ‘QJM

Please ensure that the user belongs to QA Reviewer user group.

DC Contact *

| Rajiv Bhat ; ‘ QJM

Flease ensure that the user belongs to DC Contact user group.

Submit ] [ Cancel

e Users can update the current stage reviewers and the upcoming stage reviewers.
e Reviewers who completed their tasks cannot be deleted.
e Emails will be sent accordingly and workflow history logs are created.

9.2 Terminating ISO Approval Workflow

e After the approval workflow started there will be a field ISOApprovalWF which shows the

value as ‘in progress’.
e Click on the ‘in progress’ value which redirects to the workflow status page.
e Click on ‘Terminate this workflow now’ link to terminate the workflow.




Products Corporate Packages NPI 150 IS0 Tasks 2

IDT ¥ Workflow Status: 150ApprovalWF

-, . Workflow Information
4 Recycle Bin
2y All Site Content Initiator: System Account Document: B1J-222222
Started: 5/30/2012 3:18 PM Status: In Progress

Last run: 5/30/2012 4:53 PM
o Update Reviewers

If an error occurs or this workflow stops responding, it can be terminated. Terminating the workflow will set itz status to Canceled and will delel
all tasks created by the workflow.

| o Terminate this workflow now |

Tasks

The following tasks have been assigned to the participants in this workfiow, Click a task to editit. You can also view these tasks in the list IS0 Tasks.

e This will delete all the tasks irrespective of the task status.

e Similarly when a document is checked-out after the approval workflow is started all the
tasks will be deleted.

10 Escalation Timer
e All the tasks that are created in the I1SO Tasks list are monitored by a Timer.
e If the Task due date is completed and no action is taken email reminders will be sent to the
task owners and a copy is sent to the author of the document.

e First level reminder emails are sent as per the information configured in the configuration
list.

e First level reminder emails will be sent daily till the second level reminder email starts.
e Similarly second level reminder emails will be sent as per the configuration information.

11 Task Delegation

e Any user who wants to delegate the task is required to make an entry in the DCP 00O
Information List.

5.y Favorites Document Control Portal I/I\ v v [ @ v Pagev Safetyv Toolsv Ov

sp, testl ~
Site Actions ~ g

" IDT Integrated Device Technology

DCP Dev Products Corporate Packages

Links v

IDT Site

DCP Training Document

DCP Filename Nomendature Guide
Service Central

Out of Office

1507+
| Create or Edit Out of Office entries |




e Accordingly whenever a task is to be created for the user who delegated the task will be
created to the delegated user from the date which falls in between the delegation start date
and delegation end date.

e “Task owner” is auto populated and hence cannot be edited. User can create his own 000
only

I Favarites DCP 000 Information List - All frems fi v B v [ f v Pagev Safety~ Tooks~ @

DCP Q0O Information List - New Item

HE D, 0V

Save Cancel Paste AEt_lac:h Spelling
ile -

Commit Clipboard Actions  Spelling
DCP Dev + DCP 00O Information List: New Item

Delegation Start Time * 5/31/2012 :ﬁ

Delegation End Time * |

Delegated_To * |9‘/,ng

Save Cancel

e One user can do one entry only. But user can edit the start date and end date.

12 Starting Test Program Workflow and Training Notification Workflow
e Enter into the site, by typing the site URL (http://docs.idt.com) in Browser.
e Click on the ISO Document Library, present on the top.

e These workflows will be started automatically after the document is approved/published
through the approval workflow.

Library Tools

Gite Actions ~ @ Browse  [allllgt-uied

j ?j i E-mail a Link -
W)

Rajiv Bhat = E‘_—,

g Alert Me + 0 -

New Upload New Edit View, Edit Download a Workflows Publish I Like Tags &

Document » Document ~ Folder Document Properties Properties X Copy It Motes
New Open & Check Out Manage Share & Track Copies Workflows Tags and Notes
IDT ¥ IS0 ¥ . murthy * All Documents
Contains ISO Documents
4 150 E Type MName 1SCApprovalWF  ISOTrainingNotificationWF  ISOTestProgramWwh
43 Folders [:j BIJ-1111 Completed In Progress In Progress

3 Burn-In

e Assignees information is recorded initially using the initiation form of ISOApprovalWF.
e Tasks will be created for Test Program Assignees and Training Notification Assignees.



http://docs.idt.com/

Products Corporate Packages NPI 150 150 Tasks

1IDT [ Workfl

Status: [S0Tra ationWFr
= . ‘Workflow Information
4/ Recycle Bin
Q All Site Content Initiator: System Account Document: BII-1111
Started: 5/30/2012 4:55 PM Status: In Progress

Last run: 5/30/2012 4:55 PM

8 |Update Assignees

all tasks created by the workflow.

o Terminate this workflow now

If an error occurs or this workflow stops responding, it can be terminated. Terminating the workflow will set its status to Canceled and will delete

Tasks
The following tasks have been assigned to the partidpants in this workflow, Click a task to editit. You can also view these tasks in the list [SO Tasks.
0 Assigned To Title

| Murthy Training Notification Task : Please 6/1/2012

Not Started BIJ-1111
acknowledge BIJ-1111.txt 2Fnew

Due Date Status Related Content DCP Task Status

If all these assignees click on ‘I have read and understood’ option these workflows gets

completed.

Traimning MNotification Task Form

Reguested by :
System Account

Current Status :

Approwved

Approwved Date :
S/30/2012 4:55:29 PM

Approwved By :
Rajiv Bhat

Additional Assignees :
Please select "res' if vou
want to add additional
assignees. Existing
assignees will not be
changed.

Comments -~

]

I [ 1 hawve read and understoad | [ cancel

If user clicks on Add Additional Assignees after they select the assignees from their group,
tasks will be created for the newly added assignees. Due date for these tasks will be created

based on the workflow association form data information.




Training Notification Task Form

Requested by :

Current Status :

Approved Date :

Approved By :

System Account

Approved

5/30/2012 4:55:29 PM

Rajiv Bhat

Flease =elect "Yes' if yvou
want to add additional
aszignees. Existing
aszignees will not be
changed.

Additional Assignees :

) No @ Yes

Flease snecify additional Assigneess

8, Gl

Comments : *

Add Assignees

m

1|

Close option is provided to close the form without recording the decision.

Assignees can view the workflow history log and audit history information by clicking on
‘View Workflow and Document Audit History’.




ining MNo tifi tion Task Form

Document Title :
BIJ-1111.txt

wWiew Documents in folder

I Wiew Workflow and Document Audit History I

Reqgquested by :
System Account

Current Status :
Approwved

i}

Approwved Date :
5/30/2012 4:55:29 PM

Approwved By :
Rajiv Bhat

Additional Assignees :

FPlease select "ves' if you @ No ) Yes
want to add additicnal - B
assignees. Existing

assignees will not be

changed.

Comments :

Workflow history will be the approval workflow history and audit history will be the

document’s audit history.

-
Document name : BIJ-1111.txt i
Folder : murthy
Aunthor : Swstem Account
Last Reviewer : Rajiv Bhat
Last Rewview Date :5/30/2012 4:55:29 PM
wWorkflow History
Doccurred Ewvent User Description
5/30/2012 4:01:14 PM Comment System Approwal
Account workflow has
been started.
5/30/2012 4:01:14 PM Task Murthy Task has been
Created delegated by =
wineet Singh
5/30/2012 4:40:48 PM Task Murthy a=das Approwved
Completed
S5/30,/2012 4: Comment Swystem Supervisor
Account Approwal
Completed.
Approwval
process mowed
to Dywnamic
Rewiew.
5/30/2012 4: Task Murthy Task has been
Created delegated by
Shiwva Adluri
1-5
Aundit History
Occurred Version
Rajiv Bhat 5/29/2012 12:28:50 Update 0.1 -

Emails will be sent accordingly and workflow history logs are created.




12.1 Updating Reviewers from workflow status page
e After the Test Program Workflow and Training Notification Workflow started there will be
fields TestProgramWF and TrainingNotificationWF which shows the value as ‘in progress’.

Library Tools .
Rajiv Bhat = n!_j

Gite Actions ~ i Irows Documents
j &j E-mail a Link
— ! i Alert Me -

New Upload New Edit View Edit Download a Workflows Publish ILike Tags &
Document » Document - Folder Document Properties Properties 3 Copy It Notes
New Open & Check Out Manage Share & Track Copies Workflows Tags and Notes
IDT » ISO ¥ .. murthy * All Documents
Contains ISC Documents
4[5 150 [[] Type MName 1504pprovalWF  ISOTrainingNotificationWF  ISOTestProgramWHh
47 Folders E:j BI-1111 Completed In Progress In Progress

[d Burn-In

e Click on the ‘in progress’ value which redirects to their respective workflow status page.

Products Corporate Packages NPI IS0 1S0 Tasks

10T b Workflow Status: ISOTrainingNotificationWF

y . Workflow Information
4/ Recycle Bin
) All Site Content Initiator: System Account Document: B11-1111
Started: 5/30/2012 4:55 PM Status: In Progress

Last run: 5/30/2012 4:55 PM

If an error occurs or this workflow stops responding, it can be terminated. Terminating the workflow will set its status to Canceled ar
all tasks created by the workflow.

@ Terminate this workflow now

Tasks

The following tasks have been assigned to the participants in this workflow. Click a task to editit. You can also view these tasks in the list ISO Tasks.

[[] | |Assigned To Title Due Date Status Related Content DCFP Ta
B Murthy Training Netification Task : Please 6/1/2012 Not Started BIJ-1111
acknowledge BIJ-1111.txt & new

e C(Click on ‘Update Assignees’ link to update the assignees if the workflow is not completed.

57 Favorites Worlkflow Modification Form f’“’h v B v [ mm v Pagev Safetyv Tools~ 9'

Rajiv Bhat ~ [
Site Actions = i E__I

" IDT Integrated Device Technology ’

I -

Products Corporate Packages 1S0 Tasks

. . Training Notification Users *
4l Recycle Bin Murth

2 Al site Content

; Karun Kumar ; ;""'Lu

Submit Cancel

e Assignees who completed their tasks cannot be deleted.
e Emails will be sent accordingly and workflow history logs are created.




12.2 Terminating Test Program Workflow and Training Notification Workflow
e After the Test Program Workflow and Training Notification Workflow started there will be
fields TestProgramWF and TrainingNotificationWF which shows the value as ‘in progress’.

Library Tools X
Rajiv Bhat ~ E_j

Gite Actions » i Browse [EEClETlNE
j ﬁj E-mail a Link
- f G Alert Me -

New Upload New Edit View, Edit . Download a Workflows Publish 1Like Tags &
Document » Document - Folder Document Properties Properties § Copy It MNotes
New Open & Check Out Manage Share & Track Copies Workflows Tags and Notes
IDT » ISO ¥ .. murthy * All Documents
Contains IS0 Documents
4[5} 150 Type  Name ISOApprovalWF  ISOTrainingNotificationWF  ISOTestProgramwi
407 Folders [ZJ BIJ-1111 Completed In Progress In Progress

(A Burn-In

e Click on the ‘in progress’ value which redirects to their respective workflow status page.

