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ECM Desktop for P8 Introduction

ECM Desktop is a feature rich user interface for FileNet P8 content management
systems designed for the user, power user and FileNet Administrator. From every day
usage to meta management and bulk loading, ECM Desktop is far superior to competing
products. ECM Desktop is a solution suite that combines common document
management needs into one simple to install, simple to user application at a great price.

Document Addition Features

Add metadata only documents
Drag drop documents

Bulk import from excel

ETL Import from databases
Directory clone that copies entire
network folders and documents into
FileNet P8

e View and Index documents

Administration Features

o Edit choice lists by drag dropping text
files or direct edit with sorting

e Change document class or object store

e Clone documents to another P8
repository

o View all properties and class schema
easily, set letter casing

e Document class versioning rules and
actions

o Easily create database, webservice or
p8 lookup bound choice lists

Document Imaging

Batch scan with barcodes
Scan to searchable PDF

No per image or feature fees
Scan while processing batch
documents in background

Document Search Features

e Returns large searches of
100,000+ documents easily

e Save search results to excel, pdf or
xml

e Advanced in grid grouping, pinning,
sorting, filtering and formatting

e Easily create saved searches

e Quick pick

e Save search results to clipboard

Processing Capabilities

e Convert entire repositories to
searchable PDF

Update document security

Delete

Download

Update metadata will unparalleled easy
and capability

Bulk print with coversheets

¢ Merge multi content tif documents

Reporting

e Enable any saved search to
automatically distributed search results
via email or file system

¢ Report formats are CSV, HTM, and
XML
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Introduction to Forms and Functionality

Barcoding
Barcoding allows users to generate 1D and 2D barcodes for any purpose. You can

create barcode pages or the page + document placeholder in filenet. Optionally, each
barcoded page can be a related to a box (container). Containers are also known as
manifest pages and transmittals, their purpose is to provide an inventory of items to
expect for the recipient.

Document Class Designer

Editor screen for document classes where you can view the FileNet P8 document class,
edit choice lists, override choice lists with custom data sources, set standardized letter
casing for values (lower, UPPER, Proper) and supplement constraints on p8 properties.
The end user can also rename the property label per document class for any FileNet

property.

Document Imaging

Embedded document imaging capability supports high speed scan devices and uses
barcode document and batch separation. Optionally save search scanned document as
searchable PDF. Multi threaded background processing supports concurrent scanning
and image conversion.

ECM Desktop
The main user interface for interacting with documents in FileNet which supports large

search capability, saving search results, editing metadata, editing document versions,
excel copy paste, version actions and bulk printing.

ETL Import
Extract, transform and load into FileNet P8 from various data sources include MS SQL,

Oracle and DSN. DSN's are named data sources to support data extraction from
practically any database with a database driver.

File Checker
Quickly generate file listings into an excel file, optionally locate duplicates using MD5
hash coding. Resulting duplicate files are easily deleted.

Import Documents using Excel

High performance bulk import of documents from excel with grid validation prior to
releasing content to FileNet P8. Optionally, you may folder documents to a P8 folder of
your choosing.
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Import Documents from Folders

Imports documents from network folders and optionally recreates entire directory
structures in FileNet P8. Optionally index documents using folder names to P8
properties.

Index View

Enables rapid data and document entry into FileNet by permitting the user to view the
document during the addition process. When viewing the file the user may copy paste
from the document into the data entry field, as the user advances to the next document
for indexing the viewer automatically focuses on the respective document.

Recursive Processing

If you have large numbers of documents to process the best approach is dividing the
large task into smaller tasks then repeating until complete. Recursive processing
minimizes the impact to FileNet systems by taking small numbers of documents,
processing them and re-executing the job search until the search count is zero.

Run Reports
Queries P8 documents for viewing, versioning, metadata updates, bulk checkouts, bulk

downloads and bulk security updates. ECM Desktop is also integrated to the windows
environment and allows the users to browse for content on the local file system without
leaving the application.

ECM Desktop for P8 — Installation & Configuration

Conflicting software
1. The local machine or server should not have the FileNet API dll installed in the
.Net GAC.

Prerequisites

All Microsoft based operating systems are supported.
.Net framework 3.5.

Microsoft Web services extensions 3.0 (WSE 3.0)
Network connectivity to P8 system.

Administrative rights to install the program.

2.4Ghz CPU or faster (recommended)

2 gigabytes of memory (minimum)

NoohrwdhE

Installation Instructions
1. Download the latest installer from the web site or use your own automated
installer.
2. If present, uninstall the existing version using Add/Remove programs.
3. Accept all defaults on installation or optionally choose installation directory of
your choice.
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4. If desktop prerequisites are missing the installer will prompt the user for
installation from the vendors website.
5. The desktop Installation complete, proceed to configuration.

Client Configuration
1. Launch the application.

2. From the menu, click Settings >>
User Settings and Preferences.

3. The user name is automatically
obtained from the operating
system.

4. Enter your password in the
password field.

5. Enter your P8 web service URL.

6. Take note of the batch directories
where content may be staged prior
to upload.

7. Click the SAVE tab.

~ User Settings and Preferencu"%""lﬁ..
-

BOWEN3

ame and Passward ;{5 Settings |l Save |

User Mame (Logon)

Ijbowen

Password

ek

User Settings
- UzerMame and Pazsword |I@ Settings |H Save |

Batch Warking Directony
IC:IDDcuments and Settingzlibowenihy DocumentsWi

Batch Definition Directory
IC:'LD:::::uments and Settingziibowenitdy Documentshi

Fa web Service LIRL
Ihttp:IIpB:?EIEI'IstifFNCEWSdlEIMTOMI
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8. If you will be using the reports User Settings
feature, enter your smtp (mail &, User Name and Password | Setings | Emsil | Save |

server) information.

Email SMTF Logon

9. Check the default credentials if lv@hovwencomsoltions com
your mail server does not require Ermail SMTP Password
authentication prior to sending. | I Use Default Credentinls
10. Click 'Send Test Message' to test IEmE‘”SMTPH“St - Send Tast Message
. smtp.bowenecmsolutlons{net i
the settings. ke

11. Click Save All.

User Mame and Pazsword Settings |H Save |

Save All

.

Refresh Batch Definitions
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Features Detail

Barcoding

Use the barcoding functions to create placeholder documents in FileNet or barcode cover sheets for scanning purposes. Each cover
sheet is related to a box, use the box concept as a manifest to inventory the number of physical documents received. You can use
the barcode screen to quickly create placeholder documents (that is, documents with no content).

o= BowenECMSolution

1. Click Add New Documents
>> Barcodes and
Placeholder documents.

Add Mew Documents Barcodes and Placeholder documents
2. The system will logon to Content Management ETL Import (database)
FileNet, you WiII_ be prompted Document Scanning Import Documents (Excel)
for a password if the logon UGG
fails. Hities Import Documents from Folders

Index View

- Features Detail | BowenECMSolutions.com
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3. Select an object store, a [ BowenEChSolutions - [ [ESSEEE]
document class. — -
o5l Applications  Settings  Help - 8 X
4. Click YES to the prompt if Maorthwind ECM + Adventure Works Biq.rc Adobe POF -i Create Box Add Document @ Print I|
you want to create items for Data Entry | Box @;% 1y S
this class. | Northwind ECM-&dventure Works Bicycles i
xlnfo | xPeID Color Options | Document Title | Document Type List of Comments | Product ID
5. Select the printer. || ‘
||
L
i
< | i | r \ |
Ready... B

6. Click Add document, which e
will add a row to the grid for D

data entry. ol Applications | Settings Help 5 x
Northwind ECM + Adventure Works Bicycl ~ |[FTLTI00; -| # CresteBox  Add Document & Print

Marthwind ECM-Adventure Works Bicycles
|<PeID | Color Options | Document Tite | Document Type | List of Comments | Product ID
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7. Click in each cell that does
not start with X to enter
metadata.

ol BowenECMSolutions - [Barcoding]

al| Applications | Settings Help - 8 X
Merthwind ECM ~ Adventure Works Bicycl = | Adobs
Data Entry | Box Inventory

BbCc¢ AaBbCcl

i L

L - — - —— - -

8. In this example the multi
value editor is shown. Click
an item to select it.

Nerthwind ECM-Ad
Color Options

9. To expidite data entry for
values that will repeat, enter prifwind ECM-Adventure Works Bicycles
the value once, highlight the i | Document Title | Document Type

text to repeat right click then W ]
click Past Down. | I Paste Dow

10. The highlighted text portion
will now be copied to each
cell for that column below the
current row.
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11. Select items directly from the
choice editor.

12. Click print which will validate
the metadata.

13. Click YES if you want to
create the placeholder
documents in FileNet,
otherwise click NO if you
only want to print the
barcode pages.

d ECM-Adventure Warks Bicycles
| Document Title Document Type

| very long value

| very long value

a5l BowenECMSelutions - [Barcoding]

ol | Applications | Settings Help

Morthwind ECM * Adventure Works Bicyel -~ Adobe PDF ~ = Create Box

Add Document | (2 Pn%&

Marthwind ECM-Adventure Works Bicycles
|xPBID |Culur (Opticns |Duc:1.rnent'.|'|ﬂe |D4:|-c:u'nentType

Print
| List of Comments | Product ID

| | Blue |very long value |Ap|:|les

| |123

E ;OIEI'H_:E |1.rer5.r long value |Banmas.

| |24
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14. The barcode cover sheet is
printed with values.

15. Click the box inventory tab
and select a box to view
previously created items.

~Creators of ECM Desktop and ECM Desktop Enterprise~

www.bowenecmsolutions.com

w4

o= Barcoding

-

Data Entry |: Box Inventory |

(o[ =]

- * & Create Box

=9
N

Box 1D Document Count | Printed (YesiNo) | Date Created
2 1 B 02/20/2011
=8 1 02/24/2011

2 0212612011
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Import using Excel

Introduction

Bulk Imports can be used to upload documents into
P8 by the means of a source file (excel, XML) or a
data source.

o Excel files are often used by end users or IT
staff to upload into P8. Excel is user friendly but
is susceptible to data entry errors since there
are no constraints and users can edit cells
directly.

e Each excel worksheet is limited to 66,000 rows
of data, if you have a significant number of
documents you can use multiple worksheets in
one workbook.

e The importer can use Excel or XML data
sources provided the list of expected properties
are present.

Bulk Loading Features

(0}
(0}
(0}

©0OO0OO0O0O0

@]

Pre flight validation sbefore allowing the bulk load operation
Detect missing fields or documents

Detect conflicting fields of incorrect values or exceeded
data lengths

Choice list enabled columns for data correction

Copy down and character case formatting functions
Source file validation

High speed multi threaded import

Automatic versioning based on document properties you
specify

Bulk load metadata only for records or placeholder
documents

Features Detail | BowenECMSolutions.com
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Instructions o= BonenkChsolutions I

W' Settings  Help
1. From the menu, select Add | Add New Documents  » Barcodes and Placeholder documents
New Documents >> Import Content Management  » | S|  ETL Import (database)
Documents (Excel). Document Scanning v |EE]

2. If you want to bulk load LETES

metadata only, you excel E-

spreadsheet must have the
value "Metadataonly" without
guotes in the xDocUNC
column.

k

Import Documents (Excel) 4
Import Documents from Folders

Index 1,‘r| Simple import from excel worksheets

Features Detail | BowenECMSolutions.com
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3. The bulk load screen will appear. .
Select the object store and o Applications  Settings  Help -8 %
document class from the drop
down.

BN 'mport R || Drag a column header here to group by that column.

4. Click Browse to excel file to load _
. . Select an Object Store
the excel file of data you wish to Northwind ECM .
enter into FileNet. %%

Select Document Class

Adventure Works Bicycles . I

Show Example Worksheet

i=) Browse to Excel File
~|Upload to FileNet
£ File Documents

= Save Uploaded Results
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5. The exce| pre Va||dat|0n screen Select file for import is: CAUsers\jbowen\Desktop\Adventure Works Bicycles.ds | —
. Validation
Wl” appear. Select the Worksheet | Drag a column header here to group by that c

Select Worksheet
from the workbook. | -

K Cancel

Features Detail | BowenECMSolutions.com
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6. Click Start Validation Process to e orj \dventure Wo
Val |da.te yOUI‘ data Velissten Drag a column header here to group by that column.
Select Worksheet

£ Start Validation s 9

K Cancel

Ertering source column name validation
Document Title was found in source and is a valid P8 property for this class MetadataOnly
Document Type was found in source and is a valid P8 property for this class . ) :

ListofComments was found in source and is a valid P& property for this class . » . MEIE_,dataOnIy
Product!D was found in source and is a valid P8 property for this class MetadataOnly
Entering column purge routine i

Gracefully exited from column purge routine MetadataOnly
Adding source columns if needed . ; "
Gracefully exited from source column add, accepted table changes . etadatatinly

Ertering column alpha sort routine

Gracefully exited column sort routine
W’ImﬂdaiﬂOnly
mﬂﬂetadataomy
M‘IeiadataOnly
WﬂeﬁadaiﬂOnly
WﬂetadataOnly
M‘IeiadataOnly
WﬂeﬁadaiﬂOnly
WﬂetadataOnly
WﬂeiadataOnly
WﬂeﬁadaiﬂOnly
WﬂetadataOnly
W‘IeiadataOnly
WﬂetadataOnly

MetadataCnly
MetadataOnl
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7. Pink cells indicate an error. View  =ofiebrmeotisClssboenbelonidentue Xo
the resulting log file for details. In
this example the a required field T =
did not have a value present.

/7 Start Validation Process @

8. Either fix the excel worksheet or
enter data in the grid. After
entering data you may use the
Copy Down or text case functions
as needed.

R Cancel

IDrag a column header here to group by that column

9. Repeat the validation process until s as v

sracefully existed File validation

your data passes the requirements /1172010 6:23:06 P Removing whitespace....

‘inished whitespace cleanup....

Of expeCted from you r P8 da-ta- Qﬁlﬂxﬁjﬁ:i;;ﬂa‘xn routine with file validation: True
- - starting Data validation for each row, column and cell
fle I dS (p I'OpertleS) . :T'vt;nngg dztla vahd:t'\on routine....

