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Change Log

Version Latest Status Date Description of Change
v5.12 Approved 25 Mar 2011 | The following changes have been made to this version:
* 7.1 Further modifications to highlight changes in uploading a document
involving Document Type;
* 9.22 Clarification of the availability of HTML format of a document.
v5.11 Approved 14 Feb 2011 | The following chnages have been made in this version:
* 7.1 Modifications to text to highlight changes in uploading a document
involving Document Type;
* 9.12 Clarification of the feature, Folder Notifications; see also sections 9.10
and 9.11;
* Corrections based on reviewers’comments of previous version.
v5.10 Approved 10 Jan 2011 The following changes have been made in this version:
* 7.1 Uploading a document file and setting its metadata (selecting Document
Type as the first step)
* 9.5 Changing Document Type
* 9.24 Modification to “Generated From”
* 9.28 Next Expected Version Date
v5.9 Approved 13 Dec 2010 | The following change has been made in this version:
* 5.1.1 Correction of formatting error in text
v5.8 Signed 10 Dec 2010 | The following changes have been made to this version:
5 Select coverpage template has been removed from folder setup as
templates may now be related to the the document type
5.2.5 Folder ROs can set subscribers to a folder who will automatically
receive email notification of additions and modifications within the folder
7.1 When uploading documents the mandatory fields may now be
configured according to document type rather than the same configuration for
all uploads
8.8 The role of the IDM project administrator included
v5.7 Approved 08 Nov 2010 | The following changes have been made in this version:
* 7.3 Pasting into Text fields (new item in Manual only);
* 9.8 Send Mail;
* 11.1 Giving Permissions to Groups
v5.6 Signed 28 Oct 2010 | The following changes have been made in this version:
*5.2.2 Security note: project administrator;
*9.10,9.11 Document notifications set on document types and folders;
*11.1 Changes to the set security page.
Following reviewers’ comments on the previous versions of this Manual, text
and /or screen shots have been modified in the following sections:
* 3 ICP Home Page; * 5.1.1 Main Folders (yellow); * 6.1 Creation of
Hyperlinks; ¢ 7.1 Uploading a document file and setting its metadata; * 8
Stakeholders and their Actions; * 9.1 Status of Documents; * 9.5 Changing
Stakeholders; * 9.25 Modifying Change Description of New Version; ¢ 10.1
Simple Search 10.2 Advanced Search.
v5.5 Approved 19 Aug 2010 | In this version all page borders have been removed. Please also note the
changes made for version 5.4:
* 7.1 Uploading a document: selecting from a pre-determined list searching or
by opening a tree structure;
* 9.21 Documents can be linked via a new ‘generated from’ property when they
are related but one does not supersede the other;
* 9.25 Documents under configuration control do not need SECM approval for
the ‘Approve’ action. Justification must be given to SECM for the creation of
requests;
* 10.2 Changes to the Advanced Search interface; Note: screen shots have been
updated throughout the Manual.
v5.4 In Work 18 Aug 2010 | Changes have been made to the following sections:

+ 7.1 Uploading a document: selecting from a pre-determined list searching or
by opening a tree structure;

* 9.21 Documents can be linked via a new ‘generated from’ property when they
are related but one does not supersede the other;

* 9.25 Documents under configuration control do not need SECM approval for
the ‘Approve’ action. Justification must be given to SECM for the creation of
requests;

* 10.2 Changes to the Advanced Search interface;

Note: screen shots have been updated throughout the Manual.




v5.3 Approved 04 Jun 2010 | One change only, 8.5: Clarification of reviewer selection
v5.2 Approved 30 May 2010 | There are 13 changes throughout this version of the IDM Manual.
The itemised changes are listed on the first page of the document,
Forward: What's changed since the last IDM update.
v5.1 Approved 15 Mar 2010 | < 8.0 Document stakeholders — Communicator icons added
* 8.6 Disapprove — mandatory comment required
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9.7,9.20 Only the approver can make obsolete or supersede an approved
document
8.5, 8.6 Permissions checked before setting reviewers and approver of a
document
9.8 New button captions for “Send Mail”
v4.1 Approved 07 Dec 2009 | Correction of one typing error
Document cover page converted to Forward, listing the release changes
v4.0 Signed 04 Dec 2009 | In addition to all layouts changed to reflect new look / feel to IDM,
7.1 Layout of Add New Document is modified with metadata changes such as
Customzed Field, Contractural Information, OBS etc
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9.22 Modify the Change Description of New Version
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8.7 RO has project administrator rights locally for own folders (new
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9.1 Icon showing an obsolete document that has been superseded by
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9.20  Superseded by link screenshot changed, note added
9.22  Change version description
12.5  Delete version conditions added
13.4  Permission panel image changed, now if ITER and External
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v3.19 Approved 02 Jul 2009 In this version the following sections have been added or modified:
8.6 - Approver required to add comment if approval is without complete
review
9.17 - Document version change log with cover page, obsolete watermark
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9.19 - A logo to see document in html instead of a link
9.20 - Superseded by link
9.21 - Clone metadata
10.1.1 Phrase Search
10.3  Include Full Text Search
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Forward

What’s changed since the last approved IDM Manual?

Version 5.12

o 7.1 Further modifications to highlight changes in uploading a document
involving Document Type

o 922 Clarification of the availability of HTML format of a document
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1 About this Manual

This user manual serves as an introduction to the main features, and to the most commonly
encountered document management tasks, of the ITER Document Management (IDM) system.

This manual is organised under the following main section headings:

Workplace Overview explains the most commonly used functions, and introduces basic
document management concepts. New users should start here.

Stakeholders and their Actions describes the roles of the various types of IDM user.

Upload a Document takes the user through the first steps for uploading a new file to IDM.
Working with Documents guides the user through the subsequent stages of the document
management lifecycle: how to browse for new versions of a document, how to view old
versions, and how to associate housekeeping information, or metadata, to a document.

Move, Link, Convert and Delete shows how to move folders and documents within the IDM
system, how to create links to documents and folders in another area of IDM, and how and
when to delete a document or folder.

Search describes the search functions that are provided by IDM, noting the options for full text
search and advanced search.

Miscellaneous covers a number of IDM functions and features, including how to maintain
personal contact information and user preferences.

Throughout this manual, hyperlinks (either within this manual or to other documents) are
depicted by blue text, and can be clicked on by the user (control + left-click, when reading this
document in Word).

Users may access IDM via any standard web browser. IDM was tested on Microsoft Internet
Explorer and Mozilla.
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2 Logging in

To log in to IDM, type the IDM server address, https.//user.iter.org/idm in your web browser.

Enter your username and password details in the dialog box, as shown in the following

illustration, and click on the Log On button.

User name: |

Password: |

W = Self Admin site to & your profile
Forgotten wour password?

If a user wishes to change his/her password, the mechanism that is described in the section /3.7

Viewing your profile, and other users’ profiles can be used.

IDM Manual
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3 ICP Home Page

After logging in, IDM either displays the ‘My Area’ page, as shown in the following
illustration, or goes direct to the IDM Root page, as shown in the following section.

The following illustration of the ICP Home Page shows that it is composed of three frames: the
Top Frame, the Navigation Frame down the left side (showing your top favourites), including
the Applications on the lower left side (showing icons for the various applications), and the
main Display Frame to the right. The display frame lists recently uploaded documents, actions
(e.g. approval) that you have recently performed, your favorites and the list of items that you
subscribe to. More information about these features is given in subsequent sections.

e = = = ~
€ ICP - Windows Internet Explorer — — .- R I S — ﬂ
@u - | https://ppuser.iter.org/Default.aspx < % |‘7| ~ ‘ ‘-" Google P -

i\f Favorites ?;5 £ | Suggested Sites v @ | Get More Add-ons +
e i~ B v [ #m v Pagev Safetyv Tools~v @v
Downing James EXT .
=) Advanced Search
m ® Contact Subscribe Help Manuals
Public Web Information >  Departments > DAs<  Support®  Tools < FRAWS-ICP02 % ToDo *h Preferences s Log out
-
Favorites Recent Documents Hide Recent Actions Hide |
“fou have not got any favorites! Title Last change Title Last change date
— date @ Also Under Config Control 08 Apr 2010 16:08 l
B:giluakfnau;:rlitla:yuu can add any item with a @“J Under Configuration Control (/7= O 708478 ??;y 2010 @ For Eventual Dispproval 08 Apr 2010 15:04
- ,5'”; 2010 @ For Eventual Dispproval 08 Apr 2010 15:06
o LU May £
1. Browse o the item © Test(17er 14:54 @ For Eventual Dispproval 08 Apr 2010 15:08
. G;tt:nieh;;:;:t?gflr?:ege @7 Quote_Form 08 Apr 2010 (@ For Eventual Dispproval 08 Apr 2010 15:08
) [ - 20 Anr 9 r
3. Select "Add to Favorites” 1311 @ Test 29 Apr 2008 14:01
@ Khushbu (17ER 08 Apr 2010 @ Test 29 Apr 2009 14:01
A link to the item will appear here. ;g:“ 1o @Tesl 10 Mar 2010 13:14
" e N Apr 2 . \ -
@ Delayed Action Test (TR _D_63F014 v1.0 1:.1,‘; ‘ @ Delayed Action Test 08 Apr 2010 15:16
(@ For Eventual Dispproval (iTER_0_170567 v1.5 ?E_;g“nm LR OLERIESE
@ 3 Also Under Config Cantrol (1TER_0_147275 v1.0 ?g_;g"“m
p e b Aneaes e 07 Apr 2010
@ For Approval (1TER_D_806395 v1.0 1211
Applications Hige = (@ Delegaion of action test- Delegated accepted 01 Dec 2009
/ DM deleaation (17E 32:13 s
” Apr 21
Locking Mechanic ( 44) -
a Ticket System L JE qu 13:05
\l"; Phone Book HNo. of Records : 10
£ EFoms
I — Favorites Hide | Sucscribed Items Hide
ﬂ Engineering
i NO RECORD FOUND NO RECORD FQUND
@ Design Work Management
— - -
i [an =R SR
& Local intranet | Protected Mode: Off v H10% -
- = = =

To move from My Area to IDM, click on the green tab:

To move from IDM to My Area, click on My area, the last item under Applications in the

lower part of the Navigation Frame:

My Area
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4 Workplace Overview

The following illustration of the IDM Root page shows that it is composed of three frames: the
Top Frame, the Navigation Frame on the left, which includes the Applications area on the
lower left side (showing icons for the various applications), and the main Display Frame to the
right.

Lefevre Julien EXT

m @ Advanced Search
Public Web Information =  Departments = DAs<  Supports Tools < ® Contact EYNews ? Help [ ToDo *& Preferences ol Log out
3 % W Folders % ¥ 1DM Root Action ¥

=] IDM Roat
Domestic Agencies and AIF

£l

r Title Last change date Type  Signatory
ITER Baselina Documentation r Domestic Agencies and AIF 12 Nov 2010 12:30 Folder RO:Maas A
Meetings & Committees
Plant Breskdown Structurs r ITER Baseline Documentation 19 Nov 2010 09:24 Folder RO:CrosetJ-P
Project Integration, Administration & Ser r Meetings & Commitiees 09 Jan 20111251 Folder RO:Maas A
Publications r PBS Diagrams 03 Jun 2010 22:18 Folder RO:JalabertF
Users r Plant Breakdown Structure 21 Sep 2004 09:29 Folder Mot given
PBS Diagrams r Project Intearation. Administration & Senices 21 Sep 2004 09:28 Folder Mot given
.Trainmg r Publications 26 MNov 2008 Folder RO: Parravicini D.
'l Recycle Bin I 4 ReccleBin 20 Nov 200 Folder Mot given
r Training 16 Feb 2009 12:08 Folder Mot given
r Users 03 Aug 2004 13:11 Folder Mot given
No. of Records : 10
View Access: everyone
Add Access: project administrator, RO
link IDM Root  https://user.ter.org/?uid=2715KQ
4 »
Applications Hide
/4 DM
s Ticket System
\:; Phone Book
& EForms
-ﬂ Engineering
@ Design Work Management
= [TER Actions
;—_ Organisation
My Area

The Top Frame contains the text box for the search engine, for finding files, folders (and so on)
in IDM. It also displays the user profile (the user’s name), and a link that leads to the online
help feature (leading to the on-line version of this user manual). Note that many links and
buttons in IDM display ‘tool tips’ when the mouse hovers over them. These ‘tool tips’ contain
additional explanations about the functionality of the links and buttons in question.

The Navigation Frame consists of two areas: the upper frame is labelled “Folders”, and the
lower is labelled “Applications”. The Folders area is similar in appearance and operation to the
navigation frame in Microsoft Explorer. Clicking on a document folder displays the folder’s
contents in the main Display Frame. Clicking on the + icon expands the view of the folder
(showing its contents). Clicking on the — icon collapses the folder view. The Applications area
shows the Navigation Menu for the various applications.