Products Corporate Packages NPI IS0 150 Tasks

10T » Workflow Status: ISOTrainingNotificationWF

3 . Workflow Information
4/ Recydle Bin
2 Al Site Content Initiator: System Account Document: BI-1111
Started: 5/30/2012 4:55 PM Status: In Progress

Last run: 5/30/2012 4:55 PM
o Update Assignees

If an error occurs or this workflow stops responding, it can be terminated. Terminating the workflow will set its status to Canceled and will de
all tasks created by the workflow.

I o Terminate this workflow now I

Tasks

The following tasks have been assigned to the participants in this workflow. Click a task to edit it. You can also view these tasks in the list SO Tasks.

Assigned To Title Due Date Status Related Content DCP Task Status
B Murthy Training Notification Task : Please 6/1/2012 Not Started BIJ-1111
acknowledge BIJ-1111.txt Sinew

e C(Click on ‘Terminate this workflow now’ link to terminate the workflow.
e This will delete all the tasks irrespective of the task status

13 Search

13.1 Keyword Search
Type a word and click on search button and the results will be show in 13.3 Search Results

System Account -
Site Actions ~  §if

‘, IDT Integrated Device Technology

o e

Products Corporate Packages IS0 Tasks

13.2 Advance Search

Advance search will be accessible from the Search Results page by clicking below highlighted link:




All Sites Feople
cbu

1-10 of 14 results

. Chandra Madhumanchi

3e
ot
CBU ... 2012-03-06T00:00:00Z ...
Authors: System Account, Chandra Madhumanchi Date: 3/6/2012 Size: 46KEB
Product Line: SES Document Type: Advertising Business Unit: CBU
http://122.181.132.122:7001/Corporate Literature/r423_AD\_20120306.doc
&) test123
CBU ... SES ... hl ... gl ... Articles ... English ... Mot Published ... =1 ... Delete ..
. Made Unawvailable from IDT.com ... 99210a6f-e90c-4f06-bb09-faa3d777e30e ... 1 ... fdf
Authors: Chandra Madhumanchi Date: 1/23/2012 Size: 34KB
Product Line: SES Business Unit: CBU
22:7... http://122.181.132.122: 7001/ Corporate Literaturefgdfgdgsrwerwr_ATC_20120123.docx

Users will be able to search based on the highlighted document metadata shown in the below image

Find documents that have...

All of these words: [cbu
The exact phrase:
Any of these words:
MNone of these words:
Only the language(s): [ English
[ French

[ German

[ rapanese

[F] Simplified Chinese
[ Spanish

[ Traditional Chinese
=]

Result type: [All Results

Add property restrictions...

[~] | contains

where the Property...

(Pick Property)

Improwve wour searches

Last Modified Date

By

Product Line
Document Type
Business Unit

[=] =

Product Tree
Eroicct Mo

Users can choose to add multiple property restrictions using “+” symbol.

&P Internet | Protected Mode: On

o

Find documents that have...

| anor these worgs: [cbu |
The exact phrase:
Any of these words:
MNone of these words:
only the language(s): []English
[E] French
[F] German
[F] 3apanese
[[] simplified Chinese
[F] Spanish
[[] Traditional Chinese
Result type: [All Results [=]

Add property restrictions...

Where the Property..] |Product Line [=] [contains [=] [acs And
Document Type Iz‘ Does not ccntamE‘ Reflow profile And
Business Unit [ |Equals =] [cBu And
Product Tree | [Does not equal [=] [APD - ACS And

[=]
[=]
[=]
[=]




13.3 Search Results

The highlighted data in red are the additional properties that are configured to show the data if the data
exists.

] Test CPT 20111222.docx

English ... Test ... Fublished ... ACS ... AFD ... Carrier / Fackage Type ... Made Available to IDT.com ...
77484739-c3d1-492b-b903-10b8f9015974

IIIxI:I].I:IlDDFBFSECEEEBEF‘B141A8?BB‘3?MEA63lECDDBSSEFEBEDSEDQ?W‘BQD].B'EIBAEBEIFSAI-EE
.I II'\I!.II-'E Diatg. 1o o042 q-"l'.!i o ke

Pru:u:luct Line: ACS Document Type: Carrier / Package Type Business Unit: --xF’DI
http:/f122.181.132.122:7001/Packages/Test_CPT_20111222.docx

W] test ATC 20111222 .docx

APD . APC .. test .. Articles ... English ... Published ... System Account ... Updating Status using
Event Handler ... 2ab8b1fa-1019-46ab-8a5h-27e370cd5528 . 1 ... Defzdafsadfsaasdfzadf=dfasdfds ..
sdfsdfsadfsdaf

i gl 2372012 Size: 31KB
Frcduct L||'|E APC B Buziness LI|'||t APD

http:/ 122 181. 132 122:7001/Corporate Literatureftest_ATC_20111222.docx

141S0O Tasks web parts

e My Active Tasks Web part for reviewers:

Murthy -
Site Actions + B
"IDT Integrated Device Technology ’
Products Corporate Packages IS0 Tasks
IDT »
Summary Links My Active Tasks y
000 List
1-10  Next
Recent Posts B Title Due Date  Status DCPWFInstancelD
09.14.2011
Domainss Tect rogram Tazk : Please acknowledge BIJ- 6/1/2012 Not Started  bb9341a3-ecc7-4d76-945b-d2a160e340ed
shot o miL R
Mare.. Training Motification Task : Flease 6/1/2012 Not Started
09.20.2011 acknowledge BIJ-1111. bt new
Embedded Computing D'vnamic Reviewer . p sprove BII- E/909017 Not Starte
Embedded Computing minimum Eiégg;l‘cb EE.;'.‘NEEJE Task : Pleasz approve BLJ . ot Started
Mare..
Test Program Task : Flease acknowledge DRI- 5/31/2012  Not Started 3

09.30.2011 sp22.xls




All tasks Web Part: (this is for DC Contact)

Rajiv Bhat » [~
Site Actions + i B

‘, IDT Integrated Device Technology ’

e e 8

Products Corporate Packages IS0 Tasks
IDT »
Summary Links All Active Tasks
OooLit Title Due Date Status DCPWFInstancelD
Recent Posts [there are no items to show in this view of the "ISO Tasks” list. To add a new item, dick ™ew",
03.14.2011 My Active Tasks
Domainss
Short X
Mare.. Title Due Date Status DCPWFInstancelD
09.20.2011 There are no items to show in this view of the IS0 Tasks" list. To add a new item, dick Mew"
Embedded Computing
Embedded Computing minilel:'n All Tasks
More..
09.30.2011 Due Date Status Assigned To Title
Digital TV
Digital TV minimum
Mare.. # Status : Completed (155)
09.17.2011
Audio Solutions 4 Status : Not Started (44)
Audio Selutions minimum
Mare..
[ . e L e

15 How to use “Move Document” functionality?

Enter into the site, by typing the site URL (http://docs.idt.com) in Browser.
Click on the Document Library name, present on left hand side of the site (also called left
navigation bar), where we need to Publish the Document.

Click on the arrow button, present on the right side of the Name field, for the document
which we want to perform Move To operation.

A new popup box would appear (as shown in below fig).

Now click on “Move To” as shown in below fig.



http://docs.idt.com/

* All Documents ~

«

ID Document ID Type Name Start Publish Date

17096 Y3DKPQAQSEMP TH) CV115-2_DST_20050713 1/22/201

4 Add new item I & Move To

IDT - Move or Copy

-3-17096 P4

View Properties

il

i Edit Properties
Edit Document

Check Out

Unpublish this version

£ok B

Version History

Compliance Details
Workflows
Alert Me

@

A new window would appear as shown in the below fig.

First, select the type of operation which we want to perform on document (“Move”
operation will delete the document from the source path and will create a new document at

the destination path).

Now click on “Browse” button as shown in the below fig.

Action: -]
Destination URL: |

History: [l version History [ ] Audit History

Overwrite: ] Overwrite if a file with same name exists

[ Submit ] [ Cancel

On click of “Browse” button a new window would appear asking users for selecting the

destination path for the document (shown below).
Select the destination path for the document.

NOTE: A document could be moved only within the document library (i.e., we cannot move
a document belonging to one Document Library, say A, to another Document Library, say B.

Both source and destination document libraries should be same).
Now click on “OK” button to continue.




& &3 Products
L3 test
@ 3 PCS_OLD
@ @ pPC_oLD
@ C@ TPC_owD
LA Rani
@ [ SES_OLD
= [ 7CS
@ [ Video Clocks
@ 3 Fanout Buffers (non PLL)
& 3 Zero Delay Buffers (PLL)
@ [ 2305A
= L3 2309A
[ Software
[ MKG and APPS
@ 3 579820
@ 3 23508
@ [ PLL Zero-Delay Buffers
Ld 1_Generic Docs
@ [l Fan-Out Buffers

m

BF W2 i

e Now the destination path would appear in the text box as shown below, in fig.
NOTE: If user knows the destination path, then in that case they don’t need to select the
path from the folder browser. They, can directly type the path. The path entered should be
of a folder, not of a file. If user enters the file path then an error would be thrown, while
performing the action.
e There are few check boxes in the screen. Here are functionalities of the different check
boxes:
- Version History: When checked, the file created at the destination location will also
have the version history copied from the source.
- Audit History: When checked, the file created at the destination location will also have
the Audit History copied from the source.
- Overwrite if a file with same name exists: When checked, if a file with the same name
already exists at destination path, then that file would be overwritten with the new one
and new file would be saved as a new version to that file.




e Now, select the appropriate check box and click on “Submit” button.

IDT - Move or Copy

Destination URL: http://122.181.132.121:2000/Lists/Prc¢

History: [] version History [ ] Audit History

Overwrite: [7] Overwrite if a file with same name exists

[ Submit ] [ Cancel ]

e Now based on the success/failure of operation, appropriate message will popup (shown in
below fig).
e Click on “Exit” to exit the screen.

IDT - Move or Copy 0 x

Action: @ Move

Destination URL:  http://122.181.132.121:2000/Lists/Prc
History: [] version History [] Audit History

Overwrite: ["] Overwrite if a file with same name exists

1Ion Compieted Successrully.

16 How to use Convert to PDF Feature?
Convert to PDF is a custom action which is provided to IDT. This feature is used for converting the
supported documents to PDF format. The document formats which this functionality supports are
.doc, .docx, .xls, .xIsx, .ppt, .pptx. This feature could be used either from ECB menu (if only one




document has to be converted to pdf) or from ribbon control (if more than one document has to

be converted). Here are the steps to be used for this purpose:

e Enter into the site, by typing the site URL (http://docs.idt.com) in Browser.

e (Click on the Document Library name, present on left hand side of the site (also called

left navigation bar), where we need to convert a document to pdf.

e Now select the checkbox against the document, which you want to convert to pdf (as

shown in the below screen shot).
e Navigate and click to “Convert to PDF” Link.