{alidating Document Title

starting validation for property Document Title, symbolic name Document Title
falidating Document Type

jtarting validation for property Document Type, symbolic name Document Type
falidating List of Comments

jtarting validation for property List of Comments, symbolic name ListofComments
(alidating Product ID

jtarting validation for property Product 1D, symbelic name Product|D

Jow: 5, Cell: 3 was reported as invalid

Jow: 6, Cell: 3 was reported as invalid

Jow: 7, Cell: 3 was reported as invalid

Jow: 8, Cell: 3 was reported as invalid

Jow: 9, Cell: 3 was reported as invalid

Jow: 10, Cell: 3 was reported as invalid

Jow: 11, Cell: 3 was reported as invalid

Jow: 12, Cell: 3 was reported as invalid

Jow: 13, Cell: 3 was reported as invalid
Jeasr 14 Fall- D wme ranakad 20 imislid

Document Title | Document Type | List of Comments | Product ID | xDoclUNC |
my demo 1 Doctype 1 a MetadataOnly

2 mydemo2 Doctype 1 a MetadataOnly

3 mydemo3 Doctype 1 a MetadataOnly

4 mydemod Doctype 1 a MetadataOnly

\

7 my demo 7 I@

& mydemo8 ToUpper

9 o dema 9 To Lower

10 my demo 10 Doc type 1 To Proper

11 mydemo 11 Doctype 1 I MetadsmOnly

12 my demo 12 Doctype 1 I MetadamOnly

13 my demo 13 Doctype 1 M MetadataOnly

14 mydemo 14 Doctype 1 D

15 mydema 15 Doctype 1 D

16 mydemo 16 Doctype 1 o

17 my demo 17 Doctype 1 I MetadamOnly

18 my demo 18 Doctype 1 M

19 my dema 19 Doctype 1 D

20 my demo 20 Doctype 1 D

21 my demo 21 Doctype 1 D

22 mydemo 22 Doc type 1 I

23 my demo 23 Doctype 1 o

24 my demo 24 Doctype 1 D

25 my demo 25 Doctype 1 D

26 my demo 26 Doctype 1 D

27 my demo 27 Doctype 1 L MetadsmOnly

T Flam e 1 D At mim M
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a5 Bulk Import from Excel (=2 E=H ===
10_ CIle Upload to FlleNet to start the Impoct) S Drag a column header here to group by that column
bulk load Operation . xinfo xDoclUNC *PEID DocumentTite | Document Type | Listof Comments  *
Select Document Class MetadataOnly {CFFD62D2-241.. my demo 1 H E|
S - 2 MetzdataOnly  [0AB6751C-208. my demo 2 Doctype 1
11' The progress bar WI” Indlcate i MetadataOnly {D35F4ACE-816.. mydemo 3 Doctype 1
percent progress as completed_ _ m MeiadataOnly  [796EDCBACE. my demo 4 i
Show Example Worksheet 5 MetzdataOnly  {CFIFC211-6CF.. mydemo5 Doctype 1
.. 6= MetadataOnly {9581F604-25A5.. my demo 6 Doctype 1
12. When you are finished, you may ) Brows to ExcelFile = MowdamOnly  (EF531360 450 mydemo7  Bostpe
save your results (recommended) i MetedataOnly  {CCO035157-500.. my demo & Doc type 1
9 MetadataOnly {031B6COS-7FB.. mydemo 9 Doctype 1
as an updated excel for record J/Upload to FileNet E MetzdataOnly  {12478110-6648.. my demo 10 Doc type 1
keeplng . | MetzdataOnly  {90C3C45F-8E3.. mydemo 11 l—
HSaveUp\uaded Resulis i MetadataOnly {3DAEETFED-13 my demo 12 Doctype 1
E MetadataOnly {4A068076-592 my demo 13 Doctype 1
E MetadataCnly {BECD1B62-96D.. mydemo 14 Doctype 1
E MetadataCnly {C90E5185-51C.. mydemo 15 Doctype 1
E MetadataOnly {0E2390D9-8B5.. mydemo 16 Doctype 1
E MetadataCnly {316E1008-9BD.. mydemo 17 Doctype 1
E MetadataCnly {OFBECD70-7C.. mydemo 18 Doc type 1
E MetadataOnly {118D2C7B-35C.. mydemo 19 Doc type 1
E MetadataOnly {99EQC1FD-F62.. my demo 20 Doctype 1
z MetadataCnly {10431E39-29D.. mydemo 21 Doctype 1
E MetadataCnly {FSCADAEE-B4.. mydemo 22 Doctype 1
E MetadataOnly {C18146ED-3BC.. my demo 23 Doctype 1
g MetadataOnly {DAEFAYEE-7F.. mydemo 24 Doctype 1
g MetadataCnly {9B4818CC-ATE.. my demo 25 Doc type 1
E MetadataOnly {82BDD5DF-191.. my demo 26 Doc type 1
; MetadataOnly {4ACBEOBC2-1A7.. mydemo 27 Doctype 1
E MetadataCnly {ABG27548-820.. mydemo 28 Doctype 1
E MetadataCnly {D90AB683-3B7.. mydemo 29 Doctype 1 A
_f__| = - - ___-I:I'f-- — - — - § | L3

= 3% Importing
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13. Optional: You may folder your
documents at the end of the bulk
load. To do so, click File
Documents.

Show Example Workshest

2| Browse to Excel File

‘|Upload to FileMet

[z File Documents

I=l Save Uploaded Results
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14. The folder file dialog appears,
select the p8 folder you wish to file

documents into then click the start
button from the menu.

Bulk File Documents &
|Fi|Ein Selected Folder (Typical) Y| 5 Start 4 H Close
=1+ Root folder 11/27/2010 Hf[% AM  {12300DBD3-6E1D-4015-A17B-5ACIB4CAFEF3} Docume .
[ | "-'Q pan {1230DED9-6E1D-4D15-A17B-BAC38B4CAFEF3} About to—
‘m {D3CBIEDT-AD1D-449A-822D-7803B269FF91}  was sue
: {03CBSEDT-AD1D-449A-B220-7B03B269FF91}  Docume
11/27/2010 10:15:34 AM  {0D3CESE07-AD10-4494-B220-7B03B269FF91}  About to
11/27/2010 101534 AM  {50002B99-7339-4991-394A-DECA4SEIECAE;  was suc
11/27/2010 101534 AM  {50002B99-7339-4991-894A-DECA45E2ECAE;  Docume
11/27/2010 10:15:34 AM  {50D02B99-7339-4991-894A-DECA4REZECAR!  About to
11/27/2010 10:15:34 AM  {B6253075-BAGE-4767-954A-3578FES4DB43}  was suc
11/27/2010 10:15:34 AM  {BE6255075-BAGE-4767-954A-3578FES4DB43}  Docume
11/27/2010 101534 AM  {B6259075-BAGE-4767-954A-3578FEMMDB43}  About to
11/27/2010 101534 AM  {1BDES053-B213-4C80-927B-148DA1BE9830}  was suc
11/27/2010 10:15:34 AM  {1BDER053-B213-4C80-9278-148DA1BB9830}  Docume E
11/27/2010 10:15:34 AM  {1BDE5053-B213-4C80-927B-148DA1BB9830}  About to
11/27/2010 10:15:34 AM ~ {8287BF08-7348-4819-8F38-D26D4428BFD3}  was suc
11/27/2010 101534 AM  {8287BF03-7343-4819-3F38-D2604428BFD3}  Docume
11/27/2010 101534 AM  {8287BF08-7343-4819-3F38-D2604428BFD3}  About to
11/27/2010 10:15:34 AM - {4287DE4-2B96-45B0-9C2F-68629ER8ICE2Y  was suc
11/27/2010 10:15:34 AM  {04287DE4-2B96-45B0-9C8F-68629EB83CB2}  Docume
11/27/2010 10:15:34 AM ~ {04287DE4-2B96-45B0-9C8F-68629EB83CBZ}  About tg
11/27/2010 101534 AM  {5FD7972F-5BE4-4116-8B6E-TEITITAAIZIS,  was suc
11/27/2010 101534 AM  {5FD7972F-5BB4-4116-8B6B-7E3737AA3215;  Docume
11/27/2010 10:15:34 AM  {5FD7972F-5BB4-4116-8B6B-7EI7I7AAIZ1E}  About to
11/27/2010 10:15:34 AM  {EZDIF224-AACA-4CAA-BEZI-ES7B14B48A4E} wassuc
11/27/2010 10:15:34 AM  {EZDSF224-AACA-4CAA-BEZ3-E57814B48A4E} Docume
11/27/2010 101534 AM  {E2D9F224-AACA-4CAA-BEZI-ESTS14B48A4E)  About to
11/27/2010 101534 AM  {5E732E70-0913-4E02-A62F-B6D0EIBEFEES}  was suc
11/27/2010 10:15:34 AM  {5E732E70-0913-4E02-A62F-BRO0EIBEBFEEA}  Docume
11/27/2010 10:15:34 AM  {5E732E70-0913-4E02-A62F-BGD0ESBEFEBS}  About to
11/27/2010 10:15:34 AM  {DEF1DGBF-E204-485A-A676-CI57F30630FS}  was suc il
11/27/2040 101524 &M IVEFANRRF.EINAARRAARTECGRTFNRINFG!  Minrime
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ETL Import

The ECM desktop ETL import module supports
extraction, transform from various source systems
then importing that data into FileNet. ETL supports
MS SQL, oracle, access, and DSN which practically
covers anything with a data driver. a DSN is a
named data source on your pc or server.

ETL import supports full SQL query capability and
schema exploration. Remember to use SQL
commands appropriate for your database, for
example MS SQL select top (100) * from mytable
versus oracle select * from mytable where rownum
<=100.

1. Launch ETL import from the main menu as
shown or Applications >> Add New Documents
>> ETL Import (database).

= BoweneCMsolutions R

Applications | Settings  Help
-| Add Mew Documents 3 Barcodes and Placeholder documents
Content Management  » |aJr ETL Import (database]
Document Scanning * @ Import Documents (Excel)
Utilities ¥ | Import Decuments frem Folders
[ Index View
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2. Logon to FileNet. You may use the integrated = TR st
. . g2l Applications  Settings  Hel -8 X
sign on or bulk process account (typical). — —
Logon (S R e e Drag a column header here to group by that column
3. Select object store and document class.
User Name
\Administrator I}
Password |
% |
Liagn L
|
s Object Store - Document Class

Select an Object Store
Northwind ECM

=

Select Document Class
Employees -

Ready..
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4. Click the class schema tab to view the properties
associated with this document class. If o BowenECMSolutions - [Extract, Transform and Load into ‘E
necessary, use the document class designer
screen to make changes prior to using the ETL

importer. Progress Log

Logon |F’8 Class Sche gta Sources  Import
Symbaolichame Dis’;%jﬁle DefaultValue
>| Address | Address |
City City |
' ComponentBindin | Component Bindi |
‘DocumentTitle  Document Title

|

|

ot Applications  Settings  Help

| EmployeeMame | Employee Name

| PostalCode | Postal Code
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5. Click the data sources tab, enter your data
connection information. Click the down arrow
under the connection string command button to ot Applications  Settings  Help
view examples. If you are using DSN, ensure the
entered name matches the available machines
DSN registered name.

o-l BowenECMSolutions - [Extract, Transform and Load into FileNet P8

Logon P& Class Schema | Data Sources mpaort

6. After entering the data source connection and
clicking connect the database schema
information will appear. Click on a table to
expand its properties.

Step 1) Edit Deni/odbe, Ole or SCL connection
Data Source=LocalhostInitial Catalog=northwind;Integrated Security=55FI;

TABLE_CATALOG TABLE_SCHEMA TABLE_MNAME TABLE_TYPE
Morthwind dbo Crders BASE TAELE
Morthwind dbo Products BASE TAELE
Morthwind dbo Crder Details BASE TAELE
Morthwind dbo Customer and... VIEW
Maorthwind dbo Alphabetical list. | VIEW
Morthwind dbo Current Product.. | VIEW
Maorthwind dbo Crders Ciry WIEW
Morthwind dbo Products Above.. | VIEW
Morthwind dbo Products by.. WIEW

Cluery
Step 2) Enter Query

SELECT * FROM TAELE

&
..
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7. Orders table expanded, column names data

o5 BowenECMSolutions - [Extract, Transform and Load intc Fil

types and precision values are listed to aid & Applications _ Settings _Help
mlgl’atlon from the data source to FlIeNet P8 Logon P8 Class Schema | Data Sources | Import  Progress Log Orders |
éIDrag a column header here to group by that column _
X ColumnName ColumnCrdinal C | Precision I i I
Step 1) Edit Dsn/odbce, Ole or SQL connection fl
Data Source=Localhost Initial Catalog=northwind:Integrated  Connect!! = L —— - —
CustomerlD 1 5
EmployeelD 2 4 10 285
TAELE_CATALCG TABLE_SCHEMA TABLE_NAME T OrderDate 3 8 23 3 L
wind dbo Orders BA{E RequiredDate 4 8 23 3 :
* rthwind dbo Products BA! ShippedDate 5 8 23 3 i
Northwind dbo Order Details BA! ShipVia 5 1 10 255
Northwind dbo VIE
Northwind dbo) 2;?::;:::& VIE Freight ’ 8 9 28
Nerthwind dbo Current Product.. [VIE ShipName 8 40 255 255 |
Northwind dbo Orders Qry WIE ShipAddress 9 60 259 255 fl
-- Northwind dbo Products Above.. |VIE _ ShipCity 10 15 255 255
v n | + ShipRegion 11 15 255 255
ShipPostalCode 12 10 255 255
ShipCountry 13 15 255 255
Step 2) Enter Query
'SELECT * FROM TABLE
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8. SQL command is entered. All results must have
a column xDocUNC in the result set, use
MetadataOnly or the path to the source
document.

o BdwenECMSu\uﬁms—im — —

ol Applications  Settings  Help - 8 X
Logon P8 Class Schema | Data Sources | Import  Progress Log Orders
IDrag a column header here to group by that column. _
Emp D Title: Address | City | PaostalCode
Step 1) Edit Denlodbe, Ole or SQL connection
Data Source=Localhost/Initial Catalog=northwind;Integrated = Connectll ~
Leverling, Janet Sales Represent. 722 Moss Bay BL. Kirkland 93033
TABLE_CATALOG TABLE_SCHEMA TABLE_NAME = Peacock, Margaret: Sales Represent. 4110 Old Redmo.. Redmond 93052
| Morthwind dbo Crders BAYE Buchanan, Steven  Sales Manager 14 Garrett Hill London Swi 8JR
[ Northwind dbo Praducts BA: Suyama, Michael  Sales Represent. Coventry House  London EC27JR
| .
| Northwind dbo Order Details BA; King. Robert Sales Represent. Edgeham Hollow London RG1 98P
Northwind goo Customer and..__{VIE Callahan, Ls Inside Sales Co.. 4726 - 11th Ave... Seatll 92105
Northwind dba Alphabetical list_| VIE e e 5
& Northwind dbo Current Product. | VIE Dodsworth, Anne  Sales Represent. 7 Houndstooth R.. London WG2ILT
| Northwind dbo Orders Gry VIE
Northwind dbo Products Above.. |VIE _
< m | >
Step 2) Enter Query
SELECT LastName + ', ' + FirstName As EmployeeName,
Title As DocumentTitle, Address, City, PostalCode,
'MetadataOnly' As xDocUNC
FRCM Employees
4 . r

[ Ready..
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9. Click the Import Tab. a-' BowenECMSolutions - [Extract, Transform and L

ot Applications  Settings  Help

10. Create Batch-Validate to start the validation
process.

Logon P8 Class Schema  Data Sources ti| Progress Log

=) Create Balc%date

1|Upload to FileNet

= save Uploaded Results
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11. Click Start Validation process. All errors will be
noted with a red cell that must be corrected
before proceeding.

12. View the accompanying log file if necessary for
detailed exception information.

Pre-Validation

Validation

ﬁ’Siart alidation Frocess 0

I3

K Cancel

Employee Name

Document Title

Address

Entering source column name validation

EmployeeMame was found in source and is a valid P8 property for this class
Document Title was found in source and is a valid P8 property for this class
Address was found in source and is a valid P8 property for this class

City was found in source and is & valid P8 property for this class
PostalCode was found in source and is a valid P8 property for this class
Finished source column name validation

Entering column purge routine

Gracefully exited from column purge routine

Adding source columns f needed

Component Binding Label was added to source table

Gracefully exited from source column add, accepted table changes
Gracefully exited column sort routine

Davolio, Nancy

Fuller. Andrew

:

King, Robert

eI=I === = =]

rling, Janet
Peacock, Margaret

z
5
ﬂ.l
i

Suyama, Michael

Callahan, Laura
Daodsworth, Anne

: Sales Represent.. :

Vice President....

Sales Represent.

Sales Represent..

Sales Manager

Sales Represent..

Sales Represent.

Inside Sales Co..

Sales Represent.

507 - 20th Ave.

908 'W. Capital_.
722 Moss Bay Bl
4110 Old Redmao
14 Garrett Hill

Coventry House
Edgeham Hollow
4726 - 11th Ave..
7 Houndstooth R
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13. Click upload to FileNet to start the bulk upload
process.

ot Applications  Settings Help

| Import | Progress Log

Logon

P& Class Schema  Data Sources

i) Create Batch-Validate

i|Upload to F%

[=l Save Uploaded Results

Orders

IDrag a column header here to group by that column. .

xDoclNC

| xPBID

MetadataOnly

{957EDCF2-89F..

MetadataOnly

{58C65B57-CED...

MetadataOnly

{GECEF2471-BE0..

4110 Cld Redmo.. Redmy

MetadataOnly

{25365FFC-B92..

14 Garrett Hill Londo

MetadataOnly

{6145073347E..

Coventry House Londo|

MetadataOnly

{F1BEC30A-1D9..

Edgeham Hollow Londo

MetadataOnly

{BAGABE50-528..

4726 - 11th Ave... Seattle

MetadataOnly

{2CCO07A9-EG2...

H d=iooth R Lond
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Import Documents from Folders

Quickly bulk import documents and optionally
folders from network locations into FileNet. Upon
import you can selectively import or remove

Applications | Settings  Help

directories, file documents by folder name or Barceding d
recreate an entire windows folder structure with Bulk Imports » | =} ETLImport (database)
document filing using this feature. Content Management  » |££] Import Documents (Excel)

Litilities . Import Documents from Folders:

Using import documents from folders allows you to
clone an entire windows directory and load into

FileNet. Optionally recreate entire windov

1. Launch ETL import from the application menu as
shown.
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2. Enter logon information. —

ot Applications  Settings  Help
Log

Lser Name

IAdminist’atnr
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3. Click the import tab.