The Display Frame shows the content that is related to the folder, application or search that the
user has just selected. It presents document information such as: the status of the document,
title, the type of document, size, author and the date of the last modification. Any listed
document can be downloaded by clicking on the link that includes the unique identifier (UID)
ie 6 character “number”, also called the IDM number(1A2B3C). To do other work with the
document, click on the @ icon and proceed as described in Working with Documents.
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5 Folders

5.1 Navigation of the folder structure
At its root, IDM has the following folder structure:

ﬁ ki W4 Folders
= DI Root
Domestic Agencies and AIF

FH H

ITER Baseline Documentation

[+

Meetings & Committees

[+

Flant Breakdown Structure

[+

Froject Integration, Administration & Services

[#

Fublications

[+

Task Agreements & Reports

[+

Isers

[#

Training

[+

"2 Recycle Bin

Users can navigate by clicking on folders (either in the Navigation Frame, or in the Display
Frame).

For further information on how to upload a document, see the section on Upload a Document.

The first few top level layers of the folders (except the Users and Training folders) are pre-
defined by the project management. Lower level folders are managed by a responsible officer
(RO), who is in charge of setting the access rights to the folders and subfolders. These rights
are then inherited by any subfolders that they contain, unless access is explicitly set otherwise.

5.1.1 Main folders (vellow)

Folders, and their ROs, are determined according to the project’s organizational structure.

ROs can delegate authority, and define new responsible officers for each of the subfolders that
are in their domains. Note that the original (parent folder) RO can always read and write in all
folders and subfolders of his/her area, even when the RO role has been delegated to other
people in the subfolders.

= Ilsers
a

H H H

FH &
om0 T

[+

ROs can delete any documents from their areas, though this will not
completely delete those documents from the system; documents always remain retrievable via
the search function. (An exception to this rule is that documents in the training folder do not
appear in search results and are truly deleted after three months).
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Note: A cross on a folder indicates that it is empty.

The Users folder contains several subfolders, organised alphabetically according to the users’
login IDs. Within a personal subfolder, each individual user manages the subfolders and
documents, and sets the read/write access rights. A document uploaded into a user folder
cannot have an approver.

If a user folder has not yet been created for a given user, the user can request its creation in
Preferences.

5.1.2 Training (erey)

The training folder is grey in colour, and is designed to allow users to practice their IDM skills.
Within this folder, users have read and write access, can create new folders, and can assign
read and write access to other users.

The items in this folder are not shown in search results and are deleted by the system after a
period of three months.

5.1.3 Recycle Bin

This folder contains the documents that have been deleted by users. If a user wants to view the
deleted document then he/she can view it in this folder, which is sorted according to the year
and month of the date of creation.

5.1.4 Applications Menu

The Applications menu allows for easy navigation to a different ICP application.

Applications Hide
# IDM

a Ticket System

) Phone Book

E Forms

Engineering

Design Work Management

[TER Actions

jo ] [®) &% 16 €

Organisation

| B
4l -
S |

My Area

5.2 Creation of new Folders

5.2.1 Setting the title and other standard fields for folders

&3 % ¥ 10M Root / Training Action 7 | Add 7 | View ¥
Add Document
[] Title Last change date ~ Type Signatory Issue Date  SiZ€ add Folder
[ - barels 24 Mov2009 0819 Folder  RO: Bartels H-W. Add Hyperlink
[ 7 oberhob 24 Nov2003 08:18 Folder  Notgiven e

[] “taviorn 24 Mov 2009 08:16  Folder Mot given
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To create new folder (within a folder to which the user has appropriate access rights) place the
mouse over Add, and then click on Add Folder. A form, requesting the title of the new folder,
will appear, as shown in the following illustration. As the RO in the parent folder, the user may
select a new responsible officer for the sub-folder. Fill in the applicable information and click
on the Save Folder button. The new folder (presently empty) will be opened in the Display
Frame.

Add a Folder in Training

Properties
Uid IG'EMGZ 'I GEA162
Title *
Description .
Fant + | Size -
Responsible Officer
Vbs & 1o
Folder Keywords |<—Selec1—> vl
Allow original file name download Il
Restrict Shortocut * | =ame as parent folder LI

Request Subscribers
Start typing a person's name to select them.

Document Type

Allowed Document Types 7

5.2.2 Setting the security rights for folders

ROs can define which read and write privileges in the folder are to be assigned to the various
user groups by placing the mouse over Edit, and then clicking on Set Security.

To change the security settings, toggle the applicable radio button, and click on Save for your
changes to take effect.

A user with appropriate access rights can also change the RO of the folder, by selecting the RO
and then clicking on the Set RO button.
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% ¥ /1DM Root / Desian RO: Alice Weber
LDAP Group Hide
Group RO Add View Hone
@ # AD: DA @] @) ®
4 8 AD: EFDA O [ &) O]
4 $# AD: External Collaborators [ ] [ ) O]
i 4 ® AD:ITER ® @] (&)
g % AD: only-staff [ & & ®
Local Group Hide
Group RO Add View None
@ #® € LG Local Group 1 , eber [®) (@] ®
Global Group Hide
Group RO Add View None
o 4 ® GG TAC [ ) [ ) O]
| Sawve || Cancel || Create Local Group || Create Global Group |
| Reset Folder Security to Match Parent Folder || Reset Subfolders Security to Match Current Folder |

Responsible Officer: \O:-, Alice Weber 7

Clicking on Reset Folder Security to Match Parent Folder resets the current folder security
according to the parent folder security.

Clicking on Reset Subfolders Security to Match Current Folder resets all the subfolders’
security settings as per current folder’s security.

Note: For all folders, view access is automatically granted to the security groups, RO and the
project administrator. The project administrator security group allows access to those staff
who have been specifically nominated in the role of Project Manager for IDM.

5. 2. 3Restricting folder access

3 7 % 1DM Root / Training / Folder 2 RO: Alice Weber Action * Add ¥ Edit * View ¥
Edit Folder
Search Filters Set Security ide

|: Set Whs

ROs can change the data and certain settings for the current folder by placing the mouse over
Edit, and then clicking on Edit Folder. (Alternatively, these data and settings can be made at
the time that the folder is first created, as described in Setting the title and other standard fields
for folders).

Allow original file name download Il

=zame as parent folder LI

<—Select-

'same as parent folder
© |allow shortcut
dizallow shortcut

Request Subscribers

Start typing a person's nam

The RO can define whether shortcuts of the documents and folders inside the current folder are
allowed.

IDM Manual
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If the user selects disallow shortcut for the Restrict Shortcut field, no shortcuts will be allowed
to be made from the items in this folder, and in its subfolders; the Copy Shortcut button will

simply not be made visible. Moreover, any existing document and folder shortcuts will be
deleted, including those in any of the subfolders.

If the user selects allow shortcut for the Restrict Shortcut field, shortcuts will be allowed to be
made from the items in this folder, and in its subfolders.

If the user selects same as parent folder for the Restrict Shortcut field, the setting for the
current folder will be made the same as that for its parent folder.

A restricted folder (one in which the disallow shortcut option has been selected) will show the
Create Shortcut Access comment as shown in the following illustration.

Search Filters

Hide
Reset Filters
Status | Al V Signatory | Al V
[1 Title Last change date Issue Date Type  Size Status Signatory
[0 @ 1stdoc(TER O CBASOC V10 25 Nov 2009 12:11 27 May 2009 docx 22333 KB In Work Weber A
No. of Records : 1
|Create Shortcut Access : Creation of shortcuts of this folder and its content is restricted

View Access:

Add Access:

link Felder 2 hitpiiilocalhost: 16S&8/NVP/ ?uid=80557D

5.2.4 Restricting document type and default document type

&3 % ¥, 10M Root / Training / Folder 2 RO: Alice Weber action ¥ Add ¥ Edit ¥ View ¥

Edit Folder

Search Filters Set Security ide

|: Set Whs :

ROs can change the data and certain settings for the current folder by placing the mouse over
Edit, and then clicking on Edit Folder. (Alternatively, these data and settings can be made at
the time that the folder is first created, as described in Setting the title and other standard fields
for folders).

The RO should define whether to allow only certain document types inside the current folder.

Allowed Document Types [Q]-CA Deviation, [Q]-QA Manufacturing Inspection Flan, [Q]-0A Non-Conformity, [Q]-0A Quality Description, [Q1-04
Only s &3 be Ciuality Plan, [Q]-04 Release Mote, [Q]-Working Instruction &2

As shown in the following illustration, only a restricted list of document types will be available
for selection.

Document Type * e ™
<—-Select—>

Roles [Q]-04 Deviation

AuthoriSignatory * [G]-CA Manufacturing Inspection Plan

P A [Q]-CA Non-Canformity

au

[Q]-Q& Quality Description

Author © [Q]-GA Quality Plan

[2]-C4 Releaze Note
Co-authior [Q]-VWorking Instruction
Reviewer iy
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A default document type can be selected for the folder, so that the user does not have to select
the explicit document type for each document of that folder. (The default document type can
only be one of the allowed document types).

Default Document Type [2]-C4 Manufacturing Inspection Plan &

(= ODLLITENL LY e avaiig

The default document type will then be selected by default for each new document that is
created inside that folder, as shown in the following illustration.

Document Type © [Q]-QA Manufacturing Ingpection Plan | %

The file name extension of file can be pre-defined, by the Document Control Centre (CIE/
TI/DOC) based on the document types, so that only valid files will be uploaded for the given
document type.

5.2.5 Request subscribers

The Responsible Officer of a folder can specify those users who need to be infomed when the
content of a folder changes, eg the addition of documents to a folder, or modifications to
documents already uploaded.

Request Subscribers is used to make a list of those users who need to be informed, and an
email notification will be sent to each person listed. Note; this subscription is independent of
the email setting that may be selected by a user in Preferences.

Request Subscribers

Start typing a person's name (o select them.
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6 Hyperlinks

A hyperlink to a relevant site, or document that is not part of IDM, can be included in an IDM
folder. Hyperlinks can be used in order to have a complete set of information or
documentation which may include documents (or intranet/ internet sites) not contained within

IDM. Hyperlinks can also be deleted if they are no longer applicable.

Note: Hyperlinks should not be used to create links of documents stored within IDM. For that
Shortcuts should be used, see sections 12.2 and 12.3.

To create a new hyperlink, within a folder to which the user has appropriate access rights, place

the mouse over Add, and then click on Add Hyperlink.

7% ¥ /|DM Root/ Training / taylorn

Search Filters

Fill in the required fields, and click on the Save Hyperlink button.

Add a Hyperlink in taylorn

properties
Title *

Url *

* indicates required field

The hyperlink is displayed as:

) Document Control Centre Site

Status | Al

Action ¥ Add ¥ Edit ¥ View ¥
Add Document
Add Folder Hide
Add Hyperlink ﬁ

Add Note
|¥ | Signatory| Al [
Sawve Hyperlink || Cancel |
Hide
Save Hyperlink || Cancel |
28 Qct 20101540 Hyperlinl
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7 Upload a Document

7.1 Uploading a document file and setting its metadata

3% ¥/ 1pM Root / Training Action ¥ Add ¥ View ¥
Add Document
Search Filters Add Foldar
|: Add Hyperlink I
Add Note I

To upload a document, place the mouse over Add, and then click on Add Document. The Add
Document wizard starts.

Hide

List selector Add a Document in Training (1/2) Tree structure ]

Document Type * i 1_'3

* indicates required field

You are first asked to select a Document Type. This selection will be used to display fields,
specific and mandatory, applicable to the document type.

If the folder is configured with a default document type this first step is omitted and the default
document type is used.

If the folder is configured with a list of allowed document types, only the List selector will be
displayed.

This feature allows document types to be used for various business purposes within ITER.
Please ensure that the correct applicable document type is selected. Click the Next button.

Fill in all applicable information (the metadata), browse for the appropriate file on your
computer, and click either the Save Document or the Save + Load Next button.

Add a Document in lefevrj

& Please select the file or enter titls.
» Abstract or description of the document is required

Properties
vid [s3nke =] mER_D_43n0KG
Title |
Abstract or description of the document *
P =] Source e
Font - | Size - H
Upload File
Document Type * @[BL-PCR Interface Sheet for Acceptance 1"3
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Note:

The red asterisks indicate that certain information is mandatory. The mandatory fields for any
given document type are managed by a document type’s responsible officer. For example, in
the screen shot above, the Title while initially not appearing as mandatory becomes mandatory
with the selection of the document type. The alert to fill in the Title is shown only once you try
to save for the first time.

Document categories and types can be found in the IDM folder, IDM Configuration:
https://user.iter.org/?uid=47KERQ .

When saving, you can click on the Save Document button to save the new document on IDM,
or on the Save + Load Next button to save the new document and to go on to upload another
document starting with selecting the Document Type (1/2).

The menu (to add a new document) will only be offered, though, if the user has the necessary
privileges to upload a document to the given folder.

After an upload has been successfully completed, the document link will appear in the selected
folder.