Libraries

Documents
Products
Packages
Corporate

NPI

Lists
Tasks
BusinessUnit
DocType

LanquageType

] Type 1D

Name

tect1 FRA 20NA12173
Move Document

Convert to PDF

‘E 295
v B
R 2
s B
&

4 Add new 0]
£

©

$

X

View Properties

Edit Properties
Edit in Microsoft Excel

Check Out
Unpublish this version
Version History

Compliance Details
Workflows

Alert Me

Send To

Manage Permissions

Delete

e A new window would appear as shown below.

e Click on “Yes” button to continue.

DCP - Convert to PDF

Home »

Are you sure you want to convert this document into PDF

Created By

System Account

System Account

Vineet Singh

Vineet Arora

Modified By

System Account

System Account

System Account

System Account

e After this a confirmation message would be shown to user (as shown below). Click on

“Close” button to continue.
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DCP — Convert to PDF

Home »

Your request for document conversion is registered. You will receive an email once the
PDF is generated. I

e On click of “Close” button a new request would be raised for conversion of the
document.

e User will receive an email confirming the document conversion and also in case of
failure (there could be a delay of half an hour or more for conversion process to
complete).

e The same process could also be done using Ribbon Control. After selecting one or
multiple documents we need to click on “Convert to PDF” icon from the ribbon control
(as shown in below fig.), rest of the process is same.

0 0 Documents Library
_)New Document . f| B& Convert to PDF ), N 2=l =] ¢Qd {=4E-mail aLink ) 2]~
*) Upload Document 3 w7 = ﬁ & G Alert Me .~ %
Edit View i Download a
~4 New Folder Document Properties Properties )( Copy
New Open & Check Out Manage Share & Track Copies

NOTE: “Convert to PDF” feature would be available only for those document libraries which will
have an entry as “Yes” in “MakeAvailableConfigList” list.

17 How to make a document available to www.idt.com or make it
unavailable from IDT.com site?

17.1 Make available to IDT.com feature
e This feature makes the select document(s) available for the www.idt.com import job to
import it into www.idt.com site.
e Login to the DCP site, by typing the site URL (http://docs.idt.com) in Browser.

e (Click on the Document Library name, present on top navigation of the site in which the
Document you want to work with is present.

o Now select the checkbox against the document, which you want to make it available on
www.idt.com (as shown in the below screen shot),

e Under the “Library Tools” tab on ribbon control, select “Documents” tab, as shown in
fig.



http://www.idt.com/
http://www.idt.com/
http://docs.idt.com/
http://www.idt.com/

Site Actions

Library Tools

B Drocuments
__JMew Document - Conwert to PDF
13 upload Document -I &) Make Available to IDT.com I
4 New Folder

Now click “Make available to IDT.com” button, with arrow sign (shown in below fig.)
from ribbon control, for publishing the document.

Ly == = i) 4 E-rmail a Link
> = = 5
P B = :
g =] G Alert Me +
Edit Wiew, Edit _
@ Make Unawvailable from IDT.com Drocument Froperties Properties ¢
Mew Open & Check COut Manage Share & Track
IDT » Products * 1_Generic Docs * All Documents
4[4 Products -~ [E 1o Generic ID Multi Tvpe Mame 9
4 L7 Folders =I 16590 =1 123_APN_201205238 I
4@ aAcs
8403 Z ACS422x<00_MAR_20110722
O [ .
[ )
L

On click of “Make available to IDT.com” Icon, a new window would appear,
prompting user to publish the document, as shown in below fig.
Click on “OK” button to publish the document.

ICT k Export Data

You have selected the following items to start publishing.

LastpublishedTime
123 _APN_20120528.1p

5/28/2012 7:57:52 PM 6/5/20Q2 3:56:13 PM 11278

[ Ok ”Cancell

e After publishing, the “Is Public” column of the document will have “Publish” as the
Value.
e The original document and its metadata XML could be found in configured location
[ 1D Generic ID Multi  Type Name * [= Public Document ID !
16590 123_APN_20120528 Published | Y3DKPQAQSEMP :
-3-16530
Date rodified Twpe Size
0G0 7 : #ML Document
|2 Details_120525195641 SIZE/2012 7:56 PM XML Docurnent 1 KE
|2 Details_120528195751 SIZE/2012 7:57 FM XML Docurment 1KE

Note: Only those documents which are in “Approved” status could be published.




17.2 Make unavailable from IDT.com

Enter into the site, by typing the site URL (http://docs.idt.com) in Browser.

[ )
e C(Click on the Document Library name, present on left hand side of the site (also
called left navigation bar), where we need to delete the Published Document.
e Now select the checkbox, present just before every item (shown in fig.),
corresponds to the published document which we want to delete.
e Under the “Library Tools” tab on ribbon control, select “Documents” tab, as shown
in fig.
e Now click “Make Unavailable from IDT.com” button, with stop sign (shown in
below fig.) from ribbon control, for deleting the published document.
_JNew Document » __ Convert to PDF . ) = = [dl  [-4E-mail a Link g &7
T} Upload Document . (&) Make Available to IDT.com —(2( =/ ! i Alert Me - '*j o <
Edit WView, Edit . Copies Workflows I Like Tags &
[ New Folder I {0 Make Unavailable from IDT.comI Document Properties Properties X - - It Notes
TEw Open & Check Out Manage Share & Track Tags and Notes
IDT » Products * ... 1_Generic Docs ¥ All Documents
4[5y Products - [ 1D Generic ID Multi  Type Mame I= Public Document ID Sta
407 Folders 16590 E 123_APN_20120528 |Published | Y3DKPQAQSEMP 5/2i
403 Acs = : -3-16590
8403 [D ACS422wx00_MAR_20110722 Publizhed Y;QI?E(;L'\QSEMP 10/

On click of “Make Unavailable from IDT.com” Icon, a new window would appear, prompting user to

export the document, as shown in below screen shot.

Export Data

IDT ¢ Export Drata

IYDu hawve =selected the following items to stop publishing. I

TimeDelay

CurrentTime

LastoublishedTime

Items
123_APM_20120528.txt 6/5/2012 4:02:07 PM 6&/5/2012 4:02:53 PM O

[ Ok H Cancel]

e Click on “OK” button to export the document.
[ ]

location.

After un-publishing, the document would automatically be deleted from the

NOTE: Even though user doesn’t have permission, he/she will still be able to see the “Publish to
IDT.com/ Delete from IDT.com” but as soon as they will click on these ribbon buttons and will

start Publishing or deleting a document, they will get below error (shown in fig).



http://docs.idt.com/

Error: Access Denied
e Error: Access Denied

j Current User

You are currently signed in as: WINWIREBLR\Sankar.V

Sign in as a different user

4+ Go back to site

18 Administration /Super User Tips & Tricks

18.1 Security
In SharePoint securities are maintained by creating the groups and then assigning

appropriate permissions to those groups. A SharePoint group is nothing but a set of
individual users. A SharePoint group can also include the Active Directory Group.

18.1.1 How to Create SharePoint Groups and Grant Permissions to them?
e Enter into the site, by typing the site URL (http://docs.idt.com) in Browser.
e C(Click on the “Site Actions” tab present on top left corner of the site (as shown in fig

below).
e After Clicking a new popup would appear.
e Now click on “Site Permissions” icon, as shown in figure
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Site Actions ~| 2

Browse

dit Page

= ? Modify the web parts on this
- page.

New Document Library
Ij Create a place to store and
share documents.

New Site

o Create a site for a team or
project.
More Options...

Create other types of pages,
lists, libraries, and sites.

View All Site Content
View all libraries and lists in
this site.

Edit in SharePoint Designer
Create or edit lists, pages, and
workflows, or adjust settings.

Site Permissions I

Give people access to this site.

Site Settings
Access all settings for this site.

e After Clicking the “Site Permissions” link, a new window would appear,
displaying all the User’s/Groups’ permissions (as shown in fig. below).

e On top left, Ribbon Control (shown in the fig.), there is a “Create Group” icon,
Click on that to create the group.

Permission Tools

Browse
@ Permission Levels

QJ Manage Access Requests
Edit User Remove User Check
Permissions Permissions Permissions

Modify Check Manage
Some content on this site has unique permissions which are not controlled from this page. Show me uniguely secured content

Libraries L Ll Type
Documents [l Approvers SharePoint Group
Products 0 Chandra Madhumanchi (WINWIREBLR \madhumanchi) User Full Contro
) f | Designers SharePoint Group Design, Limited Access
Lists '
Tasks B Hierarchy Managers SharePoint Group Manage Hierarchy
@l IDT Members SharePoint Group  Contribute
'.‘:l Recycle Bin —, IDT Owners SharePoint Group Full Control

(3 Al site Content

[ IDT Visitors SharePoint Group Read

e After Clicking on “Create Group” icon, a new window would appear, as shown in
the below fig., prompting users to enter the Group Name and other details.

e Enter the details, grant permissions (shown in below fig.) and click on “Create”
button to create the group.
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users wll automatically be added

Caution: If you select yes for the Auto-accept requests opton, any user requestng access to
tha group wil automatically be added a5 3 member of the group and recerve the permission levels
assocated with the group.

Give Group Permission to this Site
Speatfy the permission leved that you want members of this SharePont group 1o have on this site,
1f you do not want to give group members access to this ate, ensure that ol checkboxes are
unselected,

Vitw S8 DEMSSON assgrments

18.1.2 How to Change the permissions a Group/User:
e Enterinto the site, by typing the site URL (http://docs.idt.com) in Browser.

Auto-accept requests?

Yes 8 No

Send membership requests to the following e-mail address:

group members get on this site:

n edit and approve pages, kist tems, and

Document types

n the browser but not

e C(Click on the “Site Actions” tab present on top left corner of the site (as shown in fig

below).

e After Clicking a new popup would appear.

e Now click on “Site Permissions” icon, as shown in figure
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Site Actions ~ | @@ Browse

=Y dait Page
Modify the web parts on this
page.

New Document Library
j Create a place to store and
* share documents.
New Site
=) Create a site for a team or
project.
More Options...
Create other types of pages,
lists, libraries, and sites.

— View All Site Content
"l' View all libraries and lists in
this site.

Edit in SharePoint Designer
V.S Create or edit lists, pages, and
. workflows, or adjust settings.

Site Permissions
@ Give people access to this site.

35 Site Settings
45}2 Access all settings for this site.

e After Clicking the “Site Permissions” link, a new window would appear, displaying all
the User’s/Groups’ permissions (as shown in fig. below).

e Check the Checkbox, present before every user/group, for which we want to edit
the permission (shown in fig. below, its “Approvers” group in our case).

o Now click on “Edit User Permissions” icon present on the Ribbon control (shown in
below fig.).