4. Select an object store.

5. Select a document class.
Select an Object Store

Marthwind ECM

Select Document Class
Adventure Works Bicycles

@ Create a Batch

Features Detail | BowenECMSolutions.com


http://www.bowenecmsolutions.com/�
mailto:Jay@BowenECMSolutions.com�

. www.BowenECMSolutions.com || Contact: Jay@BowenECMSolutions.com

ECM Client for FileNet P8 Content Management Systems
November 2010

6. If your class selection is acceptable click the ——— -
folders tab to select an import source. 2 “ECMS‘J'“““'W_
7. Right click to view the import menu, select a

folder. Logon _Import | Folders | Log IDrag a column header her

8. Select the folder, which is the parent folder for
import. -

Browse For Folder

Note: Only subfolders and documents within
those folders are imported, not the parent folder
itself. The parent folder is the entry point that is
mirrored into FileNet if you are importing an
entire directory.

Flease select root folder for impart

&> /M Computer

> '?! Metwork

9. Select OK. i B3 Control Panel
5] Recycle Bin

L Stuff

4| | TestData

By leveld

By levell_b

| Make New Folder |
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10. Click on a folder to view documents contained
only in that folder and apply metadata.

11. Right click in the grid to apply values from the
folder name to the documents or paste down
metadata.

12. Using this simple feature you can apply
metadata to any property including those with
choice list drop downs or multi values.

ol | Applications | Settings Help

Logon | Import | | Folders | Log

=)
BT levell

AccessTime | Color Options

Drag a column header here to group by that column.

IDrag a column header here

ith | xDocUMC

ersijbowen . | C:\)sers\ibowen

rreljbowen.. C\Users\jbowen.
zraljbowen ... C\lJsers\ibowen.

| Document Title | Document Type

2010

2010

\##  Auto name using folder name _

inNAERNAT

2010

|&2x  Paste Down (Copy)

To Upper (ABC)
To Lower (abc)
To Proper (Abc)

Features Detail | BowenECMSolutions.com


http://www.bowenecmsolutions.com/�
mailto:Jay@BowenECMSolutions.com�

. www.BowenECMSolutions.com || Contact: Jay@BowenECMSolutions.com

ECM Client for FileNet P8 Content Management Systems

November 2010

13. Click create a batch to start the validation
process.

ol BowenECMSolutions -

a5l Applications  Settings  Help

Select an Object Store
Morthwind ECM

Select Document Class
Adventure Works Bicycles

o Crea

IDrﬂg a column

nverts the folder data to a hateh for imnart]
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14. Click start the validation process. Items in pink
are data errors, items in blue require a value.

15. Use the same right click fast index options or
data entry procedures to make corrections.

16. Once data validation is completed the dialog will
close.

x |lear For Row 4 Pmduct 1D Innit valie was emnty hit nmonerw eanies &
.

= : T ———
Pre-Validation @
Validati
sieston [ | Color Options ‘ Document Title: | Document Type ‘ List of Comments | Product ID H
oo o ooiscor7
ibowen... Pink 00456017 levell_a
ibowen . Pink 00456017 levell_a
ibowen _ Pink 00456017
/7 Start Validation Process (@) i
ibowen... Pink 00456017
ibowen... Pink 00456017
K Cancel jbowen .. Pink 00456017
ibowen . Pink 00456017
ibowen... Pink 00458017
ibowen... Pink 00456017
About ta stat validation process ibowen... Pink 00456017
Starting Data validation
Removing whitespace... ibowen . Pink 00456017
Finished whitespace cleanup.. ibowen... Pink 00456017
Entered file validation routine
Total Files to verfy: 24 ibowen... Pink 00456017
Gracefully exited file validation routine with file validation: True, row court is 24 L
Starting Data validation for each row, column and cel jbowen.. Pink 00456017
Entering data validation routine..... jbowen . Pink 00456017
Validating Color Options
Starting validation for property Color Options, symbolic name CalorOptions ibowen_. Pink 00456017
\Gfgg:ﬂlgy S::tcidmper:tpmvahdatlon‘ longest length string for this property {f sir ibowen.. Pink 00456017
Starting validation for property Document Title, symbolic name Document Title ibowen... Pink 00456017
Gracefully exited property validation, longest length string for this property {f sir -
Validating Document Type ibowen... Pink 00456017
Starting validation for property Document Type, symbolic name Document Type
Gracefully exited property validation, longest length string for this property §f sir ibowen _  Pink 00456017
Validating List of Comments i
Starting validation for property List of Comments, symbolic name ListofCommen|_| [bowen.. Jine 00458017
Gracefully exited property validation, longest length string for this property {if sir ibowen... Pink 00456017
Validating Product ID ;
ibowen... Pink 00456017

Starting validation for property Product D, symbolic name Product D
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17. Click upload to FileNet to start the upload
process.

ol BowenECMSolutions -

o5l Applications  Settings Help

Logon |Import| Folders Log

IDrﬁg a column header here to group by that column.

xnfo xDoclING *PEID | Color Optior
| CAUsers\ibowel 2E-44

Select an Obiodt Store 1] | C\Usersljbowen FFFE2E-44E
Northwind ECM - 2 Cilsers\ibowen... {0051962D-7733..

3 Cilsers\ibowen.. {0CCBFA79-7E.. Pink

4 Cillsers\ibowen.. {CD2ED4FA-AZ.. Pink

5 CiUsers\ibowen.. {77CDEGYE-7CY.. Pink
seleciNocmendCiass 6 ClUsersljbowen . JASGD1413-00D. Pink
Adventure Warks Bicycles - :

i Cillsers\ibowen... {96F11A6B-F4E.. Pink

8 Cilisers\ibowen.. {8B54D0A3-544.. Pink

9 Cillsers\ibowen... {E7AC171B-5E7.. Pink
: 10 Cillsers\jbowen... {C096CDEG-00A.. Pink
-6 Create a Batch

11 Cilisers\bowen... {0943946F-60D... Pink

12 Ciliserslibowen.. {CCS5EACT1-C4.. Pink
“JUpload 13 C\Usersljbowen.. [E4EBC4EC-85.. Pink

14 Cilisers\ibowen.. {CEAEBS70-DA.. Pink

15 Ciliserslibowen... {41612DE6-222.. Pink
£ File Dacuments =

16 Cillsers\jbowen... {6468FDCF-EBS... Pink

(17 Cilisers\ibowen.. {5FB2270E-D7F.. Pink
0 e e 13 CiUsers\ibowen.. {E316F94D-8B1.. Pink

19 Cillsers\jbowen... {0AEB27B3-B4B... Pink

[20 Cilsersljbowen.. Pink

21 C\lzergljbowen.. Fink

22 ClJzers\jbowen .. Pink

|23 Cilsersljbowen.. Pink

4 [

Importing
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Optionally, you may recreate folders in FileNet
or file the loaded documents into existing
folders.

Recreating folder structures will create folders
based on the entry point you selected when
adding documents and the FileNet folder you
select.

Filing documents into existing folders is
performed by folder name. If the parent windows
folder of a given document is found by name,
(that is by the P8 folder name property) in
FileNet the document is filed in that folder. If no
folder is found, filing is not performed for that
document.

Click file documents to open the file operations
dialog. Click the desired filing operation from the
menu.

www.BowenECMSolutions.com || Contact: Jay@BowenECMSolutions.com

ECM Client for FileNet P8 Content Management Systems

Select an ObjeptSia
Northwind EC Bulk File Documents

File in Selected Folder (Typical)

File in Selected Folder (Typical)

C o C

|v| 5 Start

Salect Dmunj File Documents in P8 folders by matching

Adventure W

& Create a Ball|

&l Upload to Bl

%{2& Docung
/:,_.Alx

H save Uplnll
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22. If you are using the clone function, you must
ensure you select your own desired starting
point of where to recreate the folders from,
which is anywhere in FileNet you desire.

23. In this example, 'CODE MODULES' was
selected as the starting point to clone the
windows to.

24. After the process is completed you can confirm
the creation of folders by clicking the folder once
more to refresh and obtain the sub folders from
FileNet.

Bulk File Documents

Clone Folders from PC to FileMet

-

[ Start Cl
a & H ose

-2 Root folder
EHZ CodeModules
EHE levell b
: Fj level2_c
Fj levelZ_a

- level2 b

1=
F:l level?_c
Fj levelZ_a
5 level2_b

114272010 11,423:07 AM
114272010 11:23:07 AM
1142772010 11:23:07 AM
11/27/2010 11:23:07 AM
11/27/2010 11:23:07 AM
1142772010 11:23:07 AM
1142772010 11:23:06 AM
11/27/2010 11:23:06 AM
1142772010 11:23:06 AM
1142772010 11:23:06 AM
11/27/2010 11:23:06 AM
11/27/72010 11:23:06 AM
1142772010 11:23:06 AM
11/27/2010 11:23:06 AM
1142772010 11:23:06 AM
1142772010 11:23:06 AM
11/27/2010 11:23:06 AM
11/27/2010 11:23:06 AM
1142772010 11:23:06 AM
11/27/2010 11:23:06 AM
11/27/2010 11:23:06 AM
1142772010 11:23:06 AM
11/27/2010 11:23:06 AM
11/27/2010 11:23:06 AM

11 AF75H00A0 117206 AR

{B7FFFE2E-44EE-4C1F-981C-D23855705305) A
Folder successfully persisted, create operation comp
Folder object created, not yet persisted
About to create instance of folder class
Folder successfully persisted, create operation comp
Folder object created, not yet persisted
About to create instance of folder class
Folder successfully persisted, create operation comp
Folder object created, not yet persisted
About to create instance of folder class
Folder successfully persisted, create operation comp
Folder object created. not yet persisted
About to create instance of folder class
Folder successfully persisted, create operation comp
Folder object created, not yet persisted
About to create instance of folder class
Folder successfully persisted, create operation comp
Folder object created, not yet persisted
About to create instance of folder class
Folder successfully persisted, create operation comp
Folder object created, not yet persisted
About to create instance of folder class
Folder successfully persisted, create operation comp
Folder object created, not yet persisted

Ahra t tn ~rasta inctanca of faldar Alaee
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ECM Desktop Introduction
Introduction

ECM Desktop is the main application screen to
interact with documents or records such as:

e Advanced Search capability with multi value
retrieval

Saved Searches

Version and content actions (checkout, in, etc)
Bulk download with excel

Foldering operations

Data copy - clone feature from one P8 system to
another

o ECM Desktop

Document Search Basic Actions | Version Acions  Save Actions  Advanced Actions

Search Saved Searches

Select an Object Store
Nerthwind ECM -

Select Document Class

[ view _YAdd New Documents
(B View Advanced K Delete

EPrint

Results

Drag a column header here to group by that column,

| Bulk Metadata Updates

T

{
(
{
(
(
{
(
(
{
(
(
(
(
{
(
(
{
(
(
{
(
{
(
(
{

Document - | Search | Mi EV#ize EVHCreator XV CurentSiste X V-H|DateCreated IV I
1k o 02/10/2010
Property [inclue In Results_|isSoried_|IsPinned | IsGrousBy || 2| .. ‘ Administrator 020772010
|| Current State a 0 0 = [ Administrator 0711972010
j g::i:::; Lss g E E E| i =] Administrator 0200772010
| Dete Los Mo 8 B Gl ] &= | Administrator 07/18/2010
b | Document Title ] 5] 5] 6. 5] Administrator 08/29/2010
2] B ] Administrator 02110/2010
J‘ ‘"df“"""‘“ : E E E E il f 5] Administrator 02/07/2010
IR i o | F | Administrator 0812012010
Propery to Search On | condition [value ]| [aea] 1] Administrator 0711972010
b Document Title Is Not Null ] 1 Administrator 08/20/2010
* 2] = | Administrator 020722010
- s [ Administrator 02/10/2010
s =] Administrator 02/07/2010
N5 | I | Administrator 02/0722010
M6, I~ | Administrator 02/1072010
RS | Administrator 05/1272010
he. | i | Administrator 02/0722010
SELECT [IDL[MimeTypel. [ComponentBindingLabel] E [ \ Administrator 082222010
ComoaursbecerSicl (onnicrionton Gzt O | [ || s
[Document] WHERE (IDocumentTitle] is not null} 2L B | Administrator 05/12/2010
2 =0 Administrator 07192010
e | Administrator 020212010
'|, Document Search 24| I~ [ Administrator 02/10/2010
(& Explorer i =0 Administrator 02/02/2010
7

() Bulk Security Updates

=
52

Ready.
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ECM Desktop- Searching Applications L CCh
Add Mew Documents
1. Launch ECM Desktop from the menu as shown. Content Management Document Class Designer

Document Scanning & ECM Desktop
Utilities Recursive Processing L

Run Reports
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2. The search screen will open, select and object
store then document class from the drop down.

Note: After you select an object store your
document class definitions will be read, this may
take time based on the number of classes,
properties and performance of your system.

o=l ECM Desktop

Document Search

| Search | Saved Searches
Select an Object Store _
Northwind ECM p -
Select Document Class
Document F\‘Il:l’"% - Search
Property |Include In Results |IsSorted |IsPinned |IsGroupBy |
J Current State [l [l [l
J Date Content Las O [l [l [l =
J Date Created [l [l [l
|| Date Last Modifie & & W
ﬂ Document Title [l [l [l
|| Indexation Id &l & & W
T N =1 =i =l =il aZ
]
Property to Search On Condition YValue [
}| Document Title | ls Mot Mull | |
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3. Ensure the 'Document Search' group item is 0 ECM Deckt
o esktop

selected. Document Search

4. Set your fields to retrieve: Start building your o seieeseee
search by clicking into the retrieval property Select an Object Store
fields (results). Check each property you wish to Northwind ECM v

retrieve from the system with the following Select D -

Optlons Document g

a. Include in Results

b. Is Sorted Property [include In Results_|IsSorted | IsPinned | IsGroupBy | —
c. Is Pinned || Current State ] ] @]
|| Date Content Last Accessed I] ] ] [ =
d. Is Group By || Date Created @] @] ] =
|| Date Last Modifie = = =
5. Set your search conditions: Follow the same |k | Document Title — O O O
steps as above to enter your where conditions —_ esulls
ndexation Id = [} ] ]
based on each property. ECM Desktop supports J_ S = = = =1~
an unlimited number of WHERE conditions and oni |
advanced users may edit their SQL as Froperty 1o Search On Condiion Value
» Document Title Iz Mot Mull
necessary. m
6. Execute the search by clicking the green Search Conditions
'‘Search’ button.
SELECT [ID].[MimeType], [ComponentBindingLabel],
[CompoundDocumentState], [ContentRetentionDate], [ContentSize], [Creator],
[CurrentState], [DateCreated], [DateLastModified], [DocumentTitle] FROM
[Document] WHERE ([DocumentTitle] is not null)

'::% Document Search
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7. To re-order which properties are returned as part

The grid will scroll up or down as needed.

J Indexation |d

| T P Y A o

of a search result simply drag the row that Property | Include In Results _|IsSorted _|IsPinned |1sGroupBy |~
contains the search property to the desired index | Current State 0 [
position. Select the row(s) by clicking on the row || Date Content Las 0 ] [
selector, the leftmost cell in the property grid. | Date Created B [
o . Date Last Modifie ] 1
8. Click just behind the row > and drag the row up ﬁnmumnt Tl ] 0

or down to the desired search index position. G

[ [l
=1 =]

1|3

Jz
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9. You can use advanced grouping by columns,
filter by columns or both.

10. In this example, the column header ‘Personnel
Doc Type’ was grouped. Each unique value for
personnel doc type then becomes an
expandable list.

11. Pinning will keep values to the left as you scroll
to the right for wide search results.

Hesults

Fersonnel Doc Twpe ¢

Fersonnel Doc Type : Award (4 tems)
= Fersonnel Doc Type : Cerifications (3 items)

bdime X7 1| Document Title © X7 1| 55M fEBTH
[ | )~/ Demo RARARARER |
2 | - Demo RARARARER |
|3 | /- DemoBulkLoad RARARARER |

Fersonnel Doc Type : Disciplinary Action (7 items)

Fersonnel Doc Type : Ferdarmance Review (336 items)
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12. O_ptlonally, each column SuPp(_)rtS fllFer'ng with a E® Enter filter criteria for Personnel Doc Type
wide array of search patterns including starts
with, ends with, contains, greater than and Operator Operand
expression matching. & And conditions w | ([DBMuI) v
. ™ Or conditions = Equals 5
13. Each column may have zero, one or many filters = Does not equal
applied simultaneously. P < Less than
= Less than or equal to
14. Select your filter as the OPERATOR and your - Greater than
OPERARAND (far box to right) which is your [relete Condition = E.Leater than or equal to
E
value to search on. = .
ok == M atches Regular Expression w
Cancel
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15. Note: Searches that return multi value fields will
take considerably longer to run. Each document
must be inspected for values which takes
additional time.