Note: Several properties: Document Type, WBS (Work Breakdown Structure) and PBS (Plant
Breakdown Structure) can be selected either by searching % or by opening a tree structure

i containing the complete list available elements of the property.

Add a Document in Training [ savepDocument |[ save+LoadNext |[cancel|
Properties Hide
Uid I 3NRTTC ‘l ITER_D_3MRT7C
Title
Abstract or description of the document * ! =] Source ¢ B : al P =R H TR =
HE B B L L i - §
! Fort | Size B I Ul x X [[EES === = i=
Upload File
load orimarn fils Browse...
Document Type * @ T
Roles Hide
AuthoriSignatory * I authar vl

Author * Alice Weber # %

Co-author

Start typing a person's name to select them.

Reviewer

Start typing a person's name to select them.

Approver I =-Select—= - I
Contrbutors = souce |; G EH e D@4 P D
! Fort -] Size FiB I Uik x, ¥ [ EE =S| = i
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Additional Information lilz
Issue Date * 05 Aug 2010 [
?iﬂ'ﬂ:gﬁ?ﬁ?fpﬁo” i [Z] Source ] ] ] B2 o ] =5 ] EH @& 2 j - - j = )

 Font - | size iR 7 Ufidex x[ES ; =

Keywords
External Number

Private For Stakeholder? Il

ractual Information

Generated From &

Configuration Hide
Auto Generate Cover Page? Il

Vibs & g

PBS @ T3

All registered IDM users can add
comments

Sign Document

Send Mail

Folder Keywords

—I—|—I—I A

* indicates required field Save Document | | Save + Load Next | | Cancel ‘

7.2 Add Attachment

By clicking on the Add Attachment button, the user can attach related documents, or the same
document in alternative formats, to the current version of the document.

To upload an attachment, click on the @ icon to open the metadata page for the document
version. From here, place the mouse over 4dd, and then click on Add Attachment.

{3 % %/ 1DM Root / Training / Folder 2 Ssirm v o VBT ) ©

Add Attachment

ITER_D_CBASOC v1.0 - 1st doc Add Comment

. Add Not: .
Properties Hide WorkFl EE Hide
New Version
Document Title 1st doc (CBASOC v1.01 (current) In Work
Current Version @ 10 Signed
Description of the document test desc Approved

Alternatively, click on the Add Attachment button (towards the bottom of the document’s
metadata page as shown in the following illustration).
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Attachment Hide

| Add Attachment |

Browse for the appropriate document, filling in all applicable information fields and click on
the Add Attachment button to upload the new attachment file.

/= 1st doc - Windows Internet Explorer

Attachment D:'\Mew Text Document.txt Browse...

I Add Attachment

The link to the attached file will be shown in the metadata of the given version the document.
Repeat the whole process if there is more than one file to be attached.

To delete an attachment, click on the ¥ icon.

Attachment Hide

| Add Attachment

Title
# Mew Text Document.te

7.3 Pasting into Text Fields

IDM has a number of text fields, eg uploading a document, version change description,
comment, Send email, see example:

9 cliaBofes @@ a)4 ¥ o]

_|i Fant - Size B I Ufdex xX[EE=EE|IZ = iE |

Text may be typed into the field or copy/paste can be used. To ensure that the text is in a
suitable format (eg correct size of font, spacing) after copying the required text but before
pasting, click on Source, paste the text in the field, and then click Source a second time. This
will remove all font formats, spacing etc and allow you to reformat the text according to your
needs, eg numbering etc.

IDM Manual Page 19 of 72



TTER D 22223)v5.12

8 Stakeholders and their Actions

Generally, the status of a document version can be:

In work (this is the initial status after upload into IDM)
Signed

Approved

In the workflow process of IDM, various stakeholders are assigned to perform the various
actions, as described in the following sections. (All stakeholders (that is, authors/signatories,
co-authors/co-signatories, reviewers, approvers) must be registered IDM users).

All stakeholders for any given document have a Communicator icon (and link) prefixing their
names in the metadata of that document. Any email sent by clicking on this icon will be
recorded in Outlook, not in IDM history.

The current stakeholders of the document (those of its most recent version) are listed on the
metadata page, in the section entitled “Document Roles”. These are the stakeholders who can
sign, review and approve new and draft versions.

Document Roles

Author/Signatory # Campbell Judith
Reviewer ! Caravon Frederic
! Patel Vijay
Shute Malcolm EXT
Approver Parravicini Daniele

Contributors Mihdi Mehta, Semaphore Software, IN

The stakeholders who worked on a version, along with their actions, are displayed in the
section entitled “Version Signatures”. These are the stakeholders who performed the actions
on the particular version of the document, and may not be the same as the current stakeholders.

Version Signatures

Signatory ® Campbell Judith % has signed: 19 Aug 2010 17:51
Reviewer(s) _ Carayon Frederic ¥ has recommendsd: 23 Aug 2010 16:59

¢} Patel Vijay % has recommended: 30 Aug 2010 10
Shute Malcolm EXT ™8 fas reviswsd: 01 Sep 2010 15:40

Approver Parravicini Daniele % has approved: 01 Ssp 2010 16:19

8.1 Author

An author can upload new versions of his existing documents. He/she can only upload the
initial version of a document if he/she has the necessary access rights in the chosen folder.
Provided that no action has been performed on the document version (such as being signed),
the author can still undo the upload, and completely delete the document version from IDM.
After an action has been performed, though, the possibility to delete the file from IDM is no
longer available.

An author can add or remove:

Co-authors

Contributors

Reviewers
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Approver.

When a document is initially created, only a restricted list of potential approvers is offered,
typically from the author’s line management. A fuller list is offered later, after the document
has been initially created, by going to its metadata page, and clicking on Change Approver
from the Edit menu.

When the Author has Signed (by clicking on the Sign button, or by placing the mouse over
Action, and then clicking on Sign) the current version of his/her document, the date and time
are shown on the metadata page as shown here:

Author &3 Alice Weber o has signed: 25 Nov 2009 09:34

As a general rule, an Author (or Co-author, Signatory, Co-signatories) of a document should
not be a Reviewer or Approver of that document. If, exceptionally, an Author or Co-author, is
required to also be a Reviewer, the document should be uploaded and saved without the Author
or Co-Author being selected as a Reviewer. Only then can the list of reviewers be changed to
include the Author or Co-Author by clicking on Edit, Change Reviewer and selecting the
author’s or co-author’s name.

8.2 Signatory

An IDM user can also upload a document on behalf of its real author (who might or might not
be a registered IDM user).

Such a person is a signatory, and can add or remove:

Co-signatories

Contributors (in which the name of the real author is usually included)

Reviewers

Approver.

When a document is initially created, only a restricted list of potential approvers is offered,
typically from the signatory’s line management. A fuller list is offered later, after the document
has been initially created, by going to its metadata page, and clicking on Change Approver
from the Edit menu.

When the Signatory has Signed (by clicking on the Sign button, or by placing the mouse over
Action, and then clicking on Sign) the current version of the document, the date and time are
shown on the metadata page as shown here (but note, that the signatory might be listed as being
the author at this stage):

Author &3 Alice Weber o has signed: 25 Nov 2009 09:34

As signatory is not the author of the document, they may be set as “Reviewer” or “Approver”.

8.3 Co-authors and co-signatories
A co-author can add or remove:

Author

Co-authors

Contributors

Reviewers

Approver.
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A co-signatory can add or remove:
Signatory
Co-signatories
Contributors
Reviewers
Approver.

When a document is initially created, only a restricted list of potential approvers is offered,
typically from the user’s line management. A complete list of IDM users is offered later, after
the document has been initially created, by going to its metadata page, and clicking on Change
Approver from the Edit menu.

All of a document’s co-authors (plus the Author), or all of its co-signatories (plus the
Signatory) must sign the document electronically before IDM will change its status to Signed.
When the co-author has signed (by clicking on the Sign button, or by placing the mouse over
Action, and then clicking on Sign) the current version of the document, the date and time are
shown on the metadata page as shown here:

Co-author &1 Alice Weber « has signed: 25 Nov 2009 0934

8.4 Contributors

Contributors have no influence on the workflow (and might not even be registered IDM users).
Contributors are listed only to acknowledge their contributions.

Contributors do not sign.

8.5 Reviewers

Reviewers can give comments (when the status of the document version is Signed). As a
general rule, a Reviewer of a document should not be an Author, Co-author or Approver of
that document. If, exceptionally, an Author or Co-author is required to also be a Reviewer, the
document should be uploaded and saved without the Author or Co-Author being selected as a
Reviewer. Only then can the list of reviewers be changed to include the Author or Co-Author
by clicking on Edit, Change Reviewer and selecting the author’s or co-author’s name.

Reviewers can click on Recommend to indicate that they recommend the current version of the
document for Approval. The date and time are shown on the metadata page as shown here:

Reviewer f}. Alice Weber « has recommended: 23 Nov 2008 10:02

Reviewers can click on Review with comment to indicate that they do not want to recommend
for approval, or that they want to consider recommending it later. In this case, a dialog box will
appear in which the Reviewer has to put his/her comments (typically giving his/her reasons for
not being prepared to recommend the document version for the present), and subsequently the
document will be removed from the reviewer’s To Do list. The date and time are shown on the
metadata page as shown here:

Reviewer &3 Alice Weber ™ has reviewsd: 25 Nov 2009 13:53

A Tooltip containing the reviewer’s comment can be displayed, by hovering the mouse over
the reviewer’s signature, as shown here:
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Reviewer ﬂ} Alice Weber B8 gz reviewed: 23 Nov 2008 09:33
Additional Information This documient is not written properly.
Type bt

A Reviewer can also delegate his/her review task to another IDM user. A Reviewer can use the
Delegate Reviewer action, which is available in Action menu.

7 ToDo “h Preferences %] Log
Action ¥ Add ¥ Edit ¥ View ¥
Add to Favorite
Clone meta data

. Create Shortcut

Hie
Delagate Reviawar

Export to Word

The Reviewer uses the selection screen to select the person to whom he/she delegates his/her
responsibility to review the document, with the option of sending an e-mail to inform the
delegate. The stakeholder information (roles) displays the delegated person, as shown in figure

below:
Version Signatures Hide
Author &3 Alice Weber « has signed: 02 Dec 2009 1502
Reviewer f_):. Alice Weber has delegated to ‘;% John Smith
Approver f_):. Alice Weber

Once the Reviewer delegates the task, the 7o Do list of the delegated person shows the task to
review the document, and the original reviewer’s To Do list no longer displays the task.

Current Status

Signed

Change Status

| Recommeand |

| Review with comment |

| Refuse Delegation |

The stakeholder information (roles) will show the action performed by the delegated reviewer
in case of Recommend)/ Review with comment as shown in figure below:

Version Signatures Hide
Author &3 Alice Weber « has signed: 02 Dec 2003 1502

Reviewer S} John Smith «* has recommended: 02 Dec 2009 15:35 on behalf of Sg, Alice Weber
Approver f_);. Alice Weber
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The delegated Reviewer then has the Review/Recommend action for the document along with
option to refuse the delegation. The delegation can be refused by clicking the Refuse
Delegation button. The original reviewer’s 7o Do list will once again display the task if the
delegation is refused. Consecutively, the task will be removed from the delegated reviewer’s
To Do list. In the same way that the stakeholder information is displayed in the metadata, the
review report and, if selected, the cover page generated for the document will show the
delegated reviewers’ actions.

Note: When selecting reviewers the system will automatically check that those reviewers have
access to the document.

8.6 Approver

When the status of the document version is Signed, the approver can Approve the current
version of the document, or Disapprove it.

An Approver can change the approver (delegation of authority).

An Approver can change the author (and any co-authors).

An Approver can add and remove reviewers.

An Approver can make comments (when the status of the document is Signed).

Only the Approver is allowed to make obsolete an approved document.

Only the Approver and IDM manager can supersede an approved document.

An Approver should not normally be an Author/Signatory, a Co-author/Co-signatory or a
Reviewer.

After Disapprove has been selected, the stakeholder information will be indicated on the
metadata page as shown here:

Approver £ slice Weber % has dizsapproved: 25 Moy 2005 10:03

L

After Approve has been selected, the stakeholder information will be indicated on the metadata
page as shown here:

Approver \Q Alice Weber «* has approved: 25 MNov 2008 10:05

An Approver can approve a document without it having been recommended by all reviewers,
but he/she must then add a comment explaining why the approval action was taken without
waiting for the complete review process. A dialog box will appear in which the approver writes
the explanation.

When an Approver disapproves a document it is mandatory for the approver to add a comment
explaining why the document has been disapproved.

A tooltip containing the approver’s (or disapproved) comment is displayed, by hovering the
mouse over the approver’s signature in the metadata, as shown here:
Approver f} Alice Weber «* has approved: 23 Nov 2008 10:05

Additional Information

Type it

I am approving this document because it is really required to complete the process

When selecting the approver the system will automatically check that that Approver has access
to the document.
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8.7 Responsible Officer (RQ)

A Responsible Officer (of a folder) can:

Define the access rights (read/write) in that folder (and its subfolders.
Define new ROs in subfolders (delegation of responsibility).