Permission Tools

Site Actions =~

P L. Tl & Permission Levels
& @& @& <

éj Manage Access Requests
Grant Create Edit User Remove User Check
Permissions Group 15 P 15 Per

Grant ity Check Manage

Some content on this site has unique permissions which are not controlled from this page. Show me uniguely secured content

Libraries |} Name ype Permission Levels
Documents Approvers
Products (Wl Chandra Madhumanchi (WINWIREBLR \madhumanchi)

. Designers
Lists
Tasks Hierarchy Managers

IDT Members

"3' Recycle Bin (wl IDT Owners SharePoint Group Full Contro
_'_‘J] All Site Content IDT Visitors SharePoint Group Read

e On click of “Edit User Permissions” icon, a new window would appear (shown in
below fig.).Select the appropriate check box (shown in below fig.) and click “OK”
button to grant the selected permissions.




Edit Permissions

Users:
The permissions of these Approvers
users or groups will be
modified.

Choose Permissions
Permissions:

Choose the permissions you =
want these users or groups L] Full Control - Has full control.
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Hownload documents.
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Edit pages, list items, and documents.

_ Restricted Read - Can view pages and
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View Only - Can view pages, list items,
=1 Ppnd documents. Document types with
ferver-side file handlers can be viewed in
he browser but not downloaded.
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18.1.3 How to add users to the Groups?
e Enterinto the site, by typing the site URL (http://docs.idt.com) in Browser.

e Click on the “Site Actions” tab present on top left corner of the site (as shown in fig
below).

e After Clicking a new popup would appear.

o Now click on “Site Settings” icon, as shown in figure

Browse

p— Edit Page
? Modify the web parts on this
page.

New Document Library
Ij Create a place to store and
share documents.

New Site
@ Create a site for a team or
project.

More Options...
Create other types of pages,
lists, libraries, and sites.

=D View All Site Content
= View all libraries and lists in
this site.

Edit in SharePoint Designer

Create or edit lists, pages, and
workflows, or adjust settings.

Site Permissions
Give people access to this site.

Site Settings
Access all settings for this site.
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e A new window would appear showing all the settings (based on user’s permissions),
as shown in fig. below.

e From “Users and Permissions” Section, select “People and groups” as shown in the
below fig.

(i} IDT » Site Settings

Home
Libraries = | Lookand Feel
Documents l\w Title, description, and icon
Quick launch
Products T nk bar
P
Site theme
Lists
Tasks Site Actions
test Web parts 1;: %F Manage site features

List templates

Master pages

= Themes
A Recycle Bin Solutions
_:_T| All Site Content

e A new window would appear as shown in the below fig.

e On left hand side, Quick Launch Bar, we have all the groups, select the
group where we want to add users.

e Now, on right had side (as shown in fig.) click on “New” and then “Add
Users” as shown.

IDT » Site Settings » People and Groups - IDT Members

L "

i Use this group to grant people contribute permissions to the SharePoint site: IDT

Home

Groups New = Actions « Settings

1DT Members Add Users

IDT Visitors Add users to this group. Name About me
IDT Owners Vinest Singh

Style Resource Readers
Designers

Hierarchy Managers
Approvers

Restricted Readers

Quick Deploy Users

e On Click of “Add Users” a new window would appear, as shown in the below fig.,
prompting user to enter the new user which has to be added to the group.

e Add the user’s name, validate it by clicking on icon (shown in fig) and then click “OK”
button to add the user.

e User is now part of the group.




18.1.4 How to add permission of a Security Groups to any folder?
e Enterinto the site, by typing the site URL (http://docs.idt.com) in Browser.

e C(Click on the Document Library name, present on left hand side of the site (also

called left navigation bar), from where we need to send the Document Link.

e Click on the arrow button, present on the right side of the Name field, for the folder
for which we need to set the permission.

e Now take the cursor to “Manage Permission” option.

team by adding it to this document library.

] 1D Type Name Title
ks m acs
5511 Ca APC & Move Document
View Properties
(| AUI L} Edit Properties
ca ccp Compliance Details
G/) Workflows
Ca FCM ~r Connect to Outloock
Alert Me
r MIP ——
— m Manage Permissions I
Ca NET 2 Delete
Change New Button Order
(|

e A new window would appear as shown in below fig. This window will show all the
users and security groups which have permission on this folder.

e Click on “Stop Inheriting Permission” Icon.

e On click of “Stop Inheriting Permission” a popup would appear as shown below.
Click on “OK” button to continue.
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karunstest Approy
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e On click of “OK” button, same window would appear with check box before each
security group.

e Check the check boxes, present before the security group, for those security groups
which we don’t want to have permission for the folder.

e Now click on “Remove User Permission” link, present on Ribbon control, to remove
those permissions.

e A new popup would appear as shown in the fig.

e C(Click on “OK” button to apply the permission.
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Grant Edit User ve | Check
Permissions Permissions] Permissions | Permissions
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Access

Cancel
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18.2 Site Administration

18.2.1 How to enable the Metadata navigation settings on “Products” document library?
o Navigate to IDT Home page and click on “Products” document library Link present
on the Left hand side of the site (Quick Launch).
e Click on “Library” under the “Library Tools” section of Ribbon control.

| Site Actions v  #J IR Documents

| ifi

Library

IDT » Products » All Documents ~
IDT List Instance

IDT
Libraries [T ID Type Name
Site Pages

9 8 Test2

Shared Documents £ NEw

% Add new item

o Now in settings Section, click on list settings. It will appear the following screen.




List Information

Name: Products
Web Address: http://wwsp2010dev1:7001/Lists/Products/Forms/Folder View.aspx
Description: IDT List Instance

General Settings

Title, description and navigation
Versioning settings

Advanced settings

Validation settings

Column default value settings

Rating settings

Metadata navigation settings I

Per-location view settings

Permissions and Management Communications

Delete this document library RSS settings
Save document library as template
Permissions for this document library

Manage files which have no checked in
version

Workflow Settings
Generate file plan report

Enterprise Metadata and Keywords Settings

Information management policy settings

e C(Click on “Metadata navigation settings”. The following screen would appear.




e Metadata Navigation Settings - Windows Internet Explorer

(<IN

O =] |42 X| [7] metadata Navigation Settings X I

Chandra Madhumanchi ~
Site Actions ~

Configure Navigation Hierarchies

Select fromthe kst of avaiable fields to use
them as navigation hierarchies for this list.
Selected fields will appear under this kst in the
Site Hierarchy tree view. You can expand these
fields and select one of their values to fiter
your current view to show only items matching
that value.

Fields that are avaiable for use as navigation
hierarchies indude columns on this list that are
one of the following types:

- Content Type

- Single-value Choice Field

- Managed Metadata Field

Configure Key Filters

Select fromthe list of available fields to use
them as key filters for this list. Selected fields
will appear underneath the Site Hierarchy tree
when viewing items in this kst. You can use
these fields to fiter your current view to show
only items matching that value.

Fields that are avaiable for use as navigation
hierarchies indude columns on this list that are
one of the following types:

- Content Type

- Choice Field

- Managed Metadata Field

- Person or Group Field

- Date and Time Field

- Number Field

Configure automatic column indexing for
this list

IDT » Products » Document Library Settings » Metadata Navigation Settings

Use this page to configure metadata navigation hierarchies and key filter input controls.

Available Hierarchy Fields: Selected Hierarchy Fields:

Content Type
Document Type
Folders
MMProductTree
Product Line
Product Tree

Add >

< Remove I

Description:
Choice - No Description

Available Key Filter Fields: Selected Key Filter Fields:

Created By
Document Type
MMProductTree
Modified By
NexPrise_Reference_ID
Product Line
Product Tree
Revision Date
Start Publish Date
Stop Publish Date
Description:
Content Type 1d - No Description

@ Automatically manage column indices on this list.

e Under configure Navigation Hierarchies select the “Folders”, ”Business Unit",
”Product Tree” and click on Add Button.

e Under Configure key Filters section select the “Content type” and Click on “Add”
button.

o The follow screen would appear.

e Click on “OK” button.




JE5 Metadata Navigation Settings - Windows Internet Explorer
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- Managed Metadata Field Description:

- Person or Group Field Choice - No Description
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on this list that will ncrease the performance of Do not modify column indices on this list.
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18.2.2 Site Collection:
On top of the Hierarchy we have a site collection, named IDT, which holds all the data
present in the portal. This acts as a top level site for holding the contents,
List/Document Libraries, portal pages, content types, features, web parts etc. This top
level site collection is made using the “Document Center’ template present inside the
“Microsoft Office SharePoint Server 2010”.

18.2.3 Lists:

In the IDT top level site collection, we have a few custom Lists which are used to store
configuration data. The following sections describe each of these lists:

18.2.3.1 WFApprovedList:
This List is used for storing the “Business Unit’ and “Document Type” fields. The
combination of these 2 fields decides whether the document will have to undergo an

approval process. Document will be auto Approved if the “Business Unit” and
“Document Type” values aren’t present in this list.

The list also has another column “DocumentApprover”’. This column specifies the
Approver’s name for a “Business Unit” and “Document Type” combination. So when the

workflow starts, then the task will be assigned to this approver for approving the
document.




E.g., in the below given figure., for the combination of “COM” as “Business Unit” and
“Datasheet” as “Document Type”, the workflow will run and the task for completing the
workflow would be assigned to “Rajiv Bhat” (refer “DocumentApprover”’ column for
that particular combination, highlighted in red)

@ Business Unit Document Type DocumentApprover

4k Add new item

Application Note/Technical Paper Ch

shekar Reddy

NOTE: Please note that the data shown above is sample data. The original production

data may vary. This data could be setup or changed at any point of time.

18.2.3.2 Configuration:
This List is used for storing the configuration data for the site and us used for
implementing the business logic for few of the functionalities in the portal. This
configuration data, if not set properly, can break the solution.

18.2.3.3 MakeAvailableConfigList:
This List is used for storing the document library’s name where “make available to IDT”
and “Convert To PDF” feature has to be activated.

18.2.3.4 DCPErrorMessagelist:
This List is used for storing the error messages which are generated due to Auto Push to
IDT feature.

18.2.3.5 EmailTemplate:
This List is used for storing the email template which has to be sent to different user’s
when PDF conversion feature completes successfully or it fails.

18.2.4 Document Libraries:
Apart from few Lists, we also have a Document Library, which is used to store the
documents uploaded by different users. Here are few of the Document Libraries present
in DCP site.

18.2.4.1 Products Document Library:
This Document Library is the central repository for storing all the marketing and Change
Notification documents. This document Library has “Marketing” and “Change
Notification” content type associated with it. Users will be prompted to enter the
metadata while uploading a document and the metadata will be stored along with the
document.