Advanced Actions

Basic Actions  Version Actions S
{%| Save Search Results (pdfxls)

H bownload Documents

16. To save your search results (metadata), click ]
Save Actions >> Save Search Results. You can
save search results as PDF, XLS, XML or XPS. Resulis

| |3 Download Docs wiExcel (-% New Saved Search

Drag a column header here to group by that column.

Mi EV Riize X 7H|Creator E V| Current State X 7 R|Date Created X 7| Date Last Modit

1 ~ Administrator 0210/2010 0814/2010
—
- 2 ~ Administrator 02/07/2010 0210/2010
- ]
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17. To create a saved search, build your search as T — =
desired, click all options such as group by, BescAcions _Verion Asos. (8 Acs]Aduancd Acons
. | Search | S P | Download Documents 1] Save Search Results (pdfaxs)
pmnEd, etc | F1Download Docs wiExcel (4, New Saved Search
‘Select an Object Store S
Northwind ECM - I8  Resuis
18. From the Save Actions tab menu, click New I T T
Saved Search. Document A [ searn | Mi EVHee ZVH[Crostor  EV#CunentSime 57 =|Dato Created 3V # Date Lost Modifed 57 #[Dc
= Administrator 0211072010 08/14/2010 Ne
Property [include In Results_[1sSorted [IsPinned [IsGreupBy || [z | - Administrator 021072010 021072010 Ne
|| Current State 0 ] 0 e Administrator 071192010 082212010 2
[ ';::g:::; Las E g g E o] = Administrator 0200712010 02110/2010 N
oo et Wode O O O 5. - Administrator 07n2R010 0872772010 23
Docurment Title B & & 6| - Administrator 0872972010 082972010 Ne
W ] - Administrator 021102010 08142010 Ne
| Indexation 14 E E E E - | Bl E Administrator 0210772010 021072010 Ne
U< ’ ERES Administrator 0812912010 0829/2010 [
Froperty to Search On Condition Valus [0, - Administratar 071372010 082772010 D
»| Document Title s Not Null TR Administrator 0872912010 02120/2010 N
¥ FRE Administrator 020772010 08/1472010 Ne
13 - Administrator 021102010 02/102010 Ne
19. The saved search dialog will open, enter a Saved Search Menu =
search name as shown. [ save K Cancel

| Save Search | Report Email Distribution £ Report Folder Distribution
datecreated>2/19

Enter Search Name:

MNorthwind personnel records

Object Store 1-Personnel Records
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20. To enable email distribution:

a.

Lo

Click the appropriate days the report
should run.

Click email or Report folder distribution
enabled

Select report format type

Enter email from, to and CC fields
Enter Subject and body

Saved Search Menu

K save K Cancel

Save Search |4 Report Email Distribution

| Report Folder Distribution

Davs Of Week

&

Tuesday

ReportEnabled

Enable Distribution via

EMAIL

Wednesday
Thursday
Friday Report Format
Saturday @ | Excel-CSV
Sunday JEHTML

JEAHTML Body

Jex [ XML &

»

m

Object Store1-Personnel Records
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21. Important: If you have selected a report format
other than email body a directory is required to
generate the report attachment prior to delivery.
You must include this value or change the report
format type.

a. Click Report Folder Distribution
b. Enter the UNC accessible report path.

22. If you want to enable the report for folder
delivery only, check the enable folder drop off
check box.

23. Click save to finish.

Saved Search Menu

K save K Cancel

Save Search [ Report Email Distribution

Report Path

| Report Folder Distribution

machinename'share

Object Store1-Personnel Records

[ Enable Folder Drop off
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24. To run the report, verify the report by first
accessing the Ul report screen. Once verified,
create an automated windows task by doing the
following:

a. Launch windows task scheduler from the
menu or using your own task application.

b. Create a new task, the task scheduler
shown is Windows 7 basic task.

c. Inthe program script, browse the install
location of the program and select the
exe.

d. Inthe Add Arguments text area, add
RunReports.

e. If you are using your own product or
script, the command to execute reports is
%full path to exe% - RunReports.

@ Start a Program

Create a Basic Task

Trigger Program/script:
Action
S Furkepons

Finish Start in (optional):

< Back H Mext > H e ]
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25. The new search will now be listed under the
search group item.

26. To select your search, click it with your mouse
then click back to the Search tab.

=l ECM Desktop
Document Search
Search | Saved Searches |

= Northwind ECM

';,;L Jays first search
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ECM Desktop - Copy Paste Functionality Northwind invoice_150
|23435

1. Data can be copied from the search results _ i
or to the search results as single values or a : T |. Edit Mode

range of values.

| Morthwind invoice_150 | opy
2. By default search results are returned in cell | 00000007 | Paste

select mode, not edit. To use copy paste the
cell(s) must be selected, it is important to
understand this distinction.

3. Select a range of target cells from the grid.
Right click then COPY to load the data to the
clipboard then paste into your desktop

application. S
Morthwind invoice_150 | | )
4. You can copy from your desktop application 23435 | | j
to P8 by obtaining data from any text based |
. . Morthwind L
file such as excel, text, csv, etc. With data on Grid Fundmm B Edit Mode
your clipboard right click the grid >> Grid Morthwind
Functions >> Paste. Morthwind invoice_150 | . Copy
. , Past
5. Note: Data is inserted into the target cell, so 00000007 | -

if you have a range selected the range
insertion point will be the first cell. This
behavior is consistent with all other
applications including excel.
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LI OLiE Loald TESL CLiE LLal 1=l RTINS e e
ECM Des ktOp- Metadata Updates 18 »| /| | Bulk Load Test Bulk Load Test Perfarmance Feview
There are four methods of updating metadata, they 19 J~| | Bulk Load Test Bulk Load Test “éwa_][_d ,
. efifications
are.. Copy Paste 20 = | Bulk Load Test Bulk Load Test Disciplinary Acfion
. . i Licenses
e Direct Cell Edits 21 | | Bulk Load Test Bulk Load Test
e Property Updates tab o
e Meta Actions Tab
Feformance Review Administrator
1. For direct cell updates, ensure you are in Auvard Administrator UF'dL“"”E”
edit mode by right clicking the grid >> Grid Performance Feview Administratar
functions and simply type into the cell. Click

off of the cell to cause the update.

2. If the P8 property has a choice list, a choice
editor will appear prompting user selection. If
the field is a multi value choice list a different
choice selection method is used.

3. The second graphic with lasso shows the
document was updated.
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Recommended: Use property updates when you
have a set of values to replace on multiple fields
based on old values and new values. ECM Desktop
property updates tab supports updating multiple
properties simultaneously which is faster than trying
to update the document in several passes with
incremental updates.

1. Perform a search and retrieve results in the
grid. TIP: Save your search results to
support rolling back changes if necessary.

2. Select the Bulk Metadata Updates group
item as highlighted, then the Substition tab.

3. Select a property to update with your mouse,
in this example Document Title is selected.

4. Inthe KEY field, enter the value you wish to
change.

5. Inthe Values field, select the new value to
be applied when the old found is found
(known as a search hit). Click ADD to add it
to the list of property changes.

a:! ECM Desktop

Function Based

Bulk Metadata Updates

Substition

Basic Actions  Version Actions | Save Actions

Il Download Documents

HDownload Docs wiExcel

Advanced Actions

£ Save Search Resulis (pdfxds)

3 New Saved Search

(B8 (H=R )

Properties Has Chanaes Reaueste
1| Gomponent Binding Label Results
| Document Title -
Urag a column header here 1o group by that column.
Mi Zvﬂ|ne 75| Date Crested  E7[Date Last Modified 2 5 DocumentTite E7[Update Log T
=h| 021102010 081142010 Northwind invoice_Twv
2 F ] 0210772010 021102010 Nerthwind invaice_150
Commit =l 071192010 081222010 23435
th. M= 0210712010 02102010 Northwind invoice_150
Value ESS =
I 5 | 071192010 0812772010 23435
5.1 M| 08129/2010 08129/2010 Northwind invoice_150
Keys [ Values S
7 23835 be 9] 021102010 081142010 Nerthwind invaice_100
#/ doc5 Doc 12345 8] b 02107/2010 021102010 Northwind invoice_150
9 | [E | 0812972010 0812912010 00000007
=0 071192010 08127/2010 Doc5
»~ | 08/29/2010 08/29/2010 Northwind invoice_150
B 0210772010 081142010 Nerthwind invaice_100
B] 021102010 021102010 Northwind invoice_100
=0 0210772010 021102010 Nerthwind invaice_150
=] 02107/2010 02107/2010 Northwind invoice_150
= 021102010 021102010 Nerthwind invaice_100
=] 051122010 081142010 Northwind invoice_100
B 02107/2010 021102010 Northwind invoice_100
19 ] [ | 0812212010 0812772010 23435
20 | (g | 081292010 081292010 first bath
I=h 051272010 0511272010 Nerthwind invaice_100
=0 071192010 08127/2010 Doc4
»~ | 02/02/2010 02/02/2010 Northwind invoice_150
\4, Document Search =0 02/102010 0811412010 Northwind invoice_100
[& Explorer =0 0210212010 081222010 23435 .
154 Bulk Metadata Updates < | 1. »
() Bulk Security Updates [ 0% Ready.
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1. Inthis example, personnel doc type has two -
pending changes. Clazz Properny: PerzonnelDocType - el
| FProperies I Chanoes Reauested
2. Award will be replaced with Certifications. | DocumentTitle

| EmployeeMame
ltem

3. Performance Review will be replaced with | PersonnelDocTyp L
licenses. By Checked l

4. Click other properties to add ‘old values’ and
new values. Each property can have as
many old values as desired and an unlimited
number of properties can be updated
simultaneously.

OO0

by Yalue

<] T

5. Click the COMMIT button to persist the
changes to the FileNet system.

Yalues

Values to change
are here
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Recommended: Use metadata function based

updates when you need more advanced ways of a-) ECM Desktop
o may want o update property & based on e || I S
you may want to update property B based on a Bulk Metadata Updates
value in property A, move data to new fields, merge Function Based Substition
fields or split fields. Function based updates have
several specially designed functions to assist users. Data Functions
If you need a specialized function contact j
bowenecmsolutions. —
Ccl-l values from one i rﬂ-ﬁ = ﬁtﬂ- another |i|
1. Perform a search and retrieve results in the Pt e S I R T ol S
id. TIP: Save your search results to Get column Statistics 3
gnd. TiF: savey _ Get Distinct Values :
support rolling back changes if necessary. Insert Default value (for time use format #8/13/2002 1214 PM#
Inzert
2. Select the Function Based metadata updates Merge source to destination
tab and choose a desired action from the Replace {:haracter[s% in strin:g
d d [ Content Retenfion Date 7 Content Retenfion Date
rop aown. ' T | » 4 1}

I Lpdate Nulls Only Ipdate

Rallback

Commit

Qld and New Values

Kevs Values
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1. Inthe example the user has chosen the
source column as Document Title.

2. The destination column is Document Title.

3. Click Update which updates the grid, not the
document.

4. View your updates in the grid.
5. Rollback your change if desired. Commit

your updates to p8 if you are satisfied with
your changes by clicking the Commit button.

o=l ECM Desktop

Bulk Metadata Updates

| Function Based | Substition

Data Functions

I Replace character(s) in string j

Source Property Destination Property
("] 7] Current State ("] 1] Current State
["] ] Date Created [].1] Date Created
[7],7] Date Last Modified 71,1 Date Last Modified
| Document Title | Document Title

4| 1] 1| 1]

Ic:hars to replace INew Value

™ Update Nulls Only

0ld and New Values

Kevs

m Features Detail | BowenECMSolutions.com


http://www.bowenecmsolutions.com/�
mailto:Jay@BowenECMSolutions.com�

e www.BowenECMSolutions.com || Contact: Jay@BowenECMSolutions.com

ECM Client for FileNet P8 Content Management Systems

November 2010

1. For a more advanced example, a tab
delimited map file can be used. The map file
should be two columns with the left column
your source value to change and the column
your new values.

2. You have the option of updating the target
property value based on a match or updating
a secondary property based on the hit
condition. Example: When document title =
“Steve Smith” update property Name field to
‘Smith, Steve'.

3. Select Extract Value to column. Be very
aware of your source field and destination
field.

4. Drag drop a tab delimited text file over the
keys value list box area. In this example, the
user has supplied IDs. When the given ID is
found in the source column the destination
column (Employee Name) will be populated
with Steve or Jeff, whichever ID matched.

5. Click the update button to view the change,
then COMMIT to persist to P8.

6. Map files can contain an unlimited number of
map values with the client being limiting
factor.

Extract value to column (&|B|C) returns a@c

Saource Column

hdirmeType
DocumentTitle
EmploveeMame
PersonnelDocType
Creator

Deztination Column

Id
hlirmeType
DocumentTitle

PersonnelDocType
Creator

) Llpdate Mullz Only

Saource Column

|Ma|:| file Required

| Update |

| Rollback |

| Commit Updates |

ke

|‘v’alues

=] {52 afd-8122A0R00d22.00 2261 hds,. Steve

A id45efcal

here

e LA
S e TN P

Drag Drop File

07a.. Jeff
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(i BowenECMSolutic S

Wl Applications Settings Help .8 x

ECM Desktop- Adding New Documents

Explorer | Basic Actions | Version Actions ~ Save Actions  Advanced Actions

A built in feature of ECM Desktop is allowing bulk ” _ ,
o ) My Computer [ View 1 Add New Documents
content additions from the user’s desktop or network A B view Advanced R Delete & prim
location. There are four methods of adding new -3 SRecydoin Roeuls
dOCUI’nGntS. 3 j a?&mz:ln:ﬁfgi:f; PCLS xB4-bit w5 1.0 1 Drag a column header here to group by that column
' inetpub Mi Z 7 ¥|Retention Date X7 H|Content Size  Z 7 H|Creator X 78| Current State X 7 5| Date ..
s | [tems for Dern
MethOd 1 _ Browse | M\grati! Add Documents 10~ 21810 Administrator 021
= ﬂagf: nfile Al FS 21818 Administrator 02i0
. | Perlog|  OctData 3 - 21788 Administrator 07112
1. From ECM Desktop, click Explorer group A o e i) b 21532 Adminisrator 0200
item then a local or network drive. "3 Programbate — i Sl =
P ST 6| I 21869 Administrator 082
] ] | Temp Ll - 21838 Administrator 0211
2. Right click the folder and the context menu O s Bk 21829 Adminisiraor 020
will appear, click Add Documents. o0 CN | e ARy =
I 20 ] 21288 Administrator o7
| SRECYGLEEBIN LN 1268598 Administrator 08z
| - i‘;s":::‘%:rum formaton 2]k 21835 Administrator 020
| Document Mansgement 1Bk 21208 Administrator 0211
1] - 21248 Administrator 020
| 15 21818 Administrator 02/0
16 | - 21895 Administrator n2n
1 - 21835 Administrator 0501
......... e = 21834 Administrator 0200
24 Document Search 19 [ 1930427 Administrator 0812
(& Explorer 20 [sr 551196 Administrator 082 _
Bulk Metadata Updates F I ] ] +
Bulk Security Updates [ 0% Readv... |

Features Detail | BowenECMSolutions.com


http://www.bowenecmsolutions.com/�
mailto:Jay@BowenECMSolutions.com�

www.BowenECMSolutions.com || Contact: Jay@BowenECMSolutions.com

ECM Client for FileNet P8 Content Management Systems

November 2010

1. Select your files to add. Use the CTRL key
plus mouse click to select multiple files. Use
the SHIFT key plus mouse to select several
files. Use CTRL + A to select all files.

2. The selected files are highlighted showing

they are selected, in this example three files.