Delete documents (links) in the folder of his/her responsibility.

Cut and paste documents to other folders where he/she is also the RO.
Change the approver (delegation of authority).

Change the author, and any co-authors.

Add and remove reviewers.

Make only a non-approved version obsolete.

Make a draft version as a current version.

Convert a document shortcut to a document.

Supersede a non-approved document by other one or more documents.

8.8 Project Administrator

The individuals who are part of the project administrator group are able to access all folders
and documents within IDM. All actions by the project administrators are recorded locally in
the history, ie View History. The roles and rights of the project administrator within all folders
in IDM emulate the roles and rights of folder ROs.

This access is indicated in each folder:

View Access: ADCTER, AD: External Collabarators

Add Access: project administrator, RO
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9 Working with Documents

There is, of course, a correlation between the workflow and the stakeholders, and a consequent
effect on uploading new versions of a document.

% % | |DM Root / Training Action ¥ Add ¥ View ¥
Search Filters Show
[1 Title Last change date Issue Date Type Size Status Signatory
o @F’[E_sentati-:nn File (iTER D B2DCTE v1.0 25 Nov 2009 14:42 25 Nov 2009 et 58 InWork  WeberA
No. of Records : 1~
[ Delete || create shorteut || cut™]-... to work with document click on info icon

9.1 Status of Documents

The present status of a document is either: In work, Signed or Approved. This is indicated by
the colour of the metadata information icon. There are also other icons which give other
information. The metadata information icons are:

Colour Code Status
(1] grey Obsolete
'@' blue In work or Signed
(] cyan Approved
@ red Disapproved
@ green Draft Version
@ pink Superseded document
@' pointer Shortcut link to a document stored elsewhere on IDM

9.1.1 In work

A document version has the /n work status if a new file (or new version) has been uploaded,
and has not yet been signed (by the author and/or all co-authors). It is indicated with a blue &
icon.

By ticking the Send Mail box, when uploading a new version of the document, an email
notification can be sent to selected recipients (for example, the co-authors), thereby requesting
their signatures. The draft of the email that IDM proposes contains the link to the version of the
document.

9.1.2 Signed

A document version changes to the Signed status if it has been signed by the author and all of
the co-authors (if any). It is indicated with a blue & icon.

By ticking the Send Mail box, at the moment that the last of the author/co-authors signs a
document version, an email notification can be sent to selected recipients (for example, to each
of the reviewers). This can be used to request them to review, and/or to request the approver to
approve the document version. The draft of the email that IDM proposes contains the link to
the version of the document.
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9.1.1 Disapproved

A document version has the Disapproved status if the approver has disapproved the document.
It is indicated with a red @ icon.

9.1.1 Approved

A document version has the Approved status if the approver has approved the document. It is
indicated with a cyan © icon.

9.2 Versions

9.2.1 Current version

A new version becomes the current version if the status (/n work, Signed or Approved) is equal
to or higher than that of the previously current version. (/n work is the lowest status, Approved
is the highest).

9.2.2 Draft version

A new version becomes a draft version if the status is lower than that of the previously current
version. Draft versions of a document are indicated with a green @ jcon.

9.2.3 Obsolete version

A version becomes obsolete:

If it is superseded by a new current version.

If it is made obsolete by the author, co-author or approver. To make a version obsolete, go to
the metadata of the document, and place the mouse over Edit, and then click on Obsolete
Version. Only the approver of an approved version can make that version obsolete.

Obsolete versions of the document are indicated with a grey @ icon.

I':.'- %/ |DM Root / Training Action ¥ Add ¥ Edit ¥ View ¥

Change Approver

ITER_D_B2DCTE v1.1 - Presentation File Change Author

B Ch Co-auth
Properties Hide |Work s S

Change Metadata
Document Title Presentation File (B2DCTE v1.1) (current) In Wc

Change Reviewer

- p o

Current Version \::',) v1.1 =lane Change Version Description
Version Change Description test APPTC palate

Status In Wark Curre phsolete Version

{Mote: review and approval process can only startifthe document is signed by the author || In'Wo

Reschedule
and all co-authors )

Change Status

Note: if a current version is made obsolete, the latest draft version (if there is one)
automatically becomes the new current version, even if it does not supersede the obsolete
version in terms of its status.
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An attempt to access an obsolete version of the document will cause a new screen page to
appear, as shown in the following illustration.

Warning: you are accessing an obsolete version
Download here: For Eventual Dispproval (1F0561 v1.2)

Current version: @ v1.3

Version Change Description Hide

Guess what, this will be disapproved too!

Version Signatures Hide
Author '!9 Allen Charles EXT % has Sign: 08 Apr 2010 15:06

Approver @ Downing James EXT ¥ has Disapproved: 08 Apr 2010 15:06

Comments Hide

Still not good encuah,

The user can download the obsolete version of the document by clicking on the Download
Here link. This is done as a means of getting the user to confirm that he/she really does want to
download the obsolete version, and at the same time providing information about the current
version.

Alternatively, the user can choose to access the current version of the document by clicking on
the coloured & or @ icon, or on the text that follows it.

This screen page also shows the Signature Information of all users who have performed actions
on that version, and any comments, and attachments, that have been added prior to the
document becoming obsolete.

9.3 Uploading a new version

To upload a new version, click on the @ icon (any colour) of the document that is to be
revised. Only an author, co-author, signatory or co-signatory of a document can upload a new
version, via the metadata and variety of action buttons that are displayed on their screens.
Position the mouse on Add, and then click on New Version from the menu, as depicted below.

7% ¥/ IDM Root / Training Action ¥ Add ¥ Edit ¥ View ¥
Add Attachment
ITER_D_F2A71F v1.1 - Presentation File Add Comment
. Add Not .
Properties Hide WorkFIl ok Hide
New Version
Document Title Presentation File (F2A71F v1.1) current) InWork

To indicate the significance of the changes that have been performed on the new version, tick
either Minor or Major. The decision will be reflected in the numbering of the version:

A minor change will result in incrementing the fractional part of the number (if the old version
was 1.4, the new version would be 1.5).

A major change will result in incrementing the integer part of the number, and resetting the
fractional part (if the old version was 1.4, the new version would be 2.0)

If the status of the new version is to be signed immediately, tick the checkbox labelled Sign
new version.
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Browse for the file on your computer. In the mandatory Change Description field, on uploading
a new version of an existing document, indicate clearly and concisely the changes in the new
version of the document compared to the previous version. Note: The Change Description can
be modified only while the new version remains In Work, see section 9.25.

Click on the Submit button, when the fields have been completed, to upload the new version.

Upload New Version
ITERID ITER_D_F2A71F w1.1 (Presentation File)
Upgrade Version ® minor v1.2 O major v2.0
Sign new version O
File = Browse...
[=] Source A & | == EHE@E 04U - F
Fort -| Size i B I U[aex x*[E == E[i= =

Change description on new version

Issue Date 25 Nov 2009 [
Send Mail O
* indicates required fislds

The following figure shows the workflow of documents and their versions.

Document new to IDM , status: 'in work’
Signed by author and co-authors,status:Signed New Version
l

>
¥

Reviewed by Reviewers
(comments and final recommendation)

i »

Approved by approver

One problem that users frequently encounter is that they know that a new version of a
document has been uploaded to IDM, but they only seem to be able to find the old version.
This usually happens because the new version is still only a Draft version (missing the
signature of at least the author or one co-author). As a result, the old version continues to be the
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Current version, and hence the one that IDM users find when they navigate to the document
round the folder structure.

Normally, users are first made aware of the availability of a new version via an email that was
sent out from IDM. Clicking on the link in that email takes the user directly to the metadata
page of that version, even if it is still only a draft version.

Alternatively, it is still possible to navigate to a newer, draft version of a document. Having
navigated to the current version, the user clicks on the icon to see its metadata page, and then
scrolls to the bottom of this page. The icon for the newer, draft version can be seen at the
bottom left of the metadata page.

9.4 Add Comment

To add comments, click on the A4dd Comment button on the document’s metadata page (at the
bottom). A pop up page for the comment will open. Type the comment in the large box.
Comments can be added by stakeholders of the given document, or any IDM user if the author
has selected A/l registered IDM users can add comments in the metadata change page.

If an attachment needs to be added at the same time, then Browse for the file. To save the
comment, click on Save Comment.

Note: The Save Comment button will only appear once a comment has been typed or an
attachment has been selected.

(= Presentation File - Windows Internet Explorer

Add Comment for Presentation File | Save Comment |
properties Hide
Comment * [=] Source 2 & | == H &E 2

A - R =

m oz
4
o
b
4
-}
by
=
b
*

b
1%

Attachment Browse...

Send Mail D

*indicates required field | Save Comment |

The comment is displayed on the metadata page of the document, as shown below.

Comments Hide

Add Comment

Comments
Alice Weber 25 Nowv 2009 15:32 7]

The icon '@ allows an Answer to be added to the comment, as shown below, by the stakeholders
(or by others, if allowed, as described in the first paragraph of this section).
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Comments

Add Comment

Comments

Hide

Answer :
answer typed here

9.5 Changing Document Type

Move your mouse over the Edit menu and select the Change of Document Type.

Add ¥ Edit ¥ View ¥
Change Approver
Change Author
Change Co-author
Change Document Type
Change Metadata
Change Reviewer

Obsolete Version

Select the Document Type and click the Save button.

%% % J IDM Root / Training

Edit Document Type Hide

Document Type ™ @D-Memorandum / Mote &7 ?D

* indicates required field

9.6 Changing Stakeholders

% ¥ /DM Root / Training

Action ¥ Add ¥ Edit ¥ View ¥

Change Approver

ITER_D_F2AT1F v1.1 - Presentation File Change Author

. Ch Co-auth

Properties Hide Work e

. . . Change Metadata
Document Title Presentation File (F2A71F v1.1) {current) In W )

Change Reviewer
] i

Current Version @ V1A Slane Change Version Description
Version Change Description test Apprc Delegate Reviewer
Status In Wark currg

Delate
(Mote: review and approval process can only startifthe decument is signed by the author | INWa gp_glate version
and all co-authors | Chan

' :

Reschedule

To change any of the stakeholders of the document (assuming that you have the appropriate
access rights to do so), position the mouse on Edit, and then click on the appropriate entry from
the menu (such as Change Author, Change Co-author, Change Reviewer or Change Approver).

This can also be managed (assuming that you have the appropriate access rights to do so)
within Edit, Change Metadata, see next section.
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9.7 Changing Metadata

An author, co-author, signatory or co-signatory can change the metadata of a document. To
change the metadata (such as its title or description) position the mouse on Edit, and then click
on Change Metadata from the menu. The metadata change page will appear, on which the user
can change the contents of fields as required. Click on Save Document when all of the required
changes have been entered.

9.8 Undo and Obsolete a Version

To undo a document version, position the mouse on Edit, and then click on Delete from the
menu. Only an author, co-author, signatory or co-signatory can undo a version.

Undoing a version is only possible under the following conditions:
e No Action has been performed on the version (Sign, Recommend, Approve...)
e The version is not more than a week old
e Latest version only can be undone (meaning only the last uploaded version)
e No mail for this version has been sent

e No one other than the author, co-author, signatory or co-signatory has downloaded the
file for viewing.

In order to make a document explicitly obsolete, position the mouse on Edit, and then click on
Obsolete Version from the menu.

Note: only the approver of the approved version of a document is allowed to obsolete that
version.

9.9 Send Mail

25 %/ IDM Root / Training Action ¥ Add ¥ Edit ¥ View ¥
Add to Favorite
ITER_D_F2AV1F v1.1 - Presentation File Clone meta data
. Create Shortcut
Properties Hie reate sherted
Export to Word
Document Title Eresentation File (F2A71F v1.11 (current) :
- Generate Report and Send by Email
Current Version @14 Send Mail
Version Change Description test Sign
Status In Wark Subscribe

(Mote: review and approval process can only start if the decument is signed by the authc

A Al me A

Supersede by

To send mail, position the mouse on Action, and then click on Send Mail from the menu. This
will open the compose mail page. Here, the user can change the subject line and the body of the
mail (by default, the latter contains a link to the document or folder).

Select the users, or groups, in the Receivers field. Extra recipients can be added to the To field,
and the CC field. (Indeed, the To field should always be checked, that it does not still contain
the list of recipients of the previous email that IDM sent out for this version of the document).
Click on the Send Mail button when the message is ready to be sent.
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% ¥ |DM Root / Design
ITER_D_2293F4 v1.0 - test

Select Receivers

Receiver Type I Receiver Mail
author r Portal A. james.downing@iter.org
properties Hide

To

Start lyping a person's name to select them.
cC

Start lyping a person's name to select them.
Group -?D

Start typing a content’s name to select them.