18.2.4.2 Package Document Library:
This Document Library is the central repository for storing all the Package documents.
This document Library has “Package Documents” content type associated with it. Users
will be prompted to enter the metadata while uploading a document and the metadata
will be stored along with the document.

18.2.4.3 Corporate Document Library:
This Document Library is the central repository for storing all the Corporate documents.
This document Library has “Corporate Literature” content type associated with it. Users
will be prompted to enter the metadata while uploading a document and the metadata
will be stored along with the document.

18.2.4.4 NPI Document Library:
This Document Library is the central repository for storing all the NPl documents. This
document Library has “NPI Document” content type associated with it. Users will be
prompted to enter the metadata while uploading a document and the metadata will be
stored along with the document.

18.2.4.5 ISO Document Library:
This Document Library is the central repository for storing all the 1ISO documents. This
document Library has “ISO Document” content type associated with it. Users will be
prompted to enter the metadata while uploading a document and the metadata will be
stored along with the document.

18.2.5 Content Types:

18.2.5.1 Marketing:
This custom content type is a part of “DCP Document Types” group. This is attached to
“Products” Document Library and used for storing the attached document metadata
which are uploaded to “Products” Document Library.

18.2.5.2 Change Notification:
This custom content type is a part of “DCP Document Types” group. This is attached to
“Products” Document Library and used for storing the attached document metadata
which are uploaded to “Products” Document Library and have PCN, PDN or Errata as
document types.

18.2.5.3 Corporate Literature:
This custom content type is a part of “DCP Document Types” group. This is attached to
“Corporate” Document Library and used for storing the attached document metadata
which are uploaded to “Corporate” Document.




18.2.5.4 Package Documents:
This custom content type is a part of “DCP Document Types” group. This is attached to
“Packages” Document Library and used for storing the attached document metadata
which are uploaded to “Packages” Document Library.

18.2.5.5 NPI Documents:
This custom content type is a part of “DCP Document Types” group. This is attached to
“NPI” Document Library and used for storing the attached document metadata which
are uploaded to “NPI” Document Library.

18.2.5.6 1SO Documents Content Types:
ISO Drawing, ISO Form, ISO PDAE, ISO SCD, ISO Spec, ISO Test Program, ISO
Workflow Prop

The above content types are part of “ISO Content Types” group. This is attached to
“ISO” Document Library and used for storing the attached document metadata which
are uploaded to “ISO” Document Library.

18.2.6 Adding Site Columns to Libraries
Site columns which are required for storing metadata and not required for display in forms are added to
libraries directly instead of adding them to content type.

To add a site column to document library follow the below steps.

Open the sharepoint site in the browser.

Click on Site Actions = View All Site Content

Click on the library in which site column need to be added.
Click on the Library tab which appears on the ribbon.

® o o T o

Click on Library Settings and under the Columns section click on ‘Add from existing site
columns’
f. Select Column Name as shown in the below screenshot.




Select Columns
A o Select site columns from:
Select which site columns to add to this list. DCE Columns

Available site columns: Columns to add:

Association

»

Business Unit

o Ee)
CN Business Unit

CN Document Type | & <
Document Type Remove
Generic ID

Generic 1D Multi

Identifier -

n
Z
(=1
W

Description:
Mone

Group: DCP Columns

Options
[[]Add to all content types

Add to default view

OK ] [ Cancel

g. Click Add and then ‘Ok’

18.3 Setting up Metadata Navigation:
Metadata Navigation provides the virtual mapping of a document to a path. A document can be
tracked with the help of these navigations.

18.3.1 How to create managed metadata term in Central Admin?
e Navigate to SharePoint 2010 Central Administration/ Manage Service Applications
and clicking on Metadata Service.
e You can achieve the same by highlighting the service application and clicking on the
Manage icon located in the ribbon

- M » »
i€ , & 2 &0 @

ministrators Properties  Publish Permissions

-
New Connect  Delet

Create Operation shanng

System Setungs

Montornng
onto ) Proxy 794041 44 -4041.5692. 26264 at Balancer Service Anohest

Backup and Restore I” 4 Metadata Service Managed Metadata Service Started
Securnty

Upgrade and Migraton




e A new window would appear, this window is also referred to as the Term Store
Management Tool.

i X System Account -
Site Actions ~ g

&, WI'EPOIHI'EOIO Central Administration » Site Settings * Term Store Management Tool -4 g
Ilike It Tags &

MNotes
Search this site 2 ?

SEARCH PROPERTIES |

Managed Metadata Service

TAX Y TERM STORE Av.allallle Service Ap;rllcatlons .
IE“ lish LI A site may consume multiple metadata applications. Select the one [Manage d Metadata Service
d to see in the tree view.

B ﬁ) Managed Metadata Service
Sample Import

The SharePoint metadata manager can import a term set from a View a sample import file
UTF-8 CSV format file. Use the sample file as a template for

creating import files. Then import the file into the desired group to

create a new termset.

Term Store Administrators

You can enter user names, group names, or e-mail addresses.
Separate them with semicolons. These users will be permitted to
create new term set groups and assign users to the group
manager role,

winwireblriadminsharepoint;

e C(Click on Managed Metadata Service link highlighted red colour in above screen to
create new term group. The following screen would appear

Site Actions ~ §g

- M b
g SharePoint 2010 Central Administration

' SEARCH [ PROPERTI
Manage
TAXONOMY TERM STORE AAV:'hb ‘
- se ma
| English El to seeint

') Managed Metadata Service ~
New Group

[Click to expand menu hare




Click on New Group
Enter Group Name As “DCPortal”
Click on “DCPortal” link shown in below screen

SEARCH P

TAXONOMY TERM STORE

[English =l

4 () Managed Metadata Service

D \.\) CLASSTermStore

> L |DCPortal ~

y Ne

» LD Departmi[Eia to expand menu
|e = Set
> L System Delete Group

- Click on Import term set link

Term set import

Term set import
|Se|ed a CSV file from which tomﬂﬂ%ﬂala

Click on Browse.A new widow would appear, select the file “IDT-Product-Tree-
DraftTermStore” as shown in the below snapshot and click “Open” button.




A2 Choose File to Upload <]

éOv| .~ Local Disk (D:) ~ Projects ~ IDT ~ ~ 23 | searchOT

Organize ¥  Mew folder == ~ [ @

- - -
< Favorites = Name I Date modified I Type
Bl Desktop .. Backup 8/19/2011 12:35 AM  File folder

& Downloads |, chandram 8/16/2011 8:42 PM File Folder
=l Recent Places

.. Export 8/19/2011 2:58 AM File Folder
== Libraries . IDT.Sharepoint2010.DeploymentFiles 8/18/2011 7:29 aMm File Folder
=
3 Documents LE_I] IDT Deployment Dacument w2 O 8/19/2011 3:17 AM Microsoft We
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E Videos

‘M Computer

&L, Local Disk (C:)
= Local Disk (D:)
o = Mew Volume (F:)

- Mew Volume (G:) ll <] | Ll
File name: IIDT—Product—Tree—DraftTermStore ﬂ IAII Files (**3

o The following screen would appear. Click on “OK” button.

Term set import -

[Select a CSV file from which to import term set data
|D:\Projects\IDT\IDT-Product-Tree-DraftTermSto |

e C(Click on OK to create “product tree term set”

18.3.2 How to create the site column for managed metadata term?
e Navigate to the Site Settings page
e Under “Galleries” section, click “Site columns”.




1D

allerie
Site content types
Web parts
List templates
Master pages
Themes
Solutions

e Click on “Create” shown below

IE-. Create I

Site Column
Base Columns
Append-Only Comments

Categories

End Date Date and Time
Language Choice

Start Date Date and Time

URL Hyperlink or Picture

Workflow Name

Type

Multiple lines of text

Single line of text

Single line of text

e Enter the Column name as “Product Tree”
o Under “The type of information in this column is”select“Managed Metadata™” .
e Under “Term Set Settings” section, select the option “Use a managed term set”, as

shown below.

Term Set Settings

Enter one or more terms,
separated by semicolons,
and select Find to filter the
options to only include those
which contain the desired
values.

After finding the term set
that contains the list of
wvalues to display options for
this column, dlick on a term
to select the first level of
the hierarchy to show in the
column. All levels below the
term you select will be seen
when users choose a value.

F Use a managed term set:
mn erm se mciude e (=] Dwing terms.

[ =

- @ Managed Metadata Service
> 3 cLASSTermStore
« 3 DcPortal

1 -2 IDT Product Tree

> <2 APD-ACS (Libbie Nicholson-Kramer)

2 APD-APC (Libbie Nicholson-Kramer)

-7 APD-PCS (Rene Jakubasch, Tom Delurio)

e Select the “IDT Product Tree” Term set
e Click “OK” to create the column.




18.4 How to create the Folder Content Types?
Here we need to create 2 content types namely “Doc Control Folder’ and “Part Number
Folder”. The content type creation for these two types of folders is mentioned below.

18.4.1 Doc Control Folder
e Navigate to the Site Settings page
e Under ‘Galleries’ section, click “Site content types”

Galleries

List templates
Master pages
Themes
Solutions

e Click on Create shown below

IDT » Site Settings » Site Content Types

Use this page to create and manage content types declared on this site and all parent sites. Cont
use on this site and its subsites.

.
:nts

Site Content Type Parent

Business Intelligence

Excel based Status Indicator Common Indicator Columns

e Enter the content type name as “Doc Control Folder”

e Under “Parent Content Type” select“Select parent content type from option” as
Folder content types and parent content type as Folder.

o Under “Group” section, select the option “DCP Content Types” as shown below.

e C(Click “OK” button to create the Doc Control Folder Content type.




Name and Description
Name:

Type a name and description for this content type. The description will be shown on the new [Doc Control Folder
button.

Description:

| =l

Parent Content Type:

Select parent content type from:
| Folder Content Types |

Parent Content Type:
I Folder 'I

Description:
Create a new folder.

Group - °
Put this site content type into:

Specify a site content type group. Categorizing content types into groups will make it easier
for users to find them. « Existing group:

|DCP Content Types |

c MNew group:

I

18.4.2 Part Number Folder
The step for creation of “Part Number Folder’ is same as that of “Doc Control Folder”.
Just change the name while creating the content type.

18.5 Adding content type to Document Libraries?
e Navigate to IDT Home page and click on “Products”document library Link present
on the Left hand side of the site (Quick Launch).
e Click on “Library” under the “Library Tools” section of Ribbon control.

| Site Actions v B2 IR Documents Library

3| IDT » Products » All Documents ~
IDT List Instance

IDT

Libraries ™ ID Type Name
Site Pages 8 Teit3
Shared Documents 2 NEw

Products

% Add new item




e Now in Settings Section, click on List Settings

e Under Content Types section. Click on Add from existing content types shown as
below screen.