3. Click Open.

a-l Please select document(s) you wish to add to the ECM Repository

ﬁ Morthwind invoice_15030.pdf

v4|

1]

| 3

.. v Computer » Local Disk (C) » Iemsfor Demo - | 4 ||| Search ltems for Demo pe |
Organize « Mew folder =~ 0 @
s Favorites * Name B Date modified Type i
Bl Desktop |= 00000001.JPG 11/21/2001 3:25PM  JPEG image
4 Downloads li= 00000004.JPG 11/21/2001 3:31 PM  JPEG image
‘l".-_.-_| Recent Places li=| 00000007 JPG 11/21/2001 2:37 PM JPEG image
||_E| 00000010.JPG 11/21/2001 3:43 PM JPEG image
o9 Libraries & | DELLBUTM.HTM 8/29/201011:31 AM  HTML Document
[E Documents 3 |@ Morthwind invoice 1509, pdf 8/28/2010 5:41 PM  Adobe Acrobat D..
J* Music | | Morthwind invoice 15018, pdf 9/6/2009 9:44 PM Adobe Acrobat D..
[ Pictures %Nor‘chwind invoice_15019.pdf 9/6/2009 9:44 PM Adobe Acrobat D..
E Videos -;j Morthwind invoice 15021, pdf 9/6/2009 9:44 PM Adobe Acrobat D..
ﬁ MNorthwind invoice_15022.pdf 9/6/2009 9:44 PM Adobe Acrobat D..
18 Computer -E Morthwind invoice_15026.pdf 9/6/2009 9:44 PM Adobe Acrobat D..
& Local Disk () -E Merthwind invoice 15027 pdf 8/29/2010 11:34 AM  Adobe Acrobat D..
ca Mew Volume (E:) -;:, Morthwind invoice_15029.pdf 8/29/2010 11:28 AM  Adobe Acrobat D..
5 €5 (\\bowen3) () 9/6,/2009 9:44 PM Adobe Acrobat D.

-

File name: "Morthwind invoice 15018, pdf" "00000010.JPG" "Northwind invoice 1509, pdf"

I Open

I ’ Cancel

i
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1. Select your object store and document class

. . a0
from the drop down. The grid will then create sl ugtu.zail,
columns and rows appropriate for your |Object Store 1-Personnel Records |l Commit € Cancel Select Class

destination document class. slnfa |HD|:|CLINE =P2ID |DocumentTit|e |Emp|oyee Mame |F'ersonnelDoc: Type

Marthwind invoice | Elmer Fudd | |

C:A\Documents an

[ = |

2. Inthis example, the user is edltlng the C:ADacurments an Morthwind invoice | Elmer Fudd W ;
. Certifications
personnel document type via a drop down. C:\Docurments an Maorthwind invaice | Elmer Fudd Digciplinany Action

Licenses
Perfarmance Feview

3. Blue fields indicate required fields.

4. Red fields indicate error or missing data for
that field.

5. Use advanced features such as copy down
and case format functions as desired. To
Copy down, right click the highlighted text
and all selected text will be applied to all
rows below the immediate row you selected.

. . Select Class
6. Click commit to upload your documents to ' ek . |
FileNet P8. & |Employes Name | Personne

oie

oice | El Copy Down

Elrmer Fudd

oie
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Method 2 - Drag Drop with Folder file action

1. In ECM Explorer, click the Explorer group
item:

a. Click the document management
icon (node) to view object stores

b. Click an object store to see locate a
folder

c. Browse folders as necessary until the
desired drop folder is available.

2. From your desktop or network folder, select
one or more files.

3. Drag the files over the folder ‘drop zone' and
let go of the mouse left button to cause the
drop action.

4. The add new documents dialog will appear
identical to method 1. After indexing and
uploading documents the items will be filed
into the desired folder.

) P (6

I T 2

ol Applications  Settings  Help

Explorer

ith = Slide show Print E-mail Burn MNew folder =~ 0 @ | PeriLogs
= .
% Name Date Type Size - " Program Files
= Program Files (xB6)
=] 00000001.JPG 11/21/2001 3:25 PM JPEG image 230 KB -\ ProgramData
= 00000004.JPG 11/21/2001 3:31 PM JPEG image 73 KB ' Recovery )
— - =i Bystem Yolume Information
|\51 00000007.JPG 11/21/2001 3:37 PM JPEG image 132KB L Temp
h;[ 00000010.JPG 11/21/2001 3:43 PM JPEG image 95 KB “ ) Users
E |ﬁ Northwind invoice ... 9/6/2003 3:44 PM Adobe Acrobat D... 22KB _ = Windows
|i Northwind invoice_...  9/6/2003 9:44 PIM Adobe Acrobat D... 22 KB -y EA
| ™) Northwind invoice_.. 9/6/2000 0:44 P Adobe Acrobat D... 22 KB B FA
| ) Northwind invoice_..  9/6/2000 0:44 PI Adobe Acrobat D... 22 KB . SRECYCLEEIN
. BowenECM
|@ Neorthwind invoice ...  9/6/2009 9:44 PM Adobe Acrobat D... 22 KB .
= ™ .\ System Volume Information
= -,; Northwind invoice_...  9/6/2009 %:44 PM Adobe Acrobat D... 22 KB | Document Management
= 6/ 2
eS| Northwind invoice_...  9/6/2003 9:44 PM Adobe Acrobat D 22KB % Northwind ECM
=) Northwind invoice ... 9/6/2003 9:44 PM Adobe Acrobat D... KB : -
= . - | CodeModules
- Northwind invoice ...  9/6/2003 3:44 PM Adobe Acrobat D... B = = Object Store 1

v“;‘

.

ize: 332 KB

ied: 11,/21/2001 3:37 PM - 9/... Date created: 8/22/2010 3:04 PM

- 4 Workflows

+ % CodeModules
_,l !reLrenoes

" Searches

M Access Roles
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Method 3 - Drag Drop without folder file
action

1. From your desktop or network folder, select
one or more files and drag the files over
using the mouse left click and drag the files
over the ECM Desktop application.

2. Drop the files over the search grid and let go
of the mouse left button.

3. The add new documents dialog will appear
identical to method 1.

rems for Demo

L] Preview

Shorica

Share with ~
Name :

|= 00000001.JPG
| 00000004./PG

Slide show

» = -
Date

11/21/2001 3:25 PM
11/21/2001 3:31 PM

0o @

Search Saved Searches

|[= 00000007.JPG

11/21/2001 3:37 PM

Select an Object Store
| Nortiuing ECM -

|[= 00000010.JPG

11/21/2001 3:43 PM

| T Northwind invaice_15018.pdf

9/6/2009 9:44 PM

Select Document Class

Basic Actions | Version Actions  Save Actions  Advanced Actio|

[2 view

[iE View Advanced

% Add New Documents

K Delete

Results

Drag a column header here to group by that column

| ) Northwind invaice_15019.pdf

9/6/2009 9:44 PM

| Northwind inveice_15021.pdf

9/6/2009 9:44 PM

| Northwind inveice_15022.pdf

9/6/2009 9:44 PM

|2 Northwind invoice 15026.pelf

9/6/2009 9:44 PM

T Northwind invoice_15027.pdf
T Northwind invoice_15029.pdf
T Northwind inveice_15030.pdf

— ) Northwind invoice 15032.pdf

= Nerthwind inveice 15034.paf
= Nerthwind inveice_15036.pof

- 4 n

Size: 332 KB

s

9/6/2009 9:44 PM
9/6/2009 9:44 PM
9/6/2009 9:44 PM
009 9:44 PM
9/6/2009 9:44 PM
9/6/2009 9:44 PM

s selected Date modified: 11/21/2001 3:37 PM - 9/6/2009 2:44 PM

| Document - [ searcn | Mi_Z¥ #|Component Binding Label X ¥ #|Gompound Documer,
=R 0
[Include In Results_[IsSorted [IsPinned [IsG—| |2 0
Stat & B B &R 5
Component Bindi ] ] o .
Compound Docu & & =
4B Content Retentio = (=] B 0
Content Size [ =] -1 |8 i J
‘ =7 = Brop-Files-herg
5 fyto Search On | Condition |Value g
Is Not Null 2

I Document Title

ISELECT [IDLIMimeTypel, [ComponentBindinglabell,
[CompoundD: [ContentR ate],
[ContentSize], [Creator], [CurrentState], [DateCreated],
[DateLastModified), [DocumentTitle] FROM [Document] WHERE
MM smaniTitlal ie net rudlt

«

(%4, Document Search

[ Explorer

| Bulk Metadata Updates

E]

) S e e e it e = e e

l=l=l= ==l =

™
=

[ —

oo ola o ole olale o ale

(] Bulk Security Updates

=]
a®

Ready.

\
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Method 4 - Adding documents from the

menu a5l Applications  Settings  Help
| Basic Actions | Version Actions  Save Actions  Advanced Actions
1. In ECM Explorer, click the basic actions tab — S S E“‘“ ST o
. View Advanced Delete "/ Prin
located above the search results grid. Selectan Obiect Store =1y -
Morthwind ECM A Results
. . Drag a column header here to group by that column
2. Click the Add New Documents icon. Select Document Clase - — :
Document = || search | Mi XV ?|Component Binding Label E ¥ | Compound Document State X ¥ 8| Content Retention Di:
1 e 0
3. Select the files you wish to add using CTRL T — T M gy P S o
; i ) ﬂ Classification Stat ] | ] [l IS 0 =
and mouse click for single files or CTRL + || CompsnentBind B O — - [
. Compound Docu =] =]
SHIFT for several files. e B 0o s b ;
|| Content Size [&] [&] | (Bl = 0 |
4. Click OPEN to select the files for import, the JP" o = __ =" °
. . roperty to ondition alue
f’idd new documents dialog will appear N T Ol 0
identical to method 1. % 1] k- 0
TS 0
12 | C 0
13 [ - 0
| ] F 0
'SELECT [IDLIMimeType]. [ComponentBindingLabel]. o 15 | A~ 0
[CompoundDocumentState], [ContentRetentionDate]. T o
[ContentSize], [Creator], [CurrentState], [DateCreated], -~
[DateLastMod\ﬁeFl]. [DocumentTitle] FROM [Document] WHERE i 17| B 0
TN Am nantTiHal io nat nolll = “L P
o | B [}
ERIES L i
F i, ] 3
0% Ready 1
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ECM Desktop- Repository Browse

Users with appropriate permissions can browse
FileNet repositories by clicking the FileNet P8 icon.

1. From ECM Desktop, click Explorer group
item then the Document Management
icon.

2. The root folders will appear. Click on a folder
to view its contents which may contain more
folders or documents. Documents will
appear to the right in the grid.

3. Continue clicking folders as you would
normally explore your windows desktop.

o= BowenECMSaolutions - [ECM De

o5l Applications

Settings  Help

Explorer

| Basic Actions | Version Actions

Save Actions  Advance

1 HP Universal Print Driver PCLS x64-bitv5.1.0.1 1 |® view 3 Add New Documents
w2 inetpub
| ltems for Dema 8 View Advanced K Delete
w2 Migrations L
| MS0Cache Results
| NVIDIA
~_| PerfLogs Drag a column header here to group by that column
| Pragram Files
~_ Program Files (x36) Mi EVREV+H|ContentSize EVHCreator EVTH|C
Il "~ ProgramData 15 21810 Administratar
i i Recovery
| System Volume Information = (2. # 21818 Administrator
"~ Temp E s 21788 Administratar
i Windows 4 A 21832 Administrator
:%‘ E;: = 21828 Administratar
Bl FA 5] Je 21869 Administrator
1| SRECYCLE.BIN i
— i 21838 Ad trat
| BowenECM L = ministratar
| System Volume Information 8 - 21829 Administrator
B"-_ E | Document Management a9 @ 230956 Administrator
= g Northwind ECM 10 | K~ 21868 Administrator
¢ "3 CodeModules 11 [ & 1268508 Administrator
= Object Stare 1
_u ..
: | Workfiows 12 [ A 21835 Administrator
13 | A 21808 Administrator
14 | 21848 Administrator
! 15 [ 21818 Administrator
| Access Roles 16 | | 21395 Administrator
17 [ 21835 Administrator
18 | A 21834 Administrator
19 | gy 1930427 Administrator
(&, Explorer 20 | [gr 551196 Administrator
@ Bulk Metadata Updates Ik 0 1
9 Bulk Security Updates | 0% Readv..
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ECM Desktop- Bulk Download with Excel
ECM Desktop supports downloading of content

(files) and metadata. The program will list the Basic Actions _ Veersion Actions | || Advanced Actions
download location in the excel file along with I Download Documents f£] Save Search Results (pdfxis)
metadata for the given document. 'iDownload Docs wibxcel (4, New Saved Search

=)=
Optionally, you can merge multi content element, - Results

single pageTIF files to a single and create a merged Drag a column header hete to group by that cokumn

multi page TIF by enabling the merge option in the

configuration file to true. The merge action requires Mi X7 A%V P|ContentSize XV #|Creator XV H|CurrentState XV #|Date Created IV H .
all content elements to be single page TIFs. | )| [21810 Administrator | 10211012010
"I 21818 Administrator 0210772010
PR e 071912010
1. From ECM _Desktop, perform a seqrch and T 2w Selected rows 020772010
include all fields (properties) you wish to =
. . [ BT 21828 Administrator 071912010
include in your metadata export.
[ 21869 Administrator 082972010
2. Select the range of rows (documents) you [ 2838  Administrator 0271022010
wish to export by clicking the row selectors. ) B[ 21829 Administrator 020772010
Row selectors are the cells that contain the & | 230956 | Administrator 0812912010
row number, in this example 1-5. o T oo | [nanca [ adoimer. [mornrnan

3. Click Save Actions >> Download Docs
w/Excel
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1. Click Download Location to define where Content Download S
you want your files to download to. The Metadats 1L :
same directory will contain your excel
spreadsheet when the download is
complete.

Duplicate Fle Action

Create Unique Folder ﬂ = L_|_|Merge TIF images
2. Click duplicate file action to either create a
unique folder when a duplicate is
encountered or rename the file to pl’event Download Location | E\_Developer Resources'\Projects\PowerTools\PowerTools_4.0\PowerTools binc86\0
overwriting existing documents in the
directory.

HI Download

3. Check merge tif images if you have multi
content elements with each being a single

Ready...

page tif file. On download the program will

merge the pages together to form one
multiple page tif file.

4. Click Download Files to start the download.
The download will start immediately and the
progress bar will indicate percent completed.
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1. As the download progresses the download

Iocation WI” be updated in the g“d ' 5ave Location  ents and Settings)jbowen|DeskkopiDownload Stuff @Download Files x Cancel
. i fDownIoad Location | [ | Mime Type | Diocument Title Employes Mame
2. The program will automatically check for b/ T\Documents and SettingssibowensDesktopDownload SWIR. | {E52F4AF4-9127- | applicationdpdf | Bulk Load Steve
identical file names prior to download to [ C:\Documents and Settings\ibowentDesktop\Download Stuff, | {F7A1D2C9764 | applicationdpdf | Buk Load Test | Bulk Load Test
avoid OVETWI’iting files which is common for ] C:A\Documents and Settings\jbowentDesktopiDownload Stuffs, | {BA141427-EBDE | texthtml Dema Demo
VerSioned ﬁIeS, Where the files names may ] C:\Documents and Settings\bowentDesktopiDownload Stuffs, | {IBB4CFES-DEA | image/jpeg Demo Bulk Load | Demo Bulk Load
be identical. A subfolder will be created to [ CADocuments and Settings\bowentDesktopsDowrload Stufft | {EBOE1111-1D26- | applicationdpdf | Demo Bulk Load | Diemo Bulk Loag
ensure uniqueness in these cases. §
. JE | >
3. During the download you may open your
download location folder to monitor progress. Download Stuff =3
File Edit “iew Favorites Tools  Help l';.

4. Once the download is complete a uniquely

. . 1 @) h Id -
named excel file is created as shown in the = D B Psewch |7 roders
screen shot. The excel file will list all \ddress |L’f} C:\Documents and Settings)jbowen' DeskbopiDownload Stuff V| Go
metadata and the complete path to the file A Name Size | Type Date Modified
download location File and Folder Tasks & B 1eb7eam0-coe @ 579-0... 6KE Microsaft Office Exc...  2/21/2010 8:16 AM
) £9 Mok 2 rew Flder |52 jpg 73KE  IPEG Image 21212010 8116 AM
) S —| & | DELLEUTM.HTM ZKB HTML Dacument 2/21/2010 8:16 AM
If you enabled the TIF merge action, the new L Fblsh Hhis felder to T Marthwind invaice_15016.pdf 22KB Adobe Acrabat Doc...  2/21/2010 816 AM
multipage tlf W|" be present named Wlth the B2 share this Folder iNorthw?nd invoice_lSDSS.pdf 22 KB Adobe Acrobat Doc...  2/21/20108:16 AM
- |Morthwind imvoice_2012504, pdf 22 KB Adobe Acrobat Doc...  2/21/20108:16 AM

document ID.