Subject * 1DM Document @ test (ITER_D_2293F4)
Body * =] Source e & | =2 HE Q425
Fant ~| Gize B I Ul x. X[ E E E E |} i= =
Title : test

Link: hitps:Mppuser.iter.org/7uid=2293F4&version=v1.0

Mame Action Affiliation

Author Portal A. A
< | »

| Send Email ” Cancel Email |

When changing stakeholders or Uploading a new version of the document, IDM offers the
option to “Send mail”. This is a separate, though related, mechanism to the one described
above, and merely entails checking the Send mail check box, and editing the pre-prepared
email text that is offered by IDM. The user is also prompted to select the recipients for the
email message, by checking the appropriate check-boxes.

9.10Subscribe

As described in the previous paragraph, stakeholders can be notified of changes to those
documents that are relevant to them, conditional on the author, co-author or approver having
decided to send out an email to them following each operation.

If users (with access) wish to be certain that they will be notified of all changes, not just those
users chosen by the stakeholder making the change, the user can use the Subscribe feature.

To Subscribe to a document, position the mouse on Action, and then click on Subscribe from
the menu, and then on Yes. A summary e-mail will be sent (daily or weekly according to the
user’s preference) containing a list of changes to their subscribed documents, that they have
not already viewed since the changes. The appropriate box Content changes notification in
Preferences should also be adjusted to the individual’s requirements for the frequency of
emails received (daily or weekly).

9.11 Document Type Notifications

The IDM manager (currently 10/ ADM/ DOC Section Head) can set up a list of subscribers
(users or groups) to changes in workflow or version on documents with a particular document
type. The settings for these notifications are separate to your own subscriptions (see section
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9.10 above). You cannot unsubscribe from document type notifications, but instead should
contact the IDM manager.

9.12 Folder Notifications

The RO of a folder can subscribe up to ten people to receive notifications about documents in a
given folder (when a new document or version is added or a document is approved). The
subscribers are added when creating a new folder or by editing a folder, and setting the Request
Subscribers property.

Once the subscribers have been added, they will be sent an e-mail informing them that they
have been registered as subscribers to the documents inside the folder.

Note:
e Users will not receive any notification e-mails until they activate the folder, see 9.12.1.

e Users will receive notifications about changes to documents in that folder and sub-
folders. Below is the list of events that are currently available to initiate notification:

o Folder Document Creation;
o Folder Document Version Creation;

o Folder Document Version Approved.

9.12.1 Activating Folder Notifications

If you have been added as a subscriber for folder notifications, you must activate the
subscription to start receiving notifications. To do this, on the IDM home page (My Area),
underneath the list of your subscribed items, is a link for “Manage IDM Folder Subscription”
(bottom right of the page).

Subscribed Items Hide
Title La=st Change Date

@ UnM 0007 29 Apr 2009 11:41

@ HR 0204 18 Feb 2010 14:08
ICP 12 Oct 2010 05:01

-
oA
24

downin 18 Oct 2010 13
Wanage IDM Folder Subscription

Follow this link, then you can activate or de-activate any of your folder subscriptions by
checking the boxes and then pressing Save Settings:

Active Title
downinj
| Save Settings | | Cancel |

Notifications are sent according to your subscription preferences (see Section 9.10).
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9.13 Show Path

By positioning the mouse on View, and then clicking on Show Path from the menu, the full
path of the current document or folder is given, along with the full paths of any shortcuts to the
same document or folder.

9.14 View History

By positioning the mouse on View, and then clicking on View History from the menu, the
history is given of all of the actions that have been performed on the document (within IDM).
By default, the history is sorted in reverse chronological order. To sort it on one of the other
fields, click on the header of that field (and click again to toggle between sorting in ascending
or descending order).

9.15 Export to Word

By positioning the mouse on Action, and then clicking on Export to word from the menu, the
contents of the document are exported to a word file.

9.16 Add to Favorite

Putting the mouse over Action and then clicking on Add to Favorite causes the item to be
added to the user’s list of Favorites. If the item is already in the user’s list of Favorites, the
option will be offered to Remove from Favorite, instead. Items in the list of Favorites are
shown on the Home page for ease of reference.

9.17 Scheduling of Workflow

The approval process has been automated, and a policy for the approval of documents has been
implemented, so that notifications are sent about the status of document versions, including
information on requested and performed actions by the staff involved in the workflow process.

When any document is uploaded, the author and co-authors are encouraged to sign it within
7 days. If they fail to do so, they are sent email reminders, once every week thereafter. The
Sign before date is shown in the metadata, as depicted in the following image.

Schedule Workflow

Sign Before 02 Dec 2009

Authors and co-authors can choose to extend this Sign before date by choosing the Reschedule
option, as shown below.
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Action ¥ Add ¥ Edit ¥ View ¥

Change Approver
Change Author
Change Co-author
Change Matadata
Change Reviewer
Change Version Description
Delegate Reviewer
Delata

ide Obsolete Version

Reschadule

By clicking on Reschedule, an author or co-author can delay the Sign before date so that
reminders will not be sent before this new date. A mandatory explanation must be given by the
author or co-author when rescheduling.

Reschedule Save || Cancel

Sign Before *
If guth y sdate |02 Dec 2009 [&|

i [E] Source |} [ B Alie @@ P3|
¢ Font + | Size v]iBIﬂ]EabaXz X‘]E%EEEI;§:E:]

'Z_E]

7l

i
i)
i
5

| Save || Cancel |

After the author and all co-authors have signed, an email can be send to the reviewers to review
and recommend the document version. The review process should be completed within 14 days
following the last of the author/co-authors’ signature(s). This date of Review before is shown in
the metadata, as depicted in the following image.

Review Before 16 Dec 2009

Any reviewers who fail to review the document within 14 days are sent an email reminder,
repeated weekly thereafter.

By positioning the mouse on Edit, and then clicking on Reschedule from the menu, a reviewer
can delay the review date, and reminder emails will not be sent before the new date. A
mandatory explanation must be given by the reviewer(s) when rescheduling.
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Reschedule

Save || Cancel

09 Dec 2009 |5
: =1 Souce | [a B P R AR 4 PO

i Font ~| Size SiB I Ufdex [[EE=EEE|IE IS

i
]

s i |

| Save || Cancel |

After the author and all co-authors have signed, and all of the reviewers (if any) have
recommended the document version, an email can be sent to the approver, directing him/her to

approve the document within 14 days. The Approve before date is shown on the metadata page,
as depicted below.

Approve Before 23 Dec 2009

FommmraLar has e

If the approver does not approve the document within 14 days, an email reminder is sent, and
then weekly after that.

By positioning the mouse on Edit, and then clicking on Reschedule from the menu, the
approver can delay the approval date, and reminders will not be sent before the new date. A
mandatory explanation must be given by the approver when rescheduling.

Reschedule |

Save || Cancel |

Approve Before =

IF a0

(=]

this date then 09 Dec 2009 |&F

%)

| B saues J [ H o= fO@Q) 4 ¥
i Font + | Size v,EB I H,Ealae)(; X*,EE

,:

I
i

Save || Cancel

Only the project administrator can reset the sign before, review before and approve before
dates, of any document, to a date earlier that the automatically set date.

9.18 Report on the Approval Process

A report can be generated to summarize the status of the approval process for a document
version. Any stakeholder (the Author, Co-Authors, Reviewers or Approver) can generate this

IDM Manual Page 37 of 72



TTER D 22223)v5.12

report by positioning the mouse on Action, and then clicking on Generate Report and Send by
Email, as depicted below:

Action ¥ Add ¥ Edit ¥ WView ¥
Add to Favorite

Clone meta data

Create Shortcut

Export to Word

Generate Report and Send by Email
Send Mail

Subscribe

Supersede by
The report provides the following information:

e UID (a unique identifier, also called the IDM number), current status, current
version, and so on.

e Chart that displays review/recommend statistics.
¢ All comments that are associated with the version

e All users who have specific roles on the document version.

This generates the report, and takes the user to a mail page containing the link to the generated
report. The user can then set various mail options, such as recipients, and subject. A few
images of sample review reports are shown in the following illustrations.

ITER_D_ XXXxXX v1.0 Approval Status

Document Title: Presentation Document

CURRENT VERSION: v1.0

This version of the document was

submitted by the author on: 09 Mar 2009

The final status of the previous

version of this document was: Signed

The document review is expected to

 Waiting Decision
B Mot Recommended be completed by: 23 Mar 2009

W Recommanded

The review status is:

Recommended 1
Not Recommended 3
Waiting Decision 1

Here are the comments of the reviewers who did not recommend the document:
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Here are the comments of the reviewers who did not recommend the document:

Name Entered on Date |Comment

Alice Weber 10 Mar 2009 The document is not written properly.
John Smith 19 Mar 2009 Please format the document.

Beob Miller 18 Mar 2009 Please review the section 1.1 again.

Here are other comments related to this version:

Name Entered on Date |Comment

Alice Weber 09 Mar 2009 The document is nicely composed.

Here is the current list of persons involved with the current version of this document

Name Role Date

John Smith author has signed: 09 Mar 2009 15:12
Alice Weber reviewer

Bob Miller reviewer has reviewed: 19 Mar 2009 09:29

Instead of having the report sent by email, it is possible to view it on the screen by selecting
View Report on the View menu, as indicated in the following image.

Edit * View ¥
Show Path
View History

View Report
tus .p.._._

The report can be exported in MS Excel or PDF format. The export options are available at the
top of the report, as shown below:

K] ] of1 | ] 4@ 100% e Find | Mext Select a format  |w| Export

Select a format
Excel

Acrobat (PDF) file

9.19 Delayed Action Report

This report is generated for all users who have pending actions (Sign, Review, Recommend,
Approve). The report is generated weekly, and is sent to the corresponding person
automatically by email. The report lists all pending tasks and also provides hyperlinks to the
documents. A sample report is shown here:
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ITER Document Management System (IDM).

Report of outstanding activities in IDM

This is a report of the outstanding actions you are expected to accomplish using the

# |Item Action |Due Date Days overdue
1JITER_D_XXXXXX v1.0 - Document Title Sign 13 Mar 2009 [=|20
2ITER_D_XXXXXX v1.0 - Document Title Sign 13 Mar 2009 |=21|20
S[ITER_D_XXXXXX v1.0 - Document Title Sign 16 Mar 2009 |=/ |17
4|ITER_D_XXXXXX v1.0 - Document Title Review |20 Mar 2009 |=2]13
S5[ITER_D_XXXXXX v1.0 - Document Title Review |20 Mar 2009 |=/|13
GlITER_D_ XXXXXX v1.0 - Document Title Review |23 Mar 2009 |=/]10

To know more on how to reschedule an activity, please consult the

Click on the item hyperlink to get to the description (metadata) and complete the

action, or click on the calendar [ icon in order to reschedule this activity.

IDIM Manual

this list. please mform us by e-mail: doc{@iter.org

Please note: this is an antomated report generated directly by IDM (ITER Document Management

System). Do not respond directly to this message. If you think that some of the items should not be 1n

9.20 Cover Page Generation on Document Version

A cover page can be generated for *.rtf, *.doc, *.docx and * pdf files, and is mandatory for all

baseline document types.

The following illustration shows a section of the change metadata page that is displayed when
editing the metadata of an existing document (by placing the mouse over Edit, and then
clicking on Change Metadata), or else at the time that the document is first uploaded (by
placing the mouse over Add, and then clicking on 4dd Document).

Configuration

Auto Generate Cover Page? Il
Whs & g
PBS 2!
All registered IDM users can add Il

comments

Sign Document

Send Mail

IS
-
Folder Keywords |
-

Is this document restricted?

Hide
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Authors or Signatories of the document can tick the Auto Generate Cover Page? check-box,
and subsequently click on the Save Document button. This causes a new option, Update cover
page, to be added to the Action menu, as shown in the following illustration.
Action ¥ Add ¥ Edit ¥ WView ¥

Add to Favorite

Clone meta data

Create Shortcut

Export to Word

Generate Report and Send by Email

Send Mail

Sign

Subscribe

Supersede by
. Update Cover Page

There are two ways to generate a cover page for the document:
I. On Demand (using the Update Cover Page menu item)

2. System generated

9.20.1 On Demand

By placing the mouse over Action, and then clicking on Update Cover Page, the process starts
to attach the default cover page to the document. When the process is complete, the user
receives the following message:

Windows Internet Explorer E'

L] E Cover Page successfully generated
L

When the user next clicks on the document title, to view the pdf version of the document, a
cover page will have been attached, as shown in the following example.
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D0 LI

729D79

108 DATE 7 VENSIOHN /P STATLUS

25-Jun-2009 /1.3 ' CURREENT

EXTERMAL REFERENCE

Manual - Handbook - Standards=

COIL POWER SUPPLY CONTROL

Descrprion of the decvanent or its application Description of the document or its application
Drescrprion of the decvanent or its applicaton Description of the document or its applicaton
Drescriprion of the decvanent or its applicaton Description of the document or its applicaton
Drescriprion of the decvmment or its applicaton Description of the document or its application
Descriprion of the docvanent or its applicaton Description of the document or its applicaton
Descrpnion of the doournent o)

Apprivad Preness

Mo Astiv Akt

Asthor Fooeal A, 20-Too- 200 aienad

Radiiirs Alzaae Gaaale J.
Axchar F.
Ariner E.