Content Types

This document library is configured to allow multiple content types. Use content types to specify the information you want to display about
item, in addition to its policies, workflows, or other behavior. The following content types are currently available in this library:

Content Type Visible on New Button Default Content Type
Marketing ContentType v 4

Doc Control Folder v

Part Number Folder v

Add from existing site content types

Change new button order and default content type

e Under select content types options select as “DCP Content Types” as show below

Select Content Types

elect site content types from:
DCP Content Types

Available Site Content Types:

Doc Control Folder

Select from the list of available site content
types to add themto this list.

|«

Content types to add:

| Add > |

< Remove

o Select “Doc Control Folder” content type from Available site Content types and Click

on Add Button.

Select Content Types

Select site content types from:
IDCP Content Types

Select from the list of available site content
types to add themto this list.

Add> |

< Remove I

Description:
None

Group: DCP Content Types




e C(Click on “OK” button. “Doc Control Folder’ content type will add to product
document library.

18.6 How to add the “Business Unit” to “Doc Control Folder” content type?
e Navigate to IDT Home page and click on “Products” document library Link present
on the Left hand side of the site (Quick Launch).
e C(Click on “Library” under the “Library Tools” section of Ribbon control.

Site Actions + @2

Browse Documents Library

“% IDT » Products » All Documents ~
IDT List Instance

IDT

Libraries ™ ID Type Name
Site Pages 8 —
Shared Documents 3 New

Products

4 Add new item

e Now in Settings Section, click on List Settings
e Under Content Types section. Click on “Doc Control Folder“content type as shown
below.

Content Types

This document library is configured to allow multiple content types. Use content types to specify the information you want to display about an
item, in addition to its policies, workflows, or other behavior. The following content types are currently available in this library:

Content Type Visible on New Button Default Content Type
Market-ing ContentType o v

| Doc Control Folder e I
Part Number Folder v

Add from existing site content types

Change new button order and default content type

e The following screen would appear




List Content Type Information

Name: Doc Control Folder

Description: Use this content type to create folders inside Products document library
Parent: Doc Control Folder

Settings

@ Name and description

8 Advanced settings

@ Worlflow settings

@ Delete this content type

@ Information management policy settings

Columns
Name Type Status Source
Title Single line of text Hidden Item
Name File Required Folder
Business Unit Choice Required Doc Control Folder
@ Add from existing site or list columns I
@ Column order -

e Under columns section click on Add from existing site or list columns. The following

screen would appear

Select Columns
Select col frome

Select from the list of available columns to add themto this | List Columns ;l

content type.

Available columns: Columns to add:

Generic ID

Is Public
NexPrise_Reference_ID

Product Line

Product Tree )
Revision Date SReIONe I
Short Description

Start Publish Date
Stop Publish Date

Column Description:
None

Group: List Columns




e Under Available columns select the “Business Unit” and click on Add button. The
following screen would appear.

Select Columns
Select columns from:
Select from the list of available columns to add themto this I List Columns ;I
content type.
Available columns: Columns to add:
Document Type
Generic ID
Is Public

NexPrise_Reference_ID

Product Line Add > I
Product Tree
Revision Date
Short Description
Start Publish Date
Stop Publish Date

Column Description:
None

Group: List Columns

e C(Click on “OK” button. “Business Unit” column would be added to “Doc Control
Folder”.

18.7 How to Create the Folder view?
e Navigate to IDT Home page and click on “Products” document library Link present
on the Left hand side of the site (Quick Launch).
e Click on “Library” under the “Library Tools” section of Ribbon control.

Site Actions v #8

Browse Documents Library

IDT » Products » All Documents ~
IDT List Instance

IDT
Libraries [T ID Type Name
Site Pages

g 8 Test2

Shared Documents 2 NEw

Products

% Add new item

e Now in “Manage Views” section, click on “Create View"” section.




Site Actions ~ §2

Standard| Datasheet
View View

View Format

Browse

b 4|
== |
New
Ro'ﬁ' —J
Datasheet

Libraries

Documents

CustomDocLib

Lists

Library Tools

—— [l[» Modify View . Current View:

“I\) ifll Create Column  Folder View  ~
Create
« Current Page RS

Manage Views

2] Navigate Up

Create View
Go to the Create View page to

select columns, filters, and other
settings to create a new view.

-

s Unit

s Unit

ECD Business Unit

4 Add new item

o After clicking the “Create View”, the following screen would appear.

Choose a view format

styles.

Neb page. You can choose from a list of display

Datasheet View
ESMS View data in an editable spreadsheet format that is convenient
for bulk editing and quick customization.

31 Calendar View

(R

Start from an existing view

@ Al Documents

v View data as a daily, weekly, or monthly calendar.

Gantt View
View list items in a Gantt chart to see a graphical representation
of how a team’s tasks relate over time.

=

Custom View in SharePoint Designer
Start SharePoint Designer to create a new view for this list with
capabilities such as conditional formatting.

7%

e Click on “Standard View”. The following screen would appear.




Name

Type a name for this view of the document library. Make the name descriptive,
such as "Sorted by Author”, so that site visitors will know what to expect when
they dick this link.

Audience

Select the option that represents the intended audience for this view.

3 Columns

Select or dear the check box next to each column you want to show or hide in this
view of this page. To specify the order of the columns, select a number in the
Position from left box.

View Name:
|Folder view

V" Make this the default view

AppIE O puD VIEWS OlINY

View Audience:

C Create a Personal View
Personal views are intended for your use only.

@ Create a Public View
Public views can be visited by anyone using the site.

Display Column Name Position from Le
2 Type (icon linked to document) [1_3
2 :aerrr:z)(lmked to document with edit I'E
2 Business Unit [z =
v Product Tree [a =
72 Item Child Count 5 IS
—

e Enter the view name as “Folder View” and select the check Box “make this the

default view option.”

e Under Columns section select the Type, Name, Business Unit, Product Tree, Item

child Count columns

e Under “Folder Section” select” Show Items inside Folders” option and “In all folder”

as shown below screen shot.

= Folders

Specify whether to navigate through folders to view items, or to view all tems at
once.

& Item Limit

(¢ Show items inside folders

Show this view:

C Show all items without folders

C In the top-level folder

C In folders of content type: | Doc Control Folder =]

e C(Click on “OK” to create the Folder view in “Product” document library.




18.8 How to update the Options in Choice Columns?
e Enterinto the site, by typing the site URL (http://docs.idt.com) in Browser.

e C(Click on the Document Library name, present on left hand side of the site (also
called left navigation bar).

e Under the Library Tools tab, in Ribbon control (as shown in fig.), Click on Library tab.

[ )

From ribbon tab click on “Library settings” (highlighted in red).

Library Tools

Site Actions ~

oY
i [ Modity View . Current View: I -~ =)
) nﬂ 7 Y 7 _‘ & 0 Connect to Outlook - L'I X! =)
@ Create Column  Folder View g - = @ exportto Bxcel ¢ ==
|Standard| Datasheet  New Create E-maila Alert RSS  Syncto SharePoint Connectto Form Web Edit  New Quick | Library |
View | View Row Refresh Data View |3 Navigate Up « CurrentPage ink  Mes Feed Workspace Office~ (i Open with Explorer Parts+  Library  Step Settings Pe
View Format Datasheet Manage Views Share & Track Connect & Export Customize Library
Libranes Type Name Business Unit Preduct Tree Item Child Count
Pr -
oducts | =
| o
a
Lists “a
& Add new item

A new settings page will appear, scroll down to “Columns” section where we’ll have
all the fields present in our Document Library.

Click on the Choice field (for which we want to edit the options). In this e.g. we are
editing the “Business Unit” field.

Columns

A column stores information about each document in the document library. Because this document library allows multiple content types, some column s
optional for a column, are now specified by the content type of the document. The following columns are currently available in this document library:

Column (click to edit)

Type Used in
I Business Unit Choice Marketing ContentType, Doc Control Folder I
Document Type Choice Marketing ContentType
Generic ID Single line of text Marketing ContentType
Is Public Single line of text Marketing ContentType

MMProductTree
NexPrise_Reference_ID
Product Line

Product Tree

Managed Metadata
Number
Choice

Managed Metadata

Marketing ContentType
M.

o

rketing ContentType
M.

]

rketing ContentType

, Part Number Folder

Marketing ContentType

Revision Date Date and Time M

o

rketing ContentType

After Click of the column, a new window would appear showing the “Business Unit”
choice values.

Enter the new choice values (in new line) and click on “OK” button to save the
values
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Enforce unique values:
Yes @ No

Type each choice on a separate line:
COM

NetCom

VDO

mi»

1

yl .

Display choices using:
@ Drop-Down Menu
) Radio Buttons

) Checkboxes (allow multiple selections)

Allow 'Fill-in' choices:

) Yes @ No

Default value:

@ Choice Calculated Value

e New choice would now appear in “Business Unit” field.

e Since this business unit has some dependency for other functionalities as well, we
need to make sure that as soon as we update the metadata in “Business Unit” field,
we create a record in “BusinessUnit” and “Productline” lists as well (Method
mentioned in previous section could be used for inserting the record in this list).

e Here are the list of Fields (Choice fields) and associated Lists which we need to
update as soon as we update the data in those choice columns.

Choice Columns Fields Associated Lists to be Updated

Business Unit BusinessUnit, ProductLine
Document Type DocType
Language LanguageType

18.9 How to create Views for a Document Library?
e Enter into the site, by typing the site URL (http://docs.idt.com) in Browser.
e Click on the Document Library name, present on left hand side of the site (also
called left navigation bar), where we need to create view.
e Under the Library Tools tab, in Ribbon control (as shown in fig.), Click on Library tab.
e From ribbon tab click on “Create View” (highlighted in red).
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Library Tools
Site Actions ~ R Browse Library

[» ~ Current View: =4 E-mail a Link <h

LL:= =

‘) ‘) 4 ) ] Folder View = @' Alert Me ~ =)

Standard| Datasheet [ Sync to SharePoint Connect to
View View ow ] , Current Page RSS Feed Workspace Office ~

View Format Datasheet Manage Views Share & Track Connect & Export

IDT > Products
Libraries

IDT List Instance

| Type Name MMProductTree

a3 APD Business Unit

[ CBU Business Unit

e After click of “Create View” icon, a new window would appear, as shown in below
figure, providing users with different template of views available for creation.

e Select the template, appropriate for the requirement (in our case we are using
“Standard View” template, as shown in fig).

IDT > Products

Use this page to select the type of view you want to create for your data.