W<
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ECM Desktop- Bulk FileNet P8 Security
Updates

ECM Desktop supports bulk security document
updates and uses a template document to provide
the desired security. Only direct permissions are set
on the document, ie folder inheritance permissions
are not directly set. If your document is filed in a
folder and security parent is set to the folder object,
the resulting permissions will be the template
security + the folder security.

1. Create or obtain a document with the desired
security you wish to use as the template
document. Record the ID. From ECM
Desktop, perform a search for the
documents you wish to update.

2. Click the Bulk Security tab. Enter the ID of
the document you wish to use as the
template, cick Get Security and the template
security will be returned. Click UPDATE to
apply the security changes.

3. Optionally, for advanced security updates,
you can force take ownership. Provide the
appropriate user account information.

4. Optionally, to refresh filed in folder
permissions click inherit folder permissions.

Security Bulk Updates

|ﬂdmin@yuurdnmain.cnm

W Take Dwynership

[E52F44F4-8127-4CR8-BD23-004261 BDCDAT)

[ Enable Inherit Folder Permizsions

| Get SECL‘:I%

template document

Iterm Level-Status
I CEAdins @pS.com FULL_COMTROL_DOCU
\::' gz-HumanResource-Personnel-FullControl@p8.com FULL_CONTROL_DOCU .
\:' gz-HurmanReszource-Personnel-kajor@pd.com kAR _VERSION _DOGC .
\:' gz-HurmanReszource-Perzsonnel-tinor@p8.com kAN OR_WVERSION_DOCL .
x::' az-HumanRezource-Personnel-hModifyProperies@p. WRITE_DOCURMEMNT
:;' gz-HumanResource-Perzonnel-Publizh@p2.com FLELISH
\::' gz-HumanResource-Perzonnel-Yiew=pE . com WIEW
\:' gs-HurmanResource-Personnel-YiewProperies@p3. . READ
> =,
Security from
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ECM Desktop- Change Class Relocate
Content

1. You may copy content between FileNet P8
systems, copy data between object stores,
recreate items in another class or change
the class if the source and destination class
are in the same object store.

2. The FileNet P8 API does not support
changing class across object stores,
therefore you are limited to the recreate
option if the document objects if the source
object store is not the same as the
destination object store.

3. The program will allow you to map to new
properties and use copy down / drop down
features. You may map single valued
properties or multi to single. You may also

convert data type if the source data is a valid

format for the expected type. For instance,

AO01 is not numeric but 01 is which would be

preserved to an integer property value of 1.
Object based properties are not supported.

4. Note the default behavior of FileNet for
changing class (not recreating objects) is
preserving the documents values if the

destination class is the same property as the

source.

www.BowenECMSolutions.com || Contact: Jay@BowenECMSolutions.com
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ol BowenECMSolutions - [ECM Desktop

ol Applications  Settings  Help

Document Search

Search Saved Searches

Select an Object Store
Narthwind ECM <

Select Document Class

Basic Actions  Version Actions  Save Actions | Advanced Actions!
% Change Class - Relocate Documents

&

:"Eg a column heaaer nere to group

Results

oy that column

Document = | Search |

=

2vu|cﬂmpmem Binding Label X ¥ | Compound Document State £ ¥ | Content Retention Dz

Property [Include In Resulis_|IsSeried_|IsFinned [1sG—"
J Lock Timeout

J Lock Token (] [&] =]

ﬂ Major Version Nu &} [} o
j Minor Wersion Nu (] [&] =] o8
1] < . 3

Property to Search On |Cnndiﬁnn ‘Value H

Is Not Mull

#| Document Title

&

= 0

[ “\

©

oo o|la|alao a a o

ka5 [ (5 |15 [ (k= ksl

Features Detail | BowenECMSolutions.com



http://www.bowenecmsolutions.com/�
mailto:Jay@BowenECMSolutions.com�

e www.BowenECMSolutions.com || Contact: Jay@BowenECMSolutions.com

ECM Client for FileNet P8 Content Management Systems
November 2010

5. From ECM Desktop, perform a search and
include all fields (properties) you wish to
include in your metadata export. You must
include Major Version Number as part of
your search results. Remove items you do
not want to relocate by using first deleting
the rows from the grid be selecting the
row(s) and using the keyboard DELETE key
which will only delete the rows.
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6. Select a folder (directory) where you would
like the log output to be placed.

Browse For Folder

Please select log file directory

A jbowen

&> (M Caomputer

- €l Network

1+ [ Control Panel

£ Recycle Bin

mylogfile|
Stuff

I 1. VBSamples

| Make New Folder |
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7. Click the Get Version IDs button from the

N T a-! Change Class - Move Docum;nis - —
menu toolbar. This will initiated a second S — — ' '
. . . &7 Get VersionIDs | & Commit
connection to FileNet and obtain the perform  Jos : : _

. . . | Destination P2 System | Properties | Meta Actions | Log | Status: Ready
analysis on the version ID's of each N = Component Binding Label | Document Title
Document. »| {D78DB1F5-6300 Morthwind invoice

{5AT5F360-887A- Northwind invoice
8. After the versions are obtained a pop dialog pd (FFECATE5-01CS 242
o : |administrator {D1BBB0FC-E441 Northwind invoice
will inform you when the process is
. {4CAZ2158-BF26 23435
completed and you may view the log tab to Password DbacansE o —
track progress as it is being made. [ S ADD105.001 Northornd imraiee
{EC53959C-T334 Northwind invoice
P8 Web Service URL {2E2C3B74-ADB 00000007
Ihl‘tp;.l’,l’pS:?DlewsifFNCEWSCI-OMTOM,I’ {BBEE2ALG-TO4E Doc 5
{B4ETFED5-2044- Morthwind invoice
{EEE4E5AE-357A Northwind invoice
Legen
{45720781-BFAD- Northwind invoice
{DBBA4CIF-B2A Northwind invoice
{EEEDA45E-5CF Northwind invoice
P& Object Store-Class {DFBABCAE-2D8 Northwind invoice
{3DDBD337-62B Northwind inveice
{ABECAS51-0D4 Northwind invoice
Select an Object Store {F058733D-D52E 23435
- {B1E83240-6B95- first bath
130EF3E31-5C64 Northwind invoice
{45545185-240F - Doc &
{D2EBSEC3-0AS Northwind invoice
Select Document Class {3B7EBI5-0265- Northwind invoice
- {CA1D27D4-FE7 23435
{F5532CES-FETE Northwind invoice
{8B58C364-B1DD Doc 4
{5EOFEF25-0F2D 23435
J i i
Obtained version IDs
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9. After the version series are obtained, enter
your destination P8 system information
which may be different than your source.

10. Use the properties tab to map properties
between the source and destination.

11. Use the Meta Actions to perform data
functions such as split, merge, substring,
replace, map

| o2 Change Class -

/7 Get VersionIDs | Commit

Destination P& System |Pmpam'ag Meta Actions | Log |

P8 Connection

User Name (Logon)
IAdministratur

Password

Ittttt

P8 Web Service URL

0

»| {D78DB1F5-6300

{BAT5F360-8874

{FF8CAT55-01C5

{D1BBBOF0-E441

{4CA22158-BF 26

{D0BC2DBE-CC3

{6FADD10B-DO

{EC53969C-733A

{2E2C3B74-ADB

|http;.r;ps:?oulfwsifFNcmsmwow

P& Object Store-Class

Select an Object Store )
Marthind ECI ;';_‘:”ﬁ-_ -
%

Select Document Class
Contracts

{BBEBZALS-TO4E

{B4ETFEQ5-2844-

{EEE4ERAE-397A

{497207B1-BFAQ-

{0BBA4CIF-B2A

{EEEDA45B-6CF

{0FBABCAE-2D8

{3DDEDS37-62B

{ABECAS551-0D4

{F0B8T33D-D52E

{B1E83240-6B55

{30EF2E31-5C64

{45545185-240F-

{DZEBEEC3-0A8

{9BTEB636-0263-

{CA1D27D4-FET

{F5532CEB-FETE

{BB5BC364-B1DD

{560FEF25-0F2D

i

Obtained version IDs
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12. Another useful feature is copy down, that will
copy the selected text from a given cell to all
rows below it. Highight the text using your

| List of Comments | xVersionID

mouse by clicking into the cell, selecting the 12308 {N2RIRATI.CRAT
text then right click to show the menu. Cable Lod

13. Click copy down to copy the selected text, in efz g oes
this case '456' to all rows below this row. BikeWasl ) Delete Property

. Copy D

14. If you want to simply change the class for the | OFY oW\
documents uncheck Recreate Objects {46A5534 Fe1-
(default).
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15. When you have mapped all properties click
the commit button.

16. The program includes validation for
properties that exist in the grid. Invalid cells
will turn red as shown on the right. The log
file and event viewer log will contain all
invalid events.

Your source data has errors, review the log and offending highlighted columns

Features Detail | BowenECMSolutions.com


http://www.bowenecmsolutions.com/�
mailto:Jay@BowenECMSolutions.com�

. www.BowenECMSolutions.com || Contact: Jay@BowenECMSolutions.com

ECM Client for FileNet P8 Content Management Systems
November 2010

17. The grid is also enabled with drop downs so
you may quickly correct invalid properties
that have a choice list assigned.

18. Click commit to revalidate your data. The
XP8ID column will contain the new P8 IDs.

EC45A410-7B58
47EIE0ED-DFB4
1CDCFDE3-6BE | Doc 3
BFA4TF2E-53F1-
EC43FECE-40A8
34ESBDCC-1EE
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19. Review the log file created in the destination  mylogfieB8acr260.455

directory you selected at the initial step. s Gl Tens e L.

7/18/2010 PM Entered get version ID's routine, row count is: 5 ~
PM About to retrieve version series ID for row: 0, ID = {EC45AA10-7858-4025-AA92-0289C492E906} i
PM successfully obtained version ID
PM About to retrieve version series ID for row: 1, ID = {1CDCFDE3-6BBl-4FBC-AA7D-558F2514D557}

PM successfully obtained version ID
PM About to retrieve version series ID for row: 2, ID = {6C49FGCE-40A8-4385-0040-5A05A4EE5F8AY}
PM successfully obtained version ID
PM About to retrieve version series ID for row: 3, ID = {34E5BDCC-1E85-4B0D-8A2D-9CADS2FASCCO}
PM successfully obtained version ID
PM About to retrieve version series ID for row: 4, ID = {47E3606D-DFB4-4DBEA-A45F-C75F3042FD7E}
PM successfully obtained version ID
PM About to retrieve version series ID for row: 5, ID = {8FA47F2B-93F1-4BAE-81D2-CDFDASC2FB4B} -
PM Successfully obtained version ID b
PM cracefully exited get version ID's routine
PM Accessories was not found in the 1ist of choice items
PM Accessories was not found in the Tist of choice items
PM Bikes was not found in the 1ist of choice items
PM Bikes was not found in the Tist of choice items
PM test was not found in the list of choice items
PM test was not found in the Tist of choice items
PM entered change class move content routine, row count is: 5
PM About to create a new document object for class: Contracts
PM successfully created new document object L
PM About to set new document object properties
PM Successfully set document properties
PM About to retrieve existing source document for: {EC45AA10-7B58-4025-AA02-0289C492E906}
PM successfully retrieved existing document for: {EC45AA10-7B58-4025-AA92-0289C492E906}, next step is
PM successfully obtained content, disposed of source document object, finaly step is check in to persi
PM successfully persisted content to repository
o c ecE ,;h desE'lngtw d
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ECM Desktop- Run Reports

Applications | Settings Help

You may run saved searches interactively or via a Add New Documents
scheduled windows task. Run reports interactively to Content Management
verify correct operation then schedule for off hours.

Document Class Designer

Document Scanning ECM Desktop

1. Create and enable a saved search as shown Utilities % Recursive Processing
ear]ier in the SAVED search procedqre. Also Run Reports
verify you have configured your email
information in the USER set up screen.

2. From the main menu click Run Reports.

nECMSolution:
— - S

3. Each saved search enabled for reporting will it seirg ok
be executed against FileNet and distributed
via email or NTFS (folder) drop off.

21:18:25.2250000 == Finished running reports =~

21:18:25.2240000 Saved search is not enabled for email or NTFS reports: Jays first search
21:18:25.2210000 Successfully crested SMTP instance, about to obtain searches
21:18:25.1670000 About to create SMTP instance

21:18:25.1650000 Successfully signed onto P8 GCD

21:18:24. 2820000 Initiating logon to P8, this will take a moment
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4. To schedule reports go to windows Task
Schedule or any task scheduling software of
your choice.

Programs (1)

Control Panel (18) ™

Schedule tasks
ﬂ' Sound

| Task Sch edule%

g Change the theme

Documents (623)

| schedule.brmp
|57 ig_sched_next.gif
|55 ig_sched_prev.gif

Microsoft Office Outlook (605)
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. ) I Create Basic Task Wizard — ﬁ
5. The scheduler shown is windows 7 but all

windows operating systems have a similar Start a Program
and convenient utility to schedule tasks.

Create a Basic Task

6. Browse or enter the full path to the ECM

DeSktOp exe. Tri;:: Program/script: |
c\myfavoriteecmprogram.exe B
. . Action rowse
7. Add the -RunReports argument which will tell Add arguments (optional) Runfepor]
the program on start to run the report(s). . ;

Start in (optional): “If.-'|§'

| <Back || Net> || cancel |

\ - = ]
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ECM Desktop- Optical Character
Recognition (OCR) and PDF

TIF documents may be converted to searchable
PDF, black borders removed and pages auto
orientated for conversion. Optionally, the resulting
PDF is added back to FileNet as the latest version.
You can also attached the original TIF image as a
secondary file to the FileNet document, known as a
multi content object. This preserves the original.

The OCR component is an optional add on to the
desktop product. Server licensing is also available
for higher throughput at extra cost.

1. Execute a search for tif documents, you may
include the mime type as part of your search
if necessary.

a2l ECM Desktop

Document Search Basic Actions | Version Actions  Save Actions  Advance

'::Ja Document Search

Search Saved Searches
Select an Object Store
MNarthwind ECM A
Select Document Class
Document - Search

= View 1 Add New Documents
LS View Advanced # Delete
Results
::"&g 4 column neader nere 1o group Dy nNat column

Mi 3V ?|DocumentTile EV-#|UpdateLog ZVH

[Include In Results _[IsSoried [ IsPinned ||s%

Property
J Date Content Las 0 Il Il
J Date Created 0 | ] 3
|| Dste Last Modifie o 0O 0O
ﬂ Document Title = =
ﬁ llndﬁxaﬁnn 14 ”|[_| =1 _|_| : S
Froperty to Search On | Condition | Walue
Document Title Iz Mot Mull
o Mime Type Like tif
Iz Current Version TRUE

% = |

SELECT [ID].[MimeType], [DocumentTitle] FROM [Document]
WHERE ([DocumentTitle] is not null) AND ([MimeType] Like "%atif3")
AND ([leCurrentVersion] = TRUE)

& | 00456022

& | 00456020
B | 00456045
B | 00456043
B | 00456031
| 00457002
00457006

[
[
[

el = R S R =R D B | R LS A
* || ©

|
| 00457001
|
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2. Select the rows from the grid to convert, then
from the menu click OCR conversion. Basic Actions  Version Actions  Save Actions

lﬁﬂhange Class - Relocate Documents

/- Convertto S%H& PDF

Mi =7 %|DocumentTitle X v¥+H|Updatelog ETH
11| [ |ooss6022

2 | [@ |0o4s6041

R VINET

4 [ |ooasso0
5 [ |ooassas

{51
i
a

|
|
9
|
|

| | 00456031
00457002

] | | |
el | | |
g |{]{145?{]{]E | |
B | | |

| | |

10 0o457001

*
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3. The TIF to PDF conversion dialog opens.
4. Select a working folder path.