Baay X.
Balaglarzv 5. CET?
Bardazals E.
Baccacezm Lo
Braoa: B.
Bran=F.
Brozscae F.
Cardsze-Corrales 5. CEF
Allgheta 9. 1p-Jun- 2 s e
Faual ¥, 1p-Jun- 1S recommended | IGFODC CHDVCTTIT

Appiressar

Tt Sacizride: Toved 170 ancdamfied)
B Alics Wabar

EO, project adminizracss

The history of changes for the document is added on the page following the cover page:
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Change Log
Version | Latest Statis Date Description of change
vl.2 In Work 25 Jun 2009 Please explain the reason for a the new version, what comments had been

addressed from the previous version Please explain the reason for a the new
version, what comments had been addressed from the previous version Please
explain the reason for a the new version, what comments had been addressed
from the previous version Please explain the reason for a the new version, what
comments had been addressed from the previous version Please explain the
reason for a the new version, what comments had been addressed from the
Previous version

vl.l In Work 25 Jun 2009 | Description of the document or its application Description of the document or
its application Description of the document or its application Description of the
document or ifs application Description of the document or ifs application
Description of the document or its application Description of the document or
its application Description of the document or 1ts application Description of the
document or 1ts application Description of the document or 1ts application
Description of the document or its application Description of the document or
its application Description of the document or its application Description of the
document or its application Description of the document or its application
Description of the document or its application

v1.0 Signed 25 Jun 2009

After the cover page has been generated, the RO, Author and Project Administrator will also
see the Remove cover page option on the Action menu, as shown in the following illustration.

The option of a cover page can be removed by unchecking the Auto Generate Cover Page?
check-box in Edit, Change Metadata.

End user cannot change the document template for the cover page. This is done by Document
Type Category Responsible Officer. It is done by selecting one from the list, as shown in the
following illustration. If none is selected, the default cover page will be used.

Coverpage Template I = Sglect—r | w I

for documents of this document type cover page
Force the Cover page generation MNew Template

LI =5 P w WNALTILY LU AT T WaE

=rafe =

Once a document has been created with an automatic cover page, the document is
viewed/downloaded as a pdf. The original document type (ie *rtf, *.doc, *.docx and *pdf
files) is available only to the stakeholders of the document, to be used for a new version, or for
making comments during review or disapproval process.

Obsolete Water Mark

Once such a document has been made obsolete, a water mark “Obsolete” will be displayed on
all the pages of the document, as shown below.
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EDisd LT

C499BB

108l DATE 1 VERSICH § STATUS

25-Jun-2009 /1.1 / OBSOLETE

EXTERMAL REFERENCE

Manual - Handbook - Standards

COIL POWER SUPPLY CONTROL

Please explain the reason for a the new version, what comments had been addressed from the
previous versionFlease explain the reasom for a the new version, what conunents had besn
addressed from the previous versionPlease explain the reason for a the new version, what
conments had been addressed from the previous versionPlease explain the reason for a the
new version, what comments had been addressed from the previous versionPlease explain the
reason for a the new version, what comments had besn (.}

Agpiroies! Provest
E " At
Asthor Feoial A, 25 Fun-20H8:imad
Hibdienirs
| Apircur

Documint Sacurite Nosel HTO ancfarifedl
Rk Alize Wi

9.20.2 System generated

If the user does not create the cover page manually, the system will automatically generate one
after several minutes. The cover page is updated each time a change is made to the document
metadata, or when a stakeholder signs, recommends/reviews or approves the document version.

9.21 Private for Stakeholder

This feature allows a document to be made private to the stakeholders: only stakeholders will
be able to see the metadata page, or to access the View History information.
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The following image shows a section of the page that is displayed when editing the metadata of
an existing document (by placing the mouse over Edit, and then clicking on Change Metadata),
or else at the time that the document is first uploaded (by placing the mouse over Add, and then
clicking on Add Document).

Private For Stakeholder? |7

9.22 View HTML format of document

ITER_D_22223J v3.20 - IDM Manual

Properties Hide
Document Title IO Manual (22223 v3.20) (Current] e
Current Version (1) v3.30

|click ta see in html Farmat |

This feature allows the user to view certain types of document (those uploaded with “.doc” or
“.docx” extension) as HTML files. A document that is converted to a “.pdf ” as a result of
selecting Autogenerated cover page will also be available in HTML format. Clicking on the
icon, as shown in the illustration above, quickly opens the HTML format of the file if required.

9.23 Metadata links: Superseded By

A document stakeholder can position the mouse on Action, and then click on Superseding Link
from the menu, as shown in the illustration below, to indicate that the document is to be
considered obsolete and superseded by another.

Action ¥ Add ¥ Edit ¥ View ¥
Add to Favorite

Clone meta data

Create Shortcut

Export to Word

Generate Report and Send by Email
Send Mail

Subscribe

Supersede by

Select the documents that are to be shown as superseding this document, and click on the Save
button. (One or several documents can be selected).

Note: only the approver of the approved version of a document is allowed to supersede that
version with another document. For document with status, /n Work or Signed, only the RO of
the folder containing the document to be superseded can supersede one document by another.
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Select one or multiple Document

Enter Document 1D: ITER_C_ document2 Enter minimum four characters

[TER_D_&0273E - Document?

1 recards available for selection

| Save || Cancel |

The “Obsolete Document” page will then indicate that this document has been superseded, and
by which documents.

Warning: you are accessing an obsolete version
Download here: Documentl (A37B09 v1.0)
Current version: 1] v1.0
Signature Information Hide
CoAuthor \(_\\ Alice Weber & has Signed: 25 Nov 2009 16:50
This document has been superseded by:
Title Last change date Issue Date Tvpe Size Status Signatory
@ Document? (ITER D 80273E v1.0 25 MNov 2009 16:51 25 Nov 2009 =t o B In Work Weber A,
No. of Records : 1
View Access: aeveryone
Add Access: averyone
link ITER & A - Documentl  hitp://localhost: 1583/ Fuid=A37B08
The superseding documents will also show in their metadata the new information about the
superseded document, as shown in the following illustration.
This document supersedes: Hide
Title Last change date Issue Date Type  Size  Status Signatory
@ Documentl ((TER D 37809 v1.0 25 Nov 2008 16:52 25 Mov 2009 et 5B Obsolete Weber A

No. of Records : 1

Note: The “Superseded by” link is not available in version 0.0, as there is no file.

9.24Metadata Links: Generated From

In some cases a document has been generated from another document, but does not supersede
it.

In such situations, the generated document can have the link of the original document in the
field Generated From located in the ‘Additional Information’ section of the metadata.

To set this property while uploading a new document, edit the field in Add, Add document.
To set this property for an existing document, edit the field at Edit, Change Metadata.

Note: The UID of the linked document must be known before making the search.
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Additional Information Hide
Issue Date * 19 Jul 2010 &
Comment Description Frivsz Fel 121 ab_ 2= E & s

. | g
Font - | Size B I U [ abe X, x* H

M g
;

=
[}
i
i

Heywords

Ext I Humber

Private For Stakeholder? ]

Contractual Information

Generated From ) >

This property has a reciprocal nature. In the metadata of documents selected in the field
Generated From, there will be an extra field created automatically entitled Derived Documents.
Here will be listed the documents that have been generated from the original document.

9.25Clone Metadata

This feature allows users to make a copy of the metadata. Click on Clone metadata in the
Actions menu of document’s metadata view page as shown here:

Action ¥ Add ¥ Edit ¥ View ¥
Add to Favorite
Clone meta data
. Create Shortcut
i
Export to Word
Generate Report and Send by Email

Send Mail

This menu will be available to users who can “add” documents in the folder of the current
document.

By this method the complete metadata of the displayed document will be copied except the uid
and file itself.

A new page will be opened as shown here with all the copied data filled in.
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Add a Document in Training Save Document | | Save + Load Next | | Cancel |
Properties Hide
vid [sreaTl =] mER_D_3PEQTL

Title Sample Document

f\bstrac‘l or description of the document =] Source :L i 4 ab 7 -

i Font - | Size -liB I u

This is a sample description of a sample document.

Upload File Browse Delete

Document Type * [D}-Memarandurn / Note &7 70

Roles Hide
AuthoriSignatory * I author 'l

Author * Alice Weber @ R

Co-author Alice Weber 9%

Start typing a person's name to select them.

Reviewer Alice Weber %

John Smith %

Start typing a person's name to select them.

Approver Alice Weber @ %

The user can change the metadata where necessary, and can upload a new file and save the
document.

The new document will be created in the same folder.

9.26 Modifying Change Description of New Version

When a new version of a document is uploaded, an explanation of the changes from the
previous version is mandatory in the field, Change description on new version. This field can
only be corrected by the author/signatory for the period that document remains In Work, see
section 9.3.

Action ¥ Add ¥ Edit ¥ View ¥
Change Approver
Change Author

de Work Change Co-author

Change Metadata
In Wi

Change Reviewer

Signe
d Change Version Description

ARPTE Delete
Curre

Obsolete Version

or || INWo g chedule
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9.27Restricted Documents

Restricted documents are documents which are placed in a Restricted folder. The restricted
folders can only be accessed by members of the Global Group: IO_Restricted.

A document can be made restricted by setting the “Is this document restricted” property of
document to true. A restricted folder will be identified by “r” suffix. If a document is made
restricted then its restricted folder will automatically be created and the document will be

moved into that restricted folder.

Is this document restricted? D
[] Title Last change date lssue Date
[0 EgDesian 1 04 Jan 2010 13:20

The icon to identify the restricted folder is “&. The document is allowed to be a restricted
document only if all stakeholders of document are part of GG: 10 Restricted group. The
restricted folder will have only View access.

The security of a restricted folder will be the intersection of the parent folder security and GG:
10O Restricted group members, so that only common members will be able to see the restricted
folder and its contents. The membership of GG: 10 Restricted will be controlled and managed
the Section Head of SAS/SCD/SEC.

9.28 Next Expected Version Date

This property indicates the date on which a new version of a document should be produced.
The purpose is to assist the submitter to manage the document. In general this is not a
mandatory field, although it could be selected as mandatory for specific document types. The
property can be selected as part of the metadata when uploading a new document, or after the
upload has been saved in Edit/Change Metadata.

r-_.lext expected version date . =
- S M T W T F § -
*indicates required field 1

23|45 6| F 8
5 phg 11 12 13 14 15
16 |AF || 18 | 19 20 |21 22
23 24 25 |26 2ZF |28 29
30 | H
Clear | Close

Setting a date for this property will enable you to be notified via the 7o Do list.
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. Created
Title Type Status By

Due
Date

10 Jan
20M

Creation Date equested Action

@ AA Test for Mext Version (C7ETIC Document Portal A Upload New Verzio

If you wish to remove the date, click Clear from the end of the calendar. This will also remove
Upload New Version as a Requested Action for that document in your 7oDo list.

When you upload a new version this property is reset by the system to no date. If required, you
would need to set a new date yourself in Edit/ Change Metadata.

9.29Documents under Configuration Control

A document comes under configuration control when its document type is a configuration
controlled type. Document types under configuration control are clearly labelled: “(Under
Configuration Control)”.

Documents under configuration control are listed with a padlock icon:

Under Configuration Control (iTER 0 708418 vi 0 08 Apr 2010 15:45 08 Apr 2010 ulsx
|

When under configuration control, the actions “Change Document Type” and “Add New
Version” must be validated by the configuration control manager before being carried out. In
order for an action to be validated, a request must first be submitted. These requests are only
valid for the user who submits them.

This additional workflow step is reflected by a change in the action name, for example Add
New Version becomes New Version Request, and is only available from the 4dd menu.

Action * Add ¥ Edit * View ¥
Add Attachment
Add Comment

ide WorkFl Add Note

In Wor MNew Version Reques
TP

If a request has already been submitted, this option will be replaced with the ability to view the
request:

Action * Add ¥ Edit * View ¥
Add Attachment
Add Comment

ide WorkFl Add Hote

In Wor View Version Regues
T gl ———

1AT275 - Document Approval Request

Properties Hide WorkFlow Status Hide
Document @ITER_D_1A7275 - Also Under Config Control Submitted

Action Document Approval Request Approved

Submitter Downing James EXT Disapproved

Status Approved Current Status

Approved

When creating a request, justification must be given for the action.
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If the configuration manager approves the request then the action will be available as usual on
the document, for the user who created the request.

If the configuration manager refuses the request, the View Document Approval Request remains
visible, and the action is not available. The configuration manager may approve a disapproved
request at a later date.