Choose a view format

=] Datasheet View
You can choose from a list of _:2' fiew data in an ed

convenient for bulk

Gantt View

v list items in a Gantt chart t

Calendar View i —1
_j View data as a daily, weekly | =

e On click of “Standard View” icon, a new window would appear (as shown in below
fig.), asking users for the details.

e Enter the appropriate in the “Name” section.

e In the “Audience” section, select the radio button “Create Public View”, so that
other users can also see the data using this view.

e From the “Columns” section, select the fields (by checking the checkbox present
before a field), which we want, to be a part of this view.

e We can also set the positions of the fields by selecting the display order from
“Position from Left” column.




o If we scroll further down, we’ll see “Filter” section (shown below in second fig.),
where we can select the filter for the view, i.e., only those records would appear

which will satisfy the filter criteria.

e More filters could be added by clicking “Show More Columns...” link (highlighted

below in red).

e C(Click on “OK” button, present on top as well as bottom of the page.

e After this our view would be created.

e This new view would appear when we click on the document library, where we have
created the view, on “Library” section of “Library tools”, under “Managed View”

section (as shown in third fig.).

IDT > Products

Use this page to create a view of this document library.

Name

Type & name for this wview of the document ibrary. Make the name descariptive, such as
“Sorted by Author™, SO that site vistors will know what to expect when they click this link

Audience

Select the cpboN that regresents the Ntended audience for this view

= Columns

Select or dear the dheck box next to each column you want to show or hide n this view of
s page. To specfy the order of the columns, select & number n the Position from
left box

= Filter

Show all of the items in this view, or display a subset of the items by using
filters. To filter on a column based on the current date or the current user
of the site, type [Today] or [Me] as the column value. Use indexed
columns in the first clause in order to speed up your view. Filters are
particularly important for lists containing 5,000 or more items because they
allow you to work with large lists more efficiently. Learn about filtering
items.

View Name:
Audio Solutions

Make this the default view
(Applies to public views only)

View Audience:
Create a Personal View
Personal views are intended for your use only.

I © Create a Public View

Public views can be visited by onyocl using the site.

Display Column Name
4 Type (icon hinked to 1 e
document)
7 Name (linked to
document with edat 2 |-
menu)
4 MMProductTree 3 |-

Business Unst

[D:D Show all items in this view

Show the items when column

MMProductTree (Indexed) Iz]

is equal to E

@ And © Or

When column

MMProductTree (Indexed) E
is equal to [2

Touch Controller

O E Show items only when the following is true:

Touch Controller with Integrated LED Di

I Show More Columns...l




Library Tools

[ Documents | Library |

> ~ Current View: —d E-mail a Link <h o } Form Web
= —) il Folder View - A" Alert Me + =1 X <! Edit Libra
Create Sync to SharePoint Connect to Z; =
View 3} Default 1 Workspace Office - @ =] New Quick

=et Mar Folder View ack Connect & Export Customize L
IDT > Product

Public

IDT List Instanc-lAudio Solutions I

Type Multi-Port Memories MMProductTree Business Unit
Power Management Solutions

Touch Products

=
— Other
d

Configure Views for This Location

Tsi721_AN_20110818 HEW Mobile Multimedia Interconnect APD

18.10 How to insert the values into a List?
e Enterinto the site, by typing the site URL (http://docs.idt.com) in browser.

e C(Click on the List name, present on left hand side of the site (also called left
navigation bar), where we need to insert the values (shown in fig).
e Now click on “Add new item”, present on the middle-right area of the site (shown in

fig.)

Site Actions ~ Y BT

IDT » DCPWFList » All Items

1IDT Home

Libraries [l 1] BU DocumentType DocumentApprover
Documents There are no items to show in this view of the "DCPWFList” ist. To add a new item, dick Mew",

Products

Lists

Tasks

DCPWFLIst

A Recycle Bin

2} All Site Content

. Based on the fields present
in the list, user would be prompted to enter the values. Please enter the correct
values in the different columns (shown in fig.).

. If the list contains any field
which requires us to enter the users’ details, then we need to validate the user after
entering the value. For validating the user, please click on the icon, just beside the
user text box (shown in fig.). If user is a valid user, then name will automatically
change to display name.
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DCPWFLIist - New Item

H B8 D NV

2 Copy

Save Cancel Paste AtFtalch Spelling
e -
Commit Clipboard Actions  Spelling
BuU * vDO

DocumentType * Application Note/Technical Paper

DocumentApprover * jv.singh E‘u

° Now click “Save” button to
save the values.

DCPWHFLIiIsSt - New Item

Lt‘ !!! [ e @_j 239
) =3 Copy
Save Cancel Paste AtFt_?ch Spelling
ile ~

Commit Clipboard Actions Spelling

BU * vDO

DocumentType * Application Note/Technical Paper

—

[ Vineet Singh ;

[

Es

DocumentApprover

. A new record would be
inserted to the list, as shown in the fig.




Site Adtions =

[{} IDT » DCPWFList » All Items ~

IDT| Home Search th

Libraries I @ BU DocumentType DocumentApprover

Cocuments I VDO mHew « | Application Note/Technical Paper Vineet Singh I

Products

Lists
Tasks
DCPWFList

4 Recycle Bin

2 Al Site Content

. NOTE: While entering the
values, the fields marked in red * are mandatory and cannot be left blank.

18.11 How to Export the List data to an Excel?

e Enterinto the site, by typing the site URL (http://docs.idt.com) in Browser.

e C(Click on the List name, present on left hand side of the site (also called left
navigation bar), from where we need to export the data to excel (DCPWFList, in this

case).
e Under the List Tools tab, in Ribbon control (as shown in fig.), Click on List tab.
e Now click on “Export to Excel” icon from the ribbon control.

List Tools

Site Actions ~ @ Browse Items List

7 Modify View . Current View: Create Visio Diagram

B LB j = -') fl] Create Column Al Items - = $ @ k] Open with Access

‘Standard‘ Datasheet New "~ Create E-maila Alert RSS Sync to SharePoint Connect
| View View Row View 3] Navigate Up Current Page Link Me + Feed Workspace Outlool Open Schedule
View Format Datasheet Manage Views Share & Track Connect & Export
Libraries @ Title DocumentType DocumentApprovers
Oocuments Testl @ new DocTypel Vineet Singh
Products i o = L . - o
Test2 Dwew DocType: Chandrashekar Reddy
Lists ¥ Add new item
Tasks

DCPWFList

ia/ Recycle Bin

) All Site Content

e A new window will appear prompting user to save the data, as shown in the below
fig.
e Click on “Save” button to save the data.
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4
File Download e

Do you want to open or save this file?

Name: owssvr.iqy
& Type: Microsoft Office Excel Web Query File

From: 122.181.132.122

[ Open |)f save | Cancel |

[V] Always ask before opening this type of file

@ ham your computer. If you do not trust the source. do not open or |
save this file. What's the risk?

e A new window would appear prompting user for the path, where document has to
be saved.
e Navigate to the path and save the file as “.iqy” extension only.

"save As | i
( ; k ) Bl Deskt < Search Deskto |
v ‘ esktop » - l > ' [ earch Desktop Fe
Organize ¥ New folder S -~ (73

-~ =

- Favorites =D | ipraries ’
|

@ Downloads
% Recent Places

Bl Desktop ’ System Folder

- vineet
3 & System Folder
w4 Libraries
%] Documents

. | Computer
s | System Folder
'l J\ Music

&=/ Pictures . Network
B videos | System Folder

™ Computer -~ - IDTCustomApprovalWF =
File name: [EDEouarY Date created: 8/2/2011 10:51 AM -~
= Size: 360 KB
Save as type: [M‘C"”Oﬁ Office Excel W¢ rojders: IDTCustomApprovalWFListinstances ']
Files: manifestoml

= Hide Folders I ( save | l Cancel

e Now, navigate to the path where we have saved the file.

e Open on the saved file.
e |t'll prompt the user for security threat (shown in fig below).
e Ignore the message and click on “Enable” button to continue.




r
Microsoft Office Excel Security Notice [ 2 S

@ Microsoft Office has identified a potential security concern.

File Path: C:\Users\vineet\Desktop\owssvr.iqy

Data connections have been blocked. If you choose to enable data
connections, your computer may no longer be secure. Do not enable this
content unless you trust the source of this file.

=

e Now this file would open in Excel displaying the list data in it.

18.12 Alert Me:

18.12.1 What is “Alert Me”?
“Alert Me” provides a means of automatic communication to users as to what is
happening in a Document Library/List using SharePoint via email/SMS alerts. “Alert Me”,
if set, automatically sends an email/SMS, to the users, for whom this alert is configured.

18.12.2 How to set Alerts for Documents/Document Library?
e Enterinto the site, by typing the site URL (http://docs.idt.com) in Browser.
e Click on the Document Library name, present on left hand side of the site (also
called left navigation bar), where we need to Set the Alerts (Products Document
Library, in this case).

e Under the Library Tools tab, in Ribbon control (as shown in fig.), Click on either
Documents (If we want to set alert for a particular document) or Library (If we want
to set alert for whole document library). In this case, we are setting the alert for a
document (Setting alert for Document Library also involves the same process).

Ubtary Yook

[occuments b |

N A N Check Out 1 1 \ SendTo.
Ty { O v y ¢ 2 l =Y <
' : ~4 Meck In ? ’ 8B Document Permessions Manage
New Uplosd New  Publiahto Delete from Eon View Ean E-madall Alert § Download a
Document « Document« Folder 1DT.com 0T .com Document Discard Check Out  Properties Properties )( Delete Document Link Me. Copy S
New Open & Check Out Mansge share B3 et aert o this document |

Lbranes Type Name Business Unit  DCPApprovalWF  Docurment Type 5 Manage My Alerts

[:xmc‘_,a; vl ) T4 72 IPANEZ0 oA s M A st
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e Click on Documents tab from Ribbon Control.

e Select the Document, by clicking on the checkbox just beside the document.
e From Ribbon Control, Click on “Alert Me” Menu.
e A new popup will appear, now select “Set Alert on this Document” and click.

Library Tools

se Actons - W8 srowse | EEROTIT CE
3 S | Check Out ] z Version History
) N o e [ e 5 a

4y Check In &B Document Permissions
Upload New Publishto Delete from

New Edit View Edit
Document, Document. Folder IDT.com  IDT.com Document Discard Check Out ~ Properties Properties ¢ Delete Document

E-mail 3
Link

New Open & Check Out Manage Share

Libraries Name Business Unit DCPApprovalWF Document Type ' Manage My Alerts

| Products Test Title © v COM Application 0001 APC

Note/Technical Paper

4k Add new item

e Set the subject for the email, Users, who are suppose to be alerted, SMS/Email alert

and rest of the values as shown in fig.
e Click on “OK” button to set the alert for the document.




Products: New Text Document.txt - New Alert

Alert Title

Enter the title for this alert.
This is included in the
subject of the notification
sent for this alert.

Send Alerts To

You can enter user names
or e-mail addresses.
Separate them with
semicolons.

Delivery Method

Specify how you want the
alerts delivered.

Send Alerts for These
Changes

Specify whether to filter
alerts based on specific
criteria. You may also
restrict your alerts to only
incdude items that show in a
particular view.