5. Select conversion options from the screen.

TIF to PDF Conversion p — —
| POF Conversion | D | Status
i@/ {21EBFEBE-B2BF-47D6-AGT1-CADT6760CCAT} Pending
Options | {C2420D98-BIAS-46BC-AFFI-D3C198984C67} Pending
| {DCT20F9A-A2CE-4332-85DD-D734566A956B} Pending

image: Crop Borders

P&: Revise Documents
P8: Preserve Criginals

1 image: Auto Page Orientation
'8 Merge Content Elemements

Export Path - WorkingDirectory

|G Wsersjbowen\Desktop\TestData

Start
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6. Click start to begin converting the TIF
images to searchable (OCR) PDF
documents.

7. Each page of the document must be
recognized, converted and embedded into a
new PDF then inserted into FileNet P8.

TIF to PDF Conversion

i

PDF Conversion

D

| Status

Options

@ image: Crop Borders

@ image: Auto Page Orientation
@ P&: Merge Content Elemements
@ P&: Revise Documents

@ P&: Preserve Criginals

Export Path - WorkingDirectory

| C:\Users|jbowen\Desktop' TestData

im| {21EEF6BE-58BF-47D6-A671-CADT6T60CCAT}
i/ {C2420098-B9A5-46BC-AFFS-D3C198984C67}
i/ {DCT20F9A-A2CE-4332-850D-D784566A956E)

Recognition Page 1: 84%..

Fending
Pending

e

)
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ECM Desktop- Bulk printing with optional
batch separators and watermarks

ECM desktop supports desktop printing but relies on
your local computers application to support the
actual print request unless you are printing TIF
images. If you do not have a support application
installed locally the program will notify you the
document could not be printed.

You may print TIF documents with watermarks and
cover page separators which can include
information from document properties.

1. Use windows to set your default printer.

2. Search for documents, if you want to include
properties for printing be sure to include the
properties as part of your included search
results.

3. Select documents to print from the grid using
the shift + ctrl keys (extended select) and
clicking the row selectors where the
numbered row indicator appears.

4. Click the print icon.

a2l ECM Desktop

Document Search

Basic Actions | Version Actions  Save Actions  Advance

i

SELECT [ID].[MimeType), [DocumentTitle] FROM [Document]
WHERE ([DocumentTitle] is not nully AND ([MimeType] Like "%tif¥")
AND ([leCurrentVersion] = TRUE)

Qa Document Search

Search Saved Searches = View | Add New Documents
) & View Advanced A Delets
Select an Object Store
Morthwind ECM - Results
Select Doc p Drag a column header here to group by that column
ect ument Class
Document - Search Mi qulDocumentTiﬂe X 7H|Update Log X T H
1| @ |oo456022
Property [Include In Results _[IsSoried [ IsPinned |Is%“ 2
J Date Content Las 0 Il Il 3 B
Date Created | PR
| DateCres . B 0 0 — | |4 | B | 00456020
J Date Last Meodifie ] ] ] L
ﬂ Document Title I I 2 [ | 00456045
o 6 | [ 00456043
J ‘| llndﬁxaﬁnn 14 ”|[_| =1 =1 : S = @ | 00456031
| | 8 | @ |o0457002
P to Search O Conditi Wal e
roperty rch On ondition alue 5 0 |0045?DDS
Document Title Iz Mot Mull —
- 10 | @ | 00457001
Mime Type Like tif — |
= *
} = CurrentVersion TRUE T
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1. The bulk print dialog opens. T B
. | TIF print Settings ) Prin Close
2. Enter text, to include property values use atermark Text oy | Logl Priried __|ID r———
%Property Name. For instance, %Document Erter Tetto Pnﬁ.quhm;meNfomatﬂgdddhras p [ |[iC2£20082-B345 |imageltiff
title to include the document title on each ﬁ?ue?imeﬁ'czﬁ:m;_?frnon.ﬂ“idiéﬂmiﬁbe ] | (DCT20F9AAC | imageltf
- sure to set your default printer {hardware or s are: ; ”
page and/or cover page of the printed [ocrore opeoing s g~ : ]| (52742E60-COBS | imagelt
document.
—
3. Ensure include cover page is checked if you ol P
want cover pages for each document. i —— ! -___.t
g TIF print Settings & Print K Close
4. Click the Include watermarks to include I .
. . nclude Cover Page Printed |ID |
stamping each page of the printed .
document. Include Waternidls ed exacty a3 p| [ |[ic420098-B345 |
o | ScaletoFit Ly ments. be | [0 |{DCTa0Faa-a2C |
5. Click print. x Print Origin = orsoftware) || [ 7] [ {52742E80-CDEG |
y Point Crigin
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6. Depending upon your printer you may
receive a pop up dialog notifying you the

print action is completed. HP Universal Printing PCL 5 (v5.1) (hp Laserlet 1320 series)
@ Job sent to the printer

ttings | HF'Su::p+'l | Shop for Supplies | Supplies Details

Features Detail | BowenECMSolutions.com


http://www.bowenecmsolutions.com/�
mailto:Jay@BowenECMSolutions.com�

e www.BowenECMSolutions.com || Contact: Jay@BowenECMSolutions.com

ECM Client for FileNet P8 Content Management Systems

November 2010

2 BowenECMSalutions |
ECM Desktop- Document Class  Applications | Settings  Help
DeS|gner I Add Mew Documents 3
Document class designer is where you can | Content Management  » || <» Document Class Designer !
manipulate your dqcument class ch0|ce lists, Document Scanning » | 4 ECM Desktop A
content add behaviors and properties. ECM Desktop T 3 . :
does not alter properties in P8, rather it modifies a S » |(%  RecuriEdit the class settings, creal
local copy of the class. % FRun Reports

1. Launch the program click Applications >>
Content Management >> Document Class
Designer.
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2. Select the object store and document class

from the drop down.

Just like entry templates, you can assign
default values, hide or show fields. A feature
with ECM Desktop is assigning string letter
casing if a choice list is not associated to the
property. Click the cell drop down to view
the string casing options.

a. As Entered.

b. Proper Case.
c. Lower Case.
d. Upper Case.

Click the show in ADD to display the
property when adding new documents. To
avoid a user from searching on a property,
deselect the Show in Search cell.

-
ol BowenECMSolutions - [Class Editor]

P -

_————T

ol Applications  Settings

Help

Document Class

Select an Object Store
Object Store 1

Select Document Class

Fersonnel Recards

Fropertv Mame

| Displav Name I Default Value | Maximurt

<> ActiveMarkings

<> Annotations

<> AuditedEvents

<> ChildDocuments

<» ChildRelationships

<» ClassDescription

<» ClassificationStatus

<» ComponentBindingLabel
<» CompoundDocumentState
<» Containers

<> ContentElements

<> ContentElementsPresent
<» ContentRetentionDate

<» ContentSize

Active Markings
Annoctations
Audited Events
Child Documents
Child Relations...
Class Descripti...
Classification. ..
ComponentBi...
CompoundDo...
Containers
Content Eleme.
Content Eleme...
Content Retent...
Content Size

0

-]
Toocooooo

oo o ooo
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Class Designer: Choice List Editing

ECM Desktop supports native P8 choice lists and
custom choice lists that exist in ECM Desktop only.
For p8 choice lists you may edit your choice items
via drag drop of text file, direct editing and sorting.

Froperty Mame

<» Annotations
<» ClassificatinnStatus

For custom choice lists, ECM Desktop supports
reflective P8 lookups, database inline SQL,
database stored procedures, database stored
procedure with parameters and http web services
bound choice items. For custom choice lists, the
administrator defines fill frequency which is how
often the data source is called for the choice items.

Unlike P8 choice lists, custom choice lists can return
multiple columns of data which are bound to multiple
properties. This allows a drop down to support
hierachical drop downs such as country / state / city
/ zip and collect all of this information with one click.
You can also return images from the database to
include with your choice item selection.

Depending upon the choice list type, the
administrator can select which user interface is
displayed when selecting a choice item.

P8 Choice List Edits
1. Select a property with a choice list present
and the choice items appear in the list.
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2. The property editor is shown.

3. Click Edit Choice Items (second tab)

PersonnelDocType

{Editable Propertie=:| Edit

]
o
o
m

Dizplay Mame Perzonnel Doc Type

Default Value
AsEntered -
Maximum Length String

Iz Value Required

Show when adding documents

Show in Search Builder?
Cwverride CWL

64
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1. Select an item in the choice list. Right click to

display the menu. Comrnit
2. You can instantly convert a single item to a 4 3 Personnel Doc Type
group item by clicking add item. {ear
&rt'f o Add Item Chrl+A
3. You gan edit the item by clicking edit and o '_ 5 Delete Item Dl
entering keyboard changes. 1=c .
Liced & Edit Item ZkrH+E
4. Click Import Binary to load a previously Parfo Import Binary CYL (nat besd file)  Chrl+
saved choice list. 2 Load from Text File Chrl+L
5. Click SAVE CVL list to save a backup copy b savecvlist CrkS
of the choice list (suggested prior to making £ Sort-Order Group Mode i+
changes). @_ Choice Lisk Display Mode 3
. &= o 1 Pl (=
6. Click Sort Order group node to sort what you &  Choice List Fill Frequency g

have selected. To click the entire choice list,
click the very first node (root node) in the
choice list. To sort group items individually
click the group item, then sort.
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Custom Choice List Wizard DocumentTitle —
1. Select a property that does not already have = |
. . . . iEditable Properties:| Edit Choice ltems
a P8 choice List, right click to open the L Ll : :
property editor and click Override CVL check
box. Display Mame Document Title
Default Value
hl AsEntered -
Maximum Length String

[ Is Value Reguired

Show when adding documents
Show in Search Builder?

[C] (nietride CVL

:laflt}fto create a custom choice list (databi:
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2. Click on atype, in this example in line SQL.
click next.

Custom Choice List Wizard

i) P8 Lookup

i) \wleb Service

| Step 1) Select T}'p&§| Step 2) Connection

Step 3) Command

Step 4) Options

i@ Database inline SQ%A&
4 '
;IZ Procedure

) Datsbase MS SQL S

| Select choice 1:_|,rpe|
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3. Enter the connect text, click the label link to —_—
view connection examples. Click next. .| Custom Choice List Wizard s T——

Step 1) Select Type | Step 2) Connection | Step 3) Command  Step 4) Options

Data Source=localhostInihal
Catalog=MNorthwind:Integrated
Securiy=5S5PI;

Show connection examples

|Enter the connection text (web service, database, etc]|

|| Ready....
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4. Enter your SQL command, if you paste the

command you must ensure line breaks are Custom Chor

converted to spaces in your SQL as show in Step 1) Select Type | Step?) Command | Step4) Options
example' gelect LastMName + ', ' + DocumentTitle
FirstName &= DocumentTitle -
’ Davalio, Nan
5. Execute the command. Photo As EmployeePicture <y

from Emplovees
6. Data is returned to the choice editor as well Execute Command (Get Data)
as a picture of the employees.

Get USP Parameters
7. Click NEXT. Mext

Peacock, Margaret

00:00:00,0070000 Query time
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8. The final dialog will appear where you can ——
set how often the data source is refreshed. Custom Chaice List Wizg
Options are no refresh or timed intervals
based on minutes, hours or days.

Step 1) Select Type | Step 4) Options

How often would you like to query the data source?
(D=never)

|2'I] ﬁ I Minutes ;I
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9. To finalize your change, remember to persist "'J_'-_"__g'—“——_
your class Settings by click the SAVE button. ol BowenECMSolutions - [Class Designer, now editing: Nerthwind ECM-Employees]
o5l Applications  Settings  Help
Notes: o Class Selection - Options ] T 3 =
e For stored procedures with input parameters, =
your database must be MS SQL and the || Select Object Store | SymbolicNan
stored procedure name must start with N —— - | ActiveMark
‘USP_1. Address
Annotation
e At least one return column from the Select Document Class Py
database lookup must match a P8 property Employees - ehldD
. . | ocu
display or symbolic name. —
I ChildRelat
e A single choice list can be bound to multiple _ i City
p8 property simultaneously. Batch Options ClassDesc
Ootional Class Settinas ‘ Save | [ Classificati
: ; ; O +* Realtime P8 Value Retrieval —
e A choice list may return ancillary data, where ; - % Componor
t least one column applies to a property and [F15 Enable Rule based versioning e
a ‘ , pp . p p y [E +* Require DWG and DWF pair Compounc
the ‘extra’ columns are informative. 1% Require PDF with office docs =
o Containers
e Choice editors can display thumbnail images  ConteniEle
as part of the lookup. The thumbnails must | ContentEle
be stored in your database. ContentRe
. . . ContentSiz
o \Web service bound choice lists must return a T Croaor
data table with at least one column matching I e—
a P8 display or symbolic property name for L o
the class. You must use the base bowen Content Version Quarias || CurrentVe,
web service (free source code). SELECT [This] FROM [Employses] WHERE S || [ DicCont=
([DocumentTitle] = "xDocumentTitle' AND DateCreat
[leCurrentVersion] = TRUE]), —
Natel A=t
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Class Designer: Content Auto versioning

ECM Desktop supports auto versioning of
documents based on the document class and
property values of the document being added. The
administrator may select multiple version queries
where if the first query does not return a result, the
next query runs, and so on.

1. The Administrator must specify the query
statement and a base example is provided.
Each query must be syntactically correct for
the P8 API, be unique amongst the set of
gueries and include the [This] value and is
current version as part of the query.

2. To create a query, use the
‘x+P8propertysymbolicname’ for each value
you want to test. In the example, documents
with a matching document title and is current
version would be versioned if the incoming
document matched an existing document.
You can include any number of properties as
part of the version query.

3. From the class options tab click enable rule
based versioning and enter API query
statements in the text area. Move up or
down to change execution order and close
the dialog which will prompt the save action.

Cotional Class Rules

|- Realtime P8 Value Retrieval
geEhle Rule based versioning
[Cl4gs %uire DWG and DWF pair
[ .+ Require PDF with office docs

<» DateContentLastAccessed
<» ComponentBindingLabel
< ChildRelationships

<» AuditedEvents

<» ContentElements

<» CurrentState

Version Query Editor @
B Add Quighy” 4 1 Move Up Move Down Delete Query
SELECT TOF is] FROM Wersion Statements

[PersonnelRecords] WHERE
([Document Title] =
%Document Title" AND
[l=CumentVersion] = TRUE)

| SELECT [This] FROM [PersonnelRecords] WHERE ([DocumentTitle] = .

Query Time:
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Class Designer: Batch Options

Perhaps the most important step, batch options
governs behavior for the document class. After
making edits to your class, ensure you click SAVE
to save all of your changes.

Feature
1. Real time value retrieval: If adding a
document and versioning is enabled the
previous versions metadata will fill the
screen aiding data entry.

2. Auto version will revise documents based on
property values and the version queries
present.

3. Require DWF DWG pair on add: If a user is
adding a drawing the DWF plot will also be
added as a multi content object, in the first
position (0) and the cad file as content
element (1).

4. Require PDF with office documents to
ensure a PDF is added in the first element of
a multi content object with office type
documents (doc, xIs)

o BowenECMSolutions - [Class E:i?u_
e ———)

o5 Applications  Settings  Help

L
(=]
[y]

(=]
[y

= o
Ca £

B
- I
= o5 .

er

[11]

al
i
i
[
=
=
O
=
s
-

o

A

ﬂ
i

A

Optional Class Rules
(|- 2Realtime P2 Value Retrieval :
.2 Enable Rule based versioning
|:|,,_,Q=Hequire DwiGE and DWF pair <
] 2 Require PDE with office docs <

Ib <

A

o

o
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ECM Desktop Visual Indexing

Visual indexing allows for bulk content additions to
FileNet P8 and allows the user to view the
document while assigning property values. By
viewing the file you may also use text copy functions
to copy data from the source document to P8
property fields.

1. Launch ECM Desktop, from the menu click
Add New Documents >> Index View.

2. The visual indexing form will open.

Settings  Help

Applications

Add Mew Documents

|

Content Managerment
Document Scanning

Utilities

Barcodes and Placeholder documents
ETL Import (database)
Import Documents (Excel)

Import Documents from Folders

Index View

Index and view the document(s) for addition to FileMet
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4. Select a document class from the drop
down.

5. Click add documents to visually index them
for FileNet. After at least one document is in
the grid you may drag items over the grid
area.