9.29.1 New Version Requests

After a new version request has been approved, the Add New Version action is available until
one of the new versions has been Approved.
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10 Search

10.1 Simple Search

Campbell Judith

22223j @ Advanced Search
m » Contact Subscribe Help Manuals

The search engine performs a simple search for any text string that is typed into the Search box
(as in the example above, searching for the UID “22223j”). The search engine searches for this
text in the metadata of each document to which the user has read access (on the IDM system).
That is, it searches for the text within the following fields of each document: the UID, the title,
the description, the author, the contributors, the co-authors, the reviewers, the approvers, the
status, the workflow, the external number, and the document type.

Click on the magnifying-glass icon, as shown below, to start the search. IDM performs the
search, and returns a list of applicable documents and folders.

321cba =

10.1.1 Phrase Search

In Search, “IDM Manual” and “Manual IDM” will produce same results, as shown here.

Results found for idm AND manual. (1,15 seconds)

[ include Obsolete T Include Full Text | Search Again For -> idm manual \".’)

@ &
© idm manual
UID:22223)  document type: [dl-guideline/ handbook (non-baseline document)  Author: campbell j. Last modification: 05 Jul 2010 09:49 © Action
7 cws Action
@ archives application manual (idm) - user ) Design Work Orde
UID:2UZKKY  document type: [dl-guideline/ handbook (non-baseline document)  Author: villarreal 5. Last modification: 18 Jun 2010 10:18 o :
ocumen
 Record
@ archives application manual (idm) — system administrator P
UID:2UWCPG  document type: [dl-guidelines handbook (non-baseline document)  Author: villarreal s. Last modification: 04 Jan 2010 14:56 ask

@ why diagrams?
UID:33B82R.  document type: [dl-presentations  Author: papineschif. Last modification: 02 Jun 2010 15:31

@ 51p2us 010 annex a
UID:2WBILK  document type: [kKl-annexa Author: miele p. Last modification: 16 Aug 2010 13:54

L—') procedure for the management of cad work & cad data (models and drawings)
UID:2DWU2M - document type: [dl-guidelines handbook (non-baseline document)  Author mann j. Last modification: 31 May 2010 01:18

L—') instructions for uploading documents into idm
UID:2UTZGC  document type: [dl-guideline/ handbook (non-baseline document)  Author mena m. Last modification: 10 Jun 2010 08:36

@guidelines for catia drawings and data structuring in collaboration
UID:35ZHID  document type: [gl-working instruction  Author: thomas e. Last modification: 02 Jun 2010 13:07

@ codac core system installation manual
UID:33IMNEW  document type: [dl-guideline/ handbook (non-baseline document)  Author: kobal m. Last modification: 20 Jul 2010 11:35
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Results found for manual AND idm. (1,171 seconds)

[ nclude Obzolete [ include Full Text | Search Again For ->

© idm manual

UID:22223)  document type: [d]-guideline/ handbook (non-baseline document)  Author. campbell j. Last modification: 05 Jul 2010 09:49

@ archives application manual (idm) - user

UID:2UZKKY  document type: [dl-guideline/ handbook (non-baseline document)  Author: villarreal s. Last modification: 18 Jun 2010 10:18

@ archives application manual (idm) — system administrator

UID:2UWCPG  document type: [dl-guidelines handbook (non-baseline document)  Author: villarreal s. Last modification: 04 Jan 2010 14:56

@ why diagrams?

UID:33B82R  document type: [dl-presentations  Author: papineschif. Last modification: 02 Jun 2010 15:31

@ 51p2us010annexa

UID:2WBJLK  document type: [k]-annexa Author miele p. Last modification: 16 Aug 2010 13:54

\:') procedure for the management of cad work & cad data (models and drawings)
UID:2DWU2M - document type: [dl-guideline/ handbook (non-baseline document)  Author mann j.

Last modification: 31 May 2010 01:18

@ instructions for uploading documents into idm
UID:2UTZGC  document type: [dl-guideline/ handbook (non-baseline document)  Author. mena m.

Last modification: 10 Jun 2010 08:36

@ guidelines for catia drawings and data structuring in collaboration
UID:35ZHID  document type: [ql-working instruction  Author: thomas e. Last modification: 02 Jun 2010 13:.07

@ codac core system installation manual

UID:33INKW  document type: [dl-guideline/ handbook (non-baseline document)  Author: kobal m. Last modification: 20 Jul 2010 11:35

The closest match to the word(s) searched is displayed first.

manual idm \'(.))

& Al
€ Action

© Cws Action

& Design Work Orde
€ Document

' Record

) Task

In addition the results can be further refined according to the type of ICP entry, eg Design
Work Orders indicated on the right hand side of the screen will then reduce the original list to

display only Design Work Orders.

Results found for manual AND idm. (0,31 seconds)

[T nciuge Obsolete T Include Full Text | Search Again For -> manual AND idm \@

© dwo-26-301-gdc-us
UID:2MEF7G  Design Work Order  Last modification: 28 Jul 2009 1515

© dwo-30-301-fae
UID:35KY4R  Design Work Order  Last modification: 26 Apr 2010 14:11

© dwo-30-301-fae-ext-2
UID:3NOFPT7  Design Work Order  Last modification: 04 Aug 2010 21:01

@ dwo-30-301-fae-ext-1
UID:34HATA  Design Work Order  Last modification: 25 May 2010 10:52

© dwo-76-337-min
UID:33QC4C  Design Work Order  Last modification; 24 Jun 2010 08:08

O
© Action
0 Cws Action

[ De=ign Work Order
' Document

) Record

) Task
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10.2 Advanced Search

A finer control of the search engine is possible with the Advanced Search teature of IDM. This
performs the search only on selected metadata fields.

Click on Advanced Search in the Top Frame, right hand side.

Advanced Search

A template with several search options will appear. Place the cursor on the metadata item to
which you wish to add a filter, and select (Search condition) and fill in (Search value) the
relevant information. Then press Add Filter to add the filter to the search, and repeat with any
other metadata item.

The check boxes (left of the list of metadata items) can be ticked to select the metadata
information that will be provided for each document found as a result of the search.

Advance Search Hide

Select Type : | Document El FR-IWS-ICPBO1

Hide Reports Hide

No Report(s) Availble

on the search

= Documen D Search in folder -> \Ticket Systems\IT Tickets\Web applications: ICP & IDM
Condition List Hide
Creation date Mo Condition(s) Applied

Created By

Last change date Add Condition Hide

[¥/ Last Change By

[T] Abstract or description of the document
[ Document Type Category Search condition Contains [+]
[ Document Type

[T Last Version Status ——

Last Version Workflow Status "

[T] Authar/Signatory

[7] Author

[7] Ca-author

[ZI Reviewer

[C] Approver

[ZI Contributors

[Z] Author who have not signed

[T] Co-author who have not signed

Property name Title

Search value Timesheats

The advanced search can also be used to create, and save Reports. The user can search by
selecting the Metatype from the drop-down menu, such as Document, Folder, and Tickets. If
the user wants to save the search reports, they should do so from the results page (as indicated

below):
Condition List Hide
Content Type Property Operator Value
Document Title Contains Timesheets
Advance Search Result(s) Hide
[ BackTosearch | [ Export To Excel FR-WS-ICPBO1
Title Creation date Created By Last change date Last Change By LastVersion Workflow Status Issue Date Type Size Signatory
@proposal on Timesheets 21Jul2009 1613  SuM 21 Jul2008 16:13  SuM Signed 21Jul2008 ppt 203KE  SuM
@"'-'\"hIT\meSheels’?“-Presemation 12 Nov 2009 14:48  Lenormand 5. 28 May 2010 02:50  Portal A, Signed 18 Nov 2008 pdf 305.07 KB Lenormand 5.
OTimesheets - Obsolete versions - Plant 26 Apr 2010 13:46  Duglue L 31 May 2010 01:23  Portal A. Signed 29Apr2010 xis  24KB Duglue 1
@Timesheets-gbsg|e[e versions - Mechanical pr201013:41  Dugluel 31 May 2010 01:23  Portal A. Approved 26 Apr2010 xls  26.5KB Duglue 1.
@imesheets - obsolete versions - Configuration 26 Apr 2010 13:47  Duglue L 31 May 2010 01:23  Portal A Signed 30 Apr2010 xls  2TKB Duglue |

Found 5 result(g). Viewing Page 1 of 1.

IDM Manual Page 54 of 72



TTER D 22223)v5.12

10.3Full Text Search

It is possible to conduct a search for a given text string within the body of documents. To do
this, the user first needs to perform a simple search, as described above (which, of course, only
searches for the text string within the metadata fields). Then, when the search results are
displayed, he/she can tick the checkbox labelled Include Full Text, and then click on the button

labelled Search again for =>.

[T include Obzolete [ include Full Text Search Again For -> idm manual \'@)
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11 Security Settings

11.1Giving Permissions to Groups

Security can be set on folders in IDM. To change the security of a folder (where you are the
RO) select Edit > Set Security from the menu when viewing the folder. You will be presented
with a view showing which groups are currently assigned permissions:

Permission set on groups

Group RO Add View None
AD: External Collaboratars i 'y i
ADITER ' = '

You can change the permissions granted to these groups by selecting the appropriate column
(Add, View or None) and then pressing the save button.

To grant permission to another group, use the Group Name search box to find the group, select
the appropriate permission level and then press the save button:

—Add new Group for Permission
Group Mame

section - it T

me to select them.
Section - T - EXT f

—Add new Group for Permission
Group Mame

K cection- T add © View
Ta

Start typing a content’s name to select them.

You may use the tree selection by clicking on the dedicated icon as shown below:

L -

7/

Add new Group for Permissi
Group Mame

Start typing a content’s na select them.

| Show All Groups |

A new window is opened which allows you to select the correct group by browsing the tree
structure.
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lfj ICP - Windows Internet Explorer

= UserGroup
LDAP Groups
=l Global Groups
m |O_Restricted
m  Auditors

Local Groups

Once the group is selected, you must apply your security settings.

If the name of the group is not known, or if you wish to view all the possible groups, then

clicking on Show All Groups will display all AD, GG, and relevant LGs (for that folder), see
below.

— Permission set on groups

Group
AD: External Collabaorators
ADCITER

— Add new Group for Permission
Group Mame

Ta

Start typing a content's name o select them.

| Show All Groups |

| Save || Cancel || Create Local Group
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11.2Local groups

IDM defines certain major groups of IDM user, and allows the user to set their read and write
access rights on any folders for which that user is the RO, or the RO’s trusted person (an
authorised delegate).

In addition, the local group feature allows read and write access rights to be set for custom-
defined groups of IDM users. This involves doing the following:

Within the appropriate folder, click on Edit, and then position the mouse over Action, and click
on Set Security

Click the Create Local Group button, give a name to the local group, select the access rights,
and double-click on those users who are required as members of the Local Group.

Fill in the appropriate fields, and click on the Save User Group button.

Properties Hide
Title * Local Group 1
Individuals * Alice Weber %

Start typing Last Name here

Start typing a person's name to select them.
Group Editors

Start typing a person's name to select them.
Groupis) ITER &#

* indicates required figld Save Local User Group | [ cancel |

To change members of a local group:

Click on the Pencil icon, as shown below.

Local Group Hide
Group RO Add View None

Veber

@ 8 LG: Lacal Group 1 ! O O ®

Note: Local groups can also be used as a mechanism for taking away read and write access
privileges from certain users.
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11.3 Trusted Person

Through the trust-giver/trust-receiver system, the trusted person feature allows IDM users to
delegate all user rights and authority to another trusted IDM user. The trusted person must first
be set up by the user who is giving the trust, and may be for any (long or short) length of time.

Lo |

- Pr

ferences

m

To control and make use of this feature, click on the Preferences button on the top frame.

11.3.1 Trust-giver

To allow another IDM user to work on your behalf, in the trusted person field click, on the
blue icon, and select the appropriate user(s), as indicated in the illustration, below.

User Preference Hide
Max no of files listed per page * 20

Max no of search hits listed * 200

e PO O oot o Weber %

Start typing Last Mame here for selecting a trusted person

Start typing a person's name to select them.

;a\.r;ri.te listings sorting order lh
Content changes notfioaion vy ooty crange et 2]
'_I'i)_DON_Ot_IfIE:at_IO_I"I N :. N |<_Seled_> vl
Copemsione - ©

* indicates required field Save Preference | | Cancel |

11.3.2 Trust-receiver

To work in behalf of another person, click on the name of the user from the drop-down list in
the field Work for, and then click on Save.

In the Top Frame, next to user’s name, the name of the selected trust-giver will appear,
indicating for whom it is that the user is working.

Campbell Judith working as: John Smith [Remove]
E Advanced Search

To return to working on your own account, click on [Remove], or else repeat the above
process, selecting ---me--- from the drop-down list and click on Save. The removal of the
‘working for’ is not automatic on closing the browser, or shutting down the computer. It must
be removed.

When removing delegation, you will be returned to either the page that you were last viewing
(if you still have permission to view it) or to the page that you were viewing immediately
before working as trust-giver.
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12 Move, Link, Convert and Delete

€3 % ¥ 1DM Root / Training / Desian RO: Alice Weber Action ¥ Add ¥ Edit ¥ View ¥

Search Filters Show

[ Title Last change date Type Signatory Issue Date Size Status
O =a1 26 Mov 2009 16:18 Folder RO:Weber A

[J @ Presetnation File (TER 0 24JvEU vi.0 tet Weber A 5B  Signed
[0 @ TestaTer D 2NUB4E v1.0 25 Nov 2009 13:11 et Weber A 5B  Approved

No. of Records : 3

| Delete || Create Shortcut || Cut || Convert Shortcut To Document || Copy Folder Structure

12.1 Cut-and-paste for documents and folders

This enables a document or folder to be moved from one area to another:

1. Go to the folder that currently contains the documents and sub-folders to be moved
(as depicted in the illustration above).

2. Each document and sub-folder has a check-box associated with it, in the left-most
column of the display frame (as shown in the illustration). Tick those (by clicking on
the check-box) that are to be moved. (One, many, or all may be selected).

3. With sufficient access rights, there will be a Cut button among the buttons along the
bottom of the frame. Click on the Cut button.

4. Now go to the folder in which the chosen documents and/ or sub-folders are to be
pasted.

5. With sufficient access rights, there will be a Paste button among the buttons along the
bottom of the frame. Click on this Paste button.

12.2 Create Shortcut for documents

1. Go to the folder that currently contains the documents and sub-folders that are to be
linked (as depicted in the illustration at the start of this chapter).

2. Each document and sub-folder has a check-box associated with it, in the left-most
column of the display frame (as shown in the illustration). Tick those (by clicking on
the check-box) that are to be shortcuts in another folder. (One, many, or all may be
selected).

3. With sufficient access rights, there will be a Create Shortcut button among the
buttons along the bottom of the frame. Click on this Create Shortcut button.

4. Now go to the folder in to which the chosen documents and/ or sub-folders are to be
pasted.

5. With sufficient access rights, there will be a Paste button among the buttons along the
bottom of the frame. Click on this Paste button. The shortcuts are depicted with a
dark arrow on their & icon for a folder and & for a document shortcut.

6. Create Shortcut will not be available if the folder is restricted for shortcuts as shown
below.
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Hestric‘t Shortcut * dizallow shortcut j

12.3 Creating a shortcut to a folder

1. Go to the folder that currently contains the sub-folders to which shortcuts are required
(as depicted in the illustration at the start of this chapter).

2. Each sub-folder has a check-box associated with it, in the left-most column of the
display frame (as shown in the illustration). Tick those (by clicking on the check-box)
that are to be shortcuts in another folder (One, many, or all may be selected).

3. With sufficient access rights, there will be a Create Folder Shortcut button among the
buttons along the bottom of the frame. Click on this Create Folder Shortcut button.

4. Now go to the folder in which the shortcuts to the chosen sub-folders are to be pasted.

5. With sufficient access rights, there will be a Paste button among the buttons along the
bottom of the frame. Click on this Paste button. The shortcuts are depicted with a
dark arrow on their @l icon.

6. Folder shortcuts will not be available if the folder is restricted for shortcuts, as shown
in the illustration in the previous section.

12.4 To convert a shortcut/document

Any number of shortcuts can be made of a document (or folder), each one of which will appear
with the appropriate pointer ® icon. The original document (or folder), though, will still
appear with the normal icon. The Convert To Document button enables a document shortcut to
be made into being the original document with the “original” original one being turned into the
shortcut:

1. Go to the folder that contains the shortcut to be converted (as indicated by the pointer
o icon).

2. It has a check-box associated with it, in the left-most column of the display frame.
Tick this (by clicking on the check-box).

3. With sufficient access rights, there will be a Convert To Document button among the
buttons along the bottom of the frame. Click on this Convert To Document button.

4. This folder will now contain the main (or original) document, as indicated by the
usual icon, and the original document will now be converted into shortcut, with the
@ icon.

12.5 Delete
1. Go to the folder that contains the documents that are to be deleted.

2. Each document and sub-folder has a check-box associated with it, in the left-most
column of the display frame (as shown in the illustration at the start of this chapter).
Tick those documents (by clicking in the check-box) that are to be deleted. (More
than one document can be selected at a time and deleted).
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3. For the Responsible Officer of the folder (or any parent folder) containing the
document / document shortcut to be deleted, there will be a Delete button among the
buttons along the bottom of the frame. Click on this Delete button.

This can also be used to delete sub-folders (in which case, the corresponding
shortcuts will also be deleted).

There is also a facility to delete a document version from document metadata view page. To
use this, place the mouse over the Edit menu, and click on Delete.

However, this menu will appear only if:

1. No action has previously been performed on the document version, such as being
signed

2. The document version is not more than one week old

(98]

The person attempting the operation is the author, co-author, signatory or co-
signatory

The version number is not 0.0.
There is more than one version, and the version to be deleted is the most recent one

No email has been sent from the metadata page of the document version

N ks

No-one except the author, co-author, signatory or co-signatory has downloaded the
version’s file

12.6 Copy Folder Structure

Note: This option may only be carried out by a Project Administrator.

This enables a folder structure to be copied from one area to another:
1. Go to the folder that contains folders and sub-folders that are to be copied.

2. Each folder has a check-box associated with it, in the left-most column of the display
frame (as shown in the illustration at the start of this chapter). Tick those (by clicking
on the check-box) that are required to be copied (One, many, or all may be selected).

3. With sufficient access rights, there will be a Copy Folder Structure button among the
buttons along the bottom of the frame. Click on this Copy Folder Structure button.

4. Now go to the folder in which the chosen folders and sub-folders are to be pasted.

With sufficient access rights, there will be a Paste button among the buttons along the
bottom of the frame. Click on this Paste button.

IDM Manual Page 62 of 72



TTER D 22223)v5.12

13 Miscellaneous

13.1_Viewing your profile, and other users’ profiles

To view the details of your personal profile, click on your name in the Top Frame. From here,
details can be checked (such as your email address, telephone number, office number, IDM
group memberships).

If a change of password or any of personal details is required, click on the Self Admin button.
The system will first demand your present password, and will (assuming that the security check
is passed) then display a page listing First Name, Last Name, Email address, Office number
(building/room), Phone number, and Fax number. The first three cannot be changed directly,
but a hyperlink is still offered to Send a Change Request to the Windows Admin staff to
consider performing the change. The last three, though, can be changed directly by the user, by
clicking on the Change button. The login password can also be changed in this way.

These changes, including that of password, will take effect for all of the ITER computing
systems that are connected on the main network. Indeed, clicking on the Self Admin button
takes you to the network address that can be, alternatively, accessed at any time by typing
https://www.iter.org/selfadmin as the address for your web browser.

Alice Weber's Profile Hide Photo Hi
Userlame webera Add/Change Picture
Abbreviation Groups Hi
FirstName Alice + External Collaborators
Last Name Weber - MER

Contact Information Hide

Office nia

Phone nl/a

Fax nia

Email Alice \Weber@iter.org

Other Details Hide

View Other Users Profile | | View all items in which you are RD | | Self Admin

If you wish to add a photo of yourself in this area using the webcam, go to
https://user.iter.org/?uid=2EHCB5 . This photo will appear above the Groups box on the right hand
side. The photo will also be accessible from the ITER Phone Book, where a blue icon denotes
that a photo is available, and a yellow icon indicates that no photo is yet available.

To view another user’s profile, click on the View Other Users Profile button. A pop-up page
will appear, like the one shown below. Search for the required name, and select it (either by
double-clicking on it, or by using the >> button) and then click on the Apply button.
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/= ICP - Windows Internet Explorer - O IX'

&l https:,l',l'user.iter.u:nrg,l'F‘u:nrtaI,l'F‘ages,l'GenericSeIectiun.aspx?muIti=FaIse&textFieIu:I=u:tIEID_MasterF‘IaceHDIder_GIDDcument_[V] %

Select person | Apply | | Cancel |

Search web|

Alice Weber
Weber Charles

2 records available for selection

| Apply | | Cancel |

Click on the View all items in which you are RO button to obtain a list of the folders for which
the user is the RO.

13.2 Preferences

h  Preferences

To change your preferences, click on the Preferences button, on the top frame.

Preference : Weber A. | Save Preference || Cancel |
User Preference Hide
Max no of files listed per page * 25

Max no of search hits listed * 100

Trusted person [

thiz iz the list of persons who o

o =—-Select--= [v]
Favorite listings sorting order Usze content default [v]
o o ocaivs |22 ]
* indicates required field Save Praference || Cancel |
Other Information Hide
DM user folder webera
Allocated UIDs 3av3l [v|[  Requestfornewuips |
Subscribed items | Manage subscribed items |
Local Groups Hide
Group Name Path
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Here, the maximum number of files that are to be listed in the display frame can be specified,
and also the number of files to be returned whenever a search with the search engine is
performed.

To create your own Users folder, click on the Request button. This button will not be offered if
the folder already exists for you.

You can select sort order, for the Favorites list, from the drop-down list for sorting by Title,
Creation date, or Last modification date.

Clicking on the Manage Subscribed Items button takes you to a page that lists the documents
that are presently being tracked for you.

You can select to Receive email daily or Receive email weekly, or, by default, No email.

You are allocated, in advance, a list of UIDs (that are used, for example, when creating a new
document or folder). These can be viewed in the Allocated UIDs drop-down list. Clicking
Request for New UIDs forces IDM to discard these, and to allocate a fresh set.

13.3 To Do

In order to see the current To Do list (that is, those documents for which your action is
required); click on the 7o Do button on the Top Frame.

.| Lo |
7 ToDo ™

[] Title Type Status Created By Creation Date Modified Date Requested Action Due Date
|:| @Samme Document (27Y7K2 vi 0 Document Version  Signed Portal A 27 Mow 2009 15:38 27 Nov 2009 15:50  Recommend 11 Dec 2009

| Remove from To Do List || Export to Excel |

If you want to clear the documents from your 7o Do list, tick the required check-boxes, then
click the Remove from To Do List button. The selected documents will not appear again in the
To Do list. However, note that documents will still appear on the Delayed Task Lists of
stakeholders if the actions required are not completed within the due date.

13.4 Permission Panel

View Access: External Collaboratars, ITER

Add Access: nroject administrator, RO

link Design  hitps://user.iter.org/?uid=2NRAFS

LaE DOITICATION. £ MOV U0 JU D S

The permission panel is normally already displayed in the display frame. It shows the link and
the path of the folder/document. For folders, it shows the groups that have View access and
Add access to that folder (users with Add access also have View access). For documents, it
shows the users that have view access to the document. Each group is represented as a
hyperlink. Clicking on this will show the members of that group. If both the groups: ITER and
External Collaborator are selected, no other sub group will be allowed as all IDM account
holders must be a member of one of these two groups.
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13.5 Mass Download Utility

Alice Wek
m Advanced Search
= Contact Subscribe Help Manu:
pport = Tools = % ToDo “& Preferences sl Logt
ning / Design RO: Alice Weber action ¥ Add ¥ Edit ¥ View
Add to Favorite
Batch Shortcuts Hit
Export To Excel m
Export To Waord
Status | Al :V Mass Download :"
Send Mail
Last change date Type Signatory Subscribe Size Status
26 Mov 2009 16:18 Folder RO:Weber A
ile (iITER D 34JVBU vi.0 27 Mov 2008 08:50 bt Weber A 27 Mov 2009 5B Signed
ZNUB4E vi.0 25 Mov 2009 13:11 et Weber A 25 Nov 2009 58  Approved

The Mass Download utility is available by positioning the mouse on Action, and then clicking
on Mass Download. It can be applied to any folder that is at least in the third level of the IDM
folder tree.

Note: this utility works with Internet Explorer and is not available for other browsers.

Welcomes to the IDM mass download utility for internet explorer. The file 2ynchronization enly cperates ons way for downlead and not for
Upload.

Alldownloaded filez and folders are located in "My Documentz\DWMY" felder on vour computer.

In arder to enatle the control en non 10 computers you need to download and run this installer with administrative rights.

(works with internet explorer § and later versiens, reguires .NET framework 2.0 to be installed on your computer)

D Download all zubfolders.

Click to Dovwnloac |

In the Mass download page, the “Download three levels of sub folders” checkbox, if checked,
allows the user to download, to your local hard disk, the content of the folder and that of sub-
folders down to three levels. Otherwise only the documents of the current folder are
downloaded.

IDM Mass Download Utility x|

Finizhed downloading 17 files

Open local folder | | Cloze I

Clicking the “click to download button” will pop up this window and process the download of
documents. Once finished, the Open local folder button opens an explorer window showing the
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downloaded files. The current folder will be downloaded in “My documents” of your
computer, as shown in following figure.

& C:Documents and Settings' carayofi,My DocumentsiIDMLICP and IDM - |EI|5|
File  Edit ‘“iew Favorites  Tools  Help | |',’
G Back \J Lj]h P Search i Folders = x n ‘ El
Address I_} Ci\Documents and Sektings’carawofiMy DocumentstIDMICP and I0M j
Mame = | Size | Type