When to Send Alerts

Specify how frequently you
want to be alerted. (mobile
alert is only available for
immediately send)

( oK J ( Cancel

I Products: New Text Document.txt I

Users:

Vineet Singh ;

&

Send me alerts by:
@ E-mail

Send URL in text message (SMS)

Send me an alert when:
@) Anything changes
) Someone else changes a document
Someone else changes a document created by me

) Someone else changes a document last modified by me

@ Send notification immediately
@) Send a daily summary
) Send a weekly summary

Time:
Monday -]|10:00 PM |~ |

18.13 How to email a link?

Enter into the site, by typing the site URL (http://docs.idt.com) in Browser.

Click on the Document Library name, present on left hand side of the site (also
called left navigation bar), from where we need to send the Document Link.

Click on the arrow button, present on the right side of the Name field, for the item
for which we need to send the link.

Now take the cursor to “Send To” option.

A new popup will appear, select “E-mail a Link” from there (shown in fig.).
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Libraries [ Type Name Business Unit  DCPApprovalWF  Document Type  Generic ID  Product Line

] @E Test Title & rnew COM Application 0001 APC
Products g:tpt:ir echnical
E View Properties COM Application 0002 APC
L} Edit Properties E;E\E Technlca
er
Lists
@) Edit in Microsoft Word
Tasks
4k Adq iy CheckIn
|@; Discard Check Out
Compliance Details
L3 Products & Workflows
b &3 Product Tree : Alert Me
| | Send To | B4 T Other Location
@ Manage Permissions Ej E-mail a Link
x Delete Create Document Workspace
Download a Copy

e A new window will appear prompting user that the link is trying to open the web
page link (as shown in fig. below).
e Click on “Allow” Button to continue.

T— B i
Internet Explorer Secunity M

@ A website wants to open web content using this
program on your computer

This program will open outside of Protected mode. Internet Explorer’s
Protected mode helps protect your computer. If you do not trust this
website, do not open this program.
@ Name: Microsoft Office Outlook

Publisher Microsoft Corporation

[7] Do not show me the warning for this program again

(=) Details [ aiow |J Don'talow

e On press of Allow button, outlook new message window would appear with
document link as the body of the message.
e Enter the “To”, “cc” and “Subject” values and send the email.

18.14 How to Configure Lists for Nomenclature?
The documents uploaded in Document Libraries automatically follow a nomenclature. Apart
from that there are few pre-populated fields based on earlier section (when Business Unit is
selected its associated product lines automatically gets prepopulated in next drop down).
There are few configuration lists which are used for maintaining all these activities which are




18.14.1

18.14.2

18.14.3

18.14.4

18.14.5

not handled by SharePoint OOB feature. Here are configuration lists which are created for
handling such cases:

BusinessUnit List:
This List is used for storing the values in which has to be automatically populated in
“Business Unit” column (appears while we were uploading a document). Business
Unit List contains a “Title” field which is used for storing all such values.

ProductLine List:
This List is used for storing the mapping between “Business Unit” and associated
“Product Lines”. This list contains 2 fields namely “Title” and “BusinessUnit”. The
“Title” field contains the Product Lines values whereas “BusinessUnit” field contains
the Business unit value associated with that product line.

DocType List:
This list is used for storing the mapping between “Document Type” and
“Abbreviation” for the document type. This abbreviation is used for file
nomenclature. This list contains 2 fields, namely “DisplayName” and
“DocTypeCode”. “DisplayName” field contains the Document Type name, whereas
“DocTypeCode” field contains the associated document type abbreviation. As soon
as we select a “Document Type” from the drop down, a lookup is made into this
DocType List, for selected Document Type, and associated abbreviation is taken for
Nomenclature.

LanguageType List:
This list is used for storing the mapping between “Language” and “Abbreviation”
for the Language. This abbreviation is used for file nomenclature. This list contains 2
fields, namely “DisplayName” and “Code”. “DisplayName” field contains the
Language name, whereas “Code” field contains the associated Language
abbreviation. As soon as we select a “Language” from the drop down, a lookup is
made into this LanguageType List, for selected Language, and associated
abbreviation is taken for Nomenclature.

DCP 000 Information List:
This list is used to store the delegation values. This list contains 4 fields, namely
“task_owner”, “"Delegation Start Time”, “Delegation End Time” and
“Delegated_To"”. Task_Owner contains the value to whom delegation is to be set.
Delegation Start Time and Delegation End Time are the delegation start and end

dates respectively. Delegated_To contains the value to whom the tasks are to be
delegated.
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18.14.7

18.14.8

ISODocumentType List:
This list is used for storing the Document Type values which will be used as
metadata in ISO document library. This list contains ‘Title’ field that stores the
values.

ISODocTypeAcronym List:
This list is used for storing the mapping between “Document Type” and
“DocumentTypeAcronym” for the Language. This abbreviation is used for file
nomenclature. This list contains 2 fields, namely “Title” and “ISODocumentType”.
“Title” field contains the acronym name, whereas “ISODocumentType” field
contains the associated Document Type. As soon as we select a
“ISODocumentType” from the drop down, a lookup is made into this List, for
selected Document Type, and associated acronyms are taken for Nomenclature.

Hold ISO Tasks List:
This list is used for storing the mapping between “Title” and “Due Date”. The date in
this list is used to get the hold items information in the ISO Approval workflow.
‘Title’ field stored the id of the task item which was kept on hold and ‘Due Date’
contains the value till which date the task was kept on hold.

NOTE: For inserting data into these lists, please refer section 6.4. For editing an ltem
from the list, please refer section 6.7.

18.15 How to disable “I like It” and “Tags & Notes”?

e Enter the server, where SharePoint is installed and site is hosted.

e C(Click on start menu and Navigate to “Start” > “All Programs” > “Microsoft
SharePoint 2010 Products” > “SharePoint 2010 Central Administration”.

o From Left Navigation bar, select “System Settings” as shown in the fig.

e Now, from right side select “Manage farm features” link.

; SharePoint2010 Central Administration » System Settings

Central Servers
Administration H.'J Manage servers in this farm | Manage services on server
Application Management
—* E-Mail and Text Messages (SMS)
Monitoring Configure outgoing e-mail settings = Configure incomi ma r
Backup and Restore @ Farm Management

sable farm-wide SharePoint functionality




e After clicking on the link, a new window would appear, displaying all the features
present for the site.

e From the features list, search for “Social Tags and Note Board Ribbon Controls”
feature.

e C(Click on “Deactivate” button present beside the feature name (as shown in the fig.)

e This will deactivate “I Like It” and “Tags & Notes” link.

Offline Synchronization for External Lists
Deactvate

| Soc ial Tags and Note Board Ribbon Controls
| . Deactvate

AHA

TP CHeCRng
N Deactvate

Visin Process § ry

18.16 How to hide “Make Available to IDT.com” ribbon buttons on Server
ribbon control?

To hide IDT ribbon buttons for specific document library used configuration list. Here is
the configuration list which is created for handle such cases:

e MakeAuvailableConfiglList:

o This list is used to store Names of all the Document Libraries in which
"Make Available to IDT.com" feature is visible

o This list has two columns. One is “Library Name” to capture name of
the document library and another one is “Required” to capture whether
library has “Make Available to IDT.com” feature is visible.

o If specific document library not required “Make Available to IDT.com”
feature. Required column has been set to “NO”.

o Follow fig shows sample data for hide/show the “Make Available to
IDT.com” buttons for specific document library.

?:'E b MakmiwaiableConfigli=t ¥ All Items
Libraries [T @ LbreryName Pequired
Corporats Tes
Documents
Packeges Tes
Products
NPI o
Si s
Dl Has Products Tes
NIoaolin




18.17 How to insert values into “ MakeAvailableConfigList” List?
e Enterinto the site, by typing the site URL (http://docs.idt.com) in Browser.

e C(Click on the Document Library name, present on left hand side of the site (also
called left navigation bar).

e Under the Library Tools tab, in Ribbon control (as shown in fig.), Click on Library tab.

[ )

From ribbon tab click on “Library settings” (highlighted in red).

Library Tools

Site Actions + B  Browse m
[ | & Shos

)| E

1 Modity View , Current View:

& 0! Connect to Outlook = =

! 9 =] I 5 7/ 7 =] &

] Show </ plliCreste Column  Folder View = (&] Export to Excel 7 =
Standard Datasheet  New Create E-maila Alet RSS  Sync rePoint Connectto Form Web Edit  New Quick | Library

View | View Row Refresh Data View |3 Navigate Up . CumentPage ,  Link Me. Feed kspace Office+ (g Openwith Explorer  Parts~  Library  Step [ Settings [Pe
View Format Datasheet Manage Views Share & Track Connect & Export Customize Library

Libranes Type Name Business Unit Preduct Tree
Products |

Item Child Count
a AP t COM

uists
Tasks

e A new settings page will appear, Under
“MakeAvailableTo IDT.com Settings” link.

“General Settings” Click on

Docurment Library S=ttings

List Information
Mame: Products
Web Address: Fittp -/ S sp20 100y 12 TOO L/ Lists/ Products/ Forms/ allltems. aspx

Dre=cripkion: IOT List Instance

I Seneral Settings I

Title, descriplion and navigation

Permissions and Management Communications
Del=l= this document library RES s=tlings
Wersioning settings Save document library as template

Pemniz=sions for this document ibrary

Manage files which have no chedied in

Column default value ssttings vErEen

W w Sethings
Manasges it=m scheduling Warkflow S=tting=
tudisnzs targeting s=ttings Generate file plan report

Rating s=ttings

Enterprise= Meladata and Keywornds Sellings

S Information management policy ==ttings
aallics
frailableTo IDT.com Settings ||

Form ==ttings
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e After Click of the column, a new window would appear showing the “Enable Make
Available to IDt.com for this list?” Radio button values (yes/No).

e Select “Yes” to show “Make Available to IDT.com” feature for that document library
(or) Select “No” not to show “Make Available to IDT.com” feature for that document
library and click on “Save” button to save the values into “MakeAvailableConfigList”

" IDT tegrated Device Technology

Products

Home P My Agglication Page

Enablz Makeforailable To IDt.com for this list?

&
r
1
a
a

Libraries

Save I Cancel

Documents
Products

Site Pages

e Auto push event handler is attaching with document library when user select “Yes”
radio button and click on save button.

e Auto push event handler is detaching with document library when user select “No”
radio button and click on save button.

18.18 Assumptions for auto push Event handler
e Event handler will not update anything until unless the document is get published (by
using Make available at IDT.com ribbon control).
e Event handler will not update anything for unpublished document.
e Before running the migration tool we need to detach the Event handler for that
Document library.
e Below is the matrix for Is Public field — (in XML there is no change for Is Public.)

Null Null

Published Published Publish
Published (after Update) Published (after Update) Update
Not Published Delete Delete

e In case of any error, the same would be logged in “DCPErrorMessagelist” of the site.
e Event handler will get execute only for major versions of the document. It will not get
execute for minor versions.