6. The first file will open and come into view.
Click the first data entry cell (property) to
start assigning meta data.

7. Use the TAB key to quickly navigate to the
next cell (column) or shift + TAB to move
backwards

8. Optionally use the paste down feature if you
want a single value to apply to all documents
in this batch.

9. Use the UP / Down arrows to arrange your
documents are in order (Important for auto
versioning)

10. Blue columns indicate required fields.

www.BowenECMSolutions.com || Contact: Jay@BowenECMSolutions.com
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-/ BowenECMSalutions - [frmindexVi

ol Applications  Settings  Help

Morthwind ECM © |Emp\nyee; e H | Add documemfl\ 4 Upload to FileNet

Cancel

=B A= B [T /1 ik \bi & e® ]Ws"i%‘i- | &) Collaborate + 7 Sign -

) é | Find -

B

Northwind (example)

September 6, 2009

L Hi,

Please find the details of your order as follows. We appreciate the business, thank you.

I3

Office-Pdf viewer l\mﬂ] Image viewer I
Wl —
Ready for Index
xlnfo | xDocuNC | P20 Address City Component Binding Label | Document Title | Employee Name | Postal Code
NI > E:\_BowenECMS Northwind invoice
E\_BowenECMS Northwind inveoice
A =
9
J < m b
Ready....
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11. Custom choice item selection shown with

ot BowenECMSelutions - [frmindexView]

Settings  Help

thumbnail images. In this example a power

ol Applications

Northwind ECM ~ Employees

users or system administrator has

- | Add documents ‘& Upload to FileMet Cancel

associated a database lookup to the = E)lle &[T |0

I!k {? '_t.g & ® |9@-5% - @ Collaborate = /Slgn' F' E:j Find -

document title field.

12. Click the row to select the value, then okay -
close.

Northwind (exampie)

=

2000

Item Picker @
=] Okay-Close K Cancel
DocumentTitle | EmployeePicture 'T‘
fthank you.
& & 3 yo
Office-Pdf viewer | ootb |
] i Davolio, Nancy m
«Infa |x | [ |DDcumen‘tTaﬂe |Ermloyee Mame |Poste
il E ‘3 Northwind invoice
E H Northwind invoice
— || Fuller, Andrew
Query Time: 00:00:00.0090000
¢
J« [ 1
[ Ready....
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13. Red columns show data entry errors.

Office-Pdf vigwer L ooth Image viewer I

@ slnfa #DoclINC

#PBID

Feady for Index

Personnel Mumber

Document Title Employes Mame Perzonnel Doc Type

p SSMismissingre | C:ADocuments an

Morthwind invoice

S5M iz migzing re | C:ADocuments an

Morthwind invoice

OBECM Desktop- Document Class Designer | BowenECMSolutions.com


http://www.bowenecmsolutions.com/�
mailto:Jay@BowenECMSolutions.com�

Q www.BowenECMSolutions.com || Contact: Jay@BowenECMSolutions.com

ECM Client for FileNet P8 Content Management Systems
November 2010

14. After completing the data entry steps, click
Add to P8 from the top menu. The p  fosliioe Selne s
documents will load to FileNet P8. The "~ |AddFiles  Object Store 1-Personnel Records - ﬂ Add To ?ﬁ% R Cancel |
xP8ID will return ID’s back from filenet as the :

documents are loaded. ﬁ H =] @' e 9 “ ﬂ% @ @ © @ ' f

15. To create a new batch, use the drop down to
select the same class or a new class.

Northwind (example)

September 6, 2009

\\ Office-Pdr wiewer I\_ ooth Image wiswer I

Finished  [X]

arted
@ slnfo |:-:D|:uc:LINE |:-:F'8ID Remrest (e e mployee Mame |F'erson
| | C:ADocurments an | {95BCACFO-8FBA ok ,,;“f P avolio, Mancy | Cetific:
- F;SI | C:ADocurments an | {AE3CE1B3-96AE A avalio, Mancy ‘ Auward
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ECM Desktop- Recursive — :
P . Applications | Settings  Help
roceSSIng I Add Mew Documents 3
Recursive processing reduces a large job into .
) . Content M t
smaller manageable batches. For instance, if o eneg e | < Document Clss Designer
you want to delete ALL of the documents in an Document Scanning  » |, ECM Desktop o
object store it is impractical to obtain all of the Utilities b | % Recursive Processing
document ID's first then issue the delete
% FRunReports
command.

You could however easily retrieve 1000
documents at a time until finished, which is
exactly how recursive processing works.

1. Launch the program click Applications >>
Content Management >> Recursive
Processing.
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o-l  Applications  Settings  Help

2. Click the action, in this example the user -
selected delete. Job Settings

Job Control

3. Click loop until finished which will cause the

program to repeat until zero items are

returned from the query. @ X pulge Total Courtt: 0
4. Click batch size which can be anything from ‘= Ermor Count: 0

10 documents to 100,000+. Almost all P8 )5 PDF Conversion

systems can easily handle 1,000 item ) _

retrievals. 0 Update Security

5. Recommended: Disable subscriptions if the
action you are taking will launch workflow
events. You perform this action in FEM

[ Loop until ~%ued
administration tool.

Batch Size
6. Click the red BROWSE button to browse to a 1.000 =
log file location.
Working Path -
CAUsers'ibowen \Desktop Ib | Browse
Sitart
Job Settings

|4, Search Builder
(_| Bulk Security Updates
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7. Use the search builder to generate the API ol Applications  Settings  Help
uery. :
query Search Builder
Search Saved Searches
Select an Object Store
Object Store 1 -

Select Document Class

Personnel Records -

Property | include In Results [IsSorted |1
ﬂ Classification Stat | | =
J Component Bindi | |
J Compound Docu ] ]
| Content Retention [l [ &
1 | 1] [ b
Property to Search On | Condition | value [
Document Title Is Mot Mull

| ]

SELECT [ID].[Mime Type] FROM [PersonnelRecords] WHERE
([Document Title] is not null) Ib

Job Settings
(| Bulk Security Updates
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8. Click Start to and a confirmation dialog will
appear. Click YES if you want to proceed.

9. Screen shot shows the results of processing.

10. Additional recursive functions will be added
in future releases of ECM desktop.

- —
B0 BowenECMSolutions [RECUFEE pmcessingmélﬁ‘;‘

ot Applications  Settings

b Settings

Job Control

@ K Delete

|5l Download

(1|}~ PDF Conversion
(Z/(g) Update Security

I Loop until Finished

Batch Size
10 El.

Working Path
C:\Uzers\jbowenDesktop

Help

Total Court: 10

Emors: 0

Browse

- & X

Job Settings

|, search Builder

2/26/2011 12:44:27FM

2/26/2011 12:44:25 FM
2/26/2011 12:44:25 PM
2/26/2011 12:44:25 PM
2/26/2011 12:44:24 PM
2/26/2011 12:44:24 PM
2/26/2011 12:44:24 PM
2/26/2011 12:44:24 PM
2/26/2011 12:44:24 PM
2/26/2011 12:44:24 PM
2/26/2011 12:44:23 P
2/26/2011 12:44:23 P

Finished.... -
Successfully deleted the document, 1D is: {43107B46-DC7C-4C3F-851F-05202EAFES1 D}, rem,
Successfully fetched: 143107B46-DC7C-4C3F-851F-05202EAFES1D). about to call the delete 1
About to fetch: {BF1CB739-5ABB-46B7-ADZ7-048 1EAEAF 700}

Successfully delsted the document, 10 is: {BF 1C8739-5ABB-46B7-AD27-04B 1EAEAFT00}, rem
Successfully fetched: {BF1C8739-5ABE-46B7-AD27-04B 1EAEAF 700}, about to cal the delete
Abaut to fetch: {SEF1BBFB-AS0C-423C-BB12-0491D6440E21}

Successfully deleted the documert, 10 is: {5EF1BBFB-ASDC-429C-BB12-04910644DE21}, rem
Successfully fetched: {5EF1BBFE-AS0C-429C-BB12-04310644DE21}, about to cal the delste
About to fetch: {073543C5-95F2-48D8-AD77-03CB69B7ECDE}

Successfully deleted the document. 10 is: 1073543C5-99F2-4808-AD77-03C863B7ECOE). rem:
Successfully fetched: {073543C5-99F2-4808-AD77-03C869B7ECE}, about to callthe delete
Abaut to fetch: {CFES0EG4-A744-459F-865D-038DD54EAD38}

Successfully delsted the document, 1D is: {CFES0EG4-A744-455F-8650-038D D54EAD 38}, rem
Successfully fetched: {CFES0EG4-A744-459F-8650-038DDS4EAD38}. about to cal the delete
About to fetch: {BEBCDBSB5-5201-4C3C-573E-03550A7CFBFO}

Successfully delsted the document, 10 is: {BEBCDBE5-5201-4C9C-973E-03590A7CFEFT}, rem
Successfully fetched: {BEBCDBA5-52D1-4C3C-973E-03550A7CFBFQ}, abolt to cal the delete
About to fetch: {1DBFFB37-3C20-4E71-BBB2-021DESEA499A)

Successfully deleted the documert, 10 is: {1D8FFB37-3C20-4E71-BB82-021DEJEA439A}, rem
Successfully fetched: {1D8FFB37-3C20-4E71-BB82-021DEIEA499A}, sbout to call the delete
About to fetch: {CB7257B0-7BED-4E6A-8952-00D457E82371}

Successfully deleted the document. 10 is: {CB725780-7BED-4E6A-8352-000457E82371). rem:
Successfully fetched: {CB725780-7BEQ-4E6A-8952-00D457E82371}, about to callthe delste
About to fetch: {E52F4AF4-9127-4C63-B023-00A261BDCDAT}

Successfully delsted the document, 1D is: {E52F4AF4-9127-4C63-BD23-D0A261BDCDATY, rem
Successfully fetched: {E52F4AF4-53127-4C63-8023-00A426 1BDCDAT}. about to callthe delete
About to fetch: {3044F1D5-602F-46C9-860E-002724A08928}

Successfully deleted the documert, 10 is: {3D44F 105-602F-46C3-B60E-002724A40892B}, remz
Successfuly fetched: {3D44F1D5-602F-46C3-860E-D02724A0832B}, about to call the delete n
PAbout to fetch:

Entered delete documents routine, pending document court is: 10

Abot to izsue query to obtain documents

Starting. query is SELECT TOF 10 [ID].[Mime Type] FROM [PersonnelReconds] WHERE {[Doc
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o5 BowenECMSolutions

; e

Document Imaglng Applications | Settings  Help
Using the document imaging functionality you 1
can easily scan documents into FileNet at a
fraction of other scan solutions. You can
connect any high speed scan device, recognize | Document Scanning » ||&  Scan-Index-OCR !i
barcodes and use barcode separation without Utilities , T
any additional licensing. Optionally, you can
convert scanned images to searchable OCR pdf
documents which does require a onetime license
fee.

Add Mew Documents 3

Content Management  »

1. Launch the program click Document
Scanning >> Scan-Index-OCR

2BDocument Imaging | BowenECMSolutions.com
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= _Bm!EnECMSdulims - [Document
2. Create barcode cover pages using the B Appictions _ Setings _Hee
barcode utility previously described in this —
manual.

3. Insert the pages into your scanner feeder
with barcode + pages, where each barcode
will separate the pages into documents.

abgman L & 4 I

4. The scan user interface is show to the right.

=
&
O
®

[ Ready....

2BDocument Imaging | BowenECMSolutions.com
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5. Right click in the scanning area then SCAN
>> Add Documents (Scan) .

6. This will create a new batch.

—
ﬁBcrwenECMSn‘luﬁnns - [Document [nmgingw

o2 Applications

Scanning

Settings  Help

Add Documents (Scan)

Preferences
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7. The print preferences will appear, which
applies to this batch alone. Check the
features you want to enable or disable.

8. Click Save - Scan.

Scan Settings

| H] Save - Scan

Batch ID: 201102261

Category Option
[¥[Scan .. Crop Black Borders
Scan = Remove Black Borders
Scan = Use weighted blank page detection
[] 5can . Detect Blank Pages
Scan .. Convert to Bitonal (1 bit) images
[¥] Scan .. Create Thumbnails
Scan = Discard Barcode Pages
Scan i Enable Patch Code Detection
[C] Scan =, Deskew Documents
[ POF | Create POF Bookmarks
[¥] FOF =|Deskew PDF
FOF A~ Despeckle FOF
FOF M| Generate POF Thumbnails
Scan i Enable Barcode Detection
[¥] Scan = Discard Blank Pages
POF - Convert to PDF
[ FOF < At Fotate Pages
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9. After the last page is scanned you will be
prompted to add more pages or advance the
batch to the processing area. Click NO if you
have scanned all of your pages.

o5 BowenECMSolutions - [Document Imaging]

a5 Applications  Settings  Help

Scanning
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10' The batch Wi" be pICked up by a background L1+ DWW ETTCO STV OTA I TS LTI J.rIIElHI1'|HJ
process that periodically polls for new items. acl  Applications  Settings  Help
You may have to wait a few seconds before 2
the item is processed but you can and Image Processing =
should continue scanning additional batches. 20110226_1 entered image processing whic
20110226_1 image processing completed a
&
¢
|
=
2
£
m
[_'::-E
&
g [
4 T I
......... B
Scanning
|| Image Processing
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| ot BowenECMSolutions - [Document Imaging]
11. Click the batch (book) which will contain the . — _
recognized document(s) and one container Lo g EeE Ee
which are loose pages. Document Review and... 3
12. Loose pages contains all pages discarded by ~Creab
the scan process, for instance blank or user &
deleted. = =
= |
. . _ _ g —
13. Right click the batch to view batch history. : -— =
I1.I Page:1 — é
14. The document is already named after the f:\— == =
document class in P8 and is ready for Page:2 ) = 5
conversion to PDF. ¥ EE =
. | B =
15. You may rotate pages or delete if desired. = =
_ | EE
16. To advance the batch to PDF/OCR, right X — =
click the batch (book icon) and click Advance = %
to OCR-PDF. OCR conversion will take 2-10 @ =
seconds per page and depends on your & =
computers processing power. - =
—
8 =
Scanning =
Image Processing E
=
Document Review and Fooup =
OCR Conversion
Release
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17. A popup will notify you the batch is ready for
upload to FileNet. Click the batch then click
upload, which will open the Index-View
screen described earlier in the document.

o- BowenECMSalutions - [Document Imaging]

ot | Applications | Settings  Help

.
F
1
H
4
F

LR
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File Checker

You can use the duplicate file check utility to
generate file listings of directories or delete
duplicate files. .

1. Launch the program click Utilities >> File
Checker.

= s I

Applications | Settings Help

Add Mew Docurmnents 2
Content Management  »

Document Scanning

\L‘ (&  File Checker _,;bil

Locate duplicate files by comparing MD5 checksums
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2. Click the browse button to select a directory,
the file type filter (optional) and then click
start.

o5 BowenECMSolutions - [Duplicate File Che«chm* -

o5 Applications  Settings  Help

Search File Type Filter ‘Delete Files Help -
Job Set Up

I\ Users\jbowen\Desktop.Stuff | EFEE

Min File Size (bytes)
|1 = ¥ Include Sub Folders

Max File Size (bytes)
104857600 = 4 Sfa.%}

Rle Count- 0

Duplicate Count: 0

0%
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o5 BowenECMSalutions - [Duplicate File Checker] i

o5 Applications  Settings  Help

search l File Type Filter Delete Files Help

Job Set Up

|C:".Users".jbn'-¢'en".Des ktoptStuff | Browse |

Min File Size (hytes)
1 -] ¥ Include Sub Folders

Mz File Size (bytes)
104857600 =

Total Count -

Duplicate Count: 0
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5. The results are returned, acknowledge the 1;35-,-;00 wc?’ A Start ’—I—? ;;EFDM Jp; ;;EF[J}EQ ;2322 [:;\:
prompts as they are returned in this case we . . —

-

only want to view the duplicate files not the s et e repart of files for deletion i
entire directory and the user clicks YES.

Would you like to view the list of files that can be deleted,

Total Count: 2322 which preserves the first occurence of the file but proposes deletion of secondary
files?

Duplicate Count: 548

(=]
&

3BFile Checker | BowenECMSolutions.com


http://www.bowenecmsolutions.com/�
mailto:Jay@BowenECMSolutions.com�

www.BowenECMSolutions.com || Contact: Jay@BowenECMSolutions.com

ECM Client for FileNet P8 Content Management Systems

November 2010

6. The results in the grid shows data that would
be deleted, which preserves the first
instance of the document as it was found
navigating the directory.

7. Click delete to start deleting the documents
in the list.

W Applictions  Setings  Help

Search | FileTypeFilter | Dedele Files | | Help

0%
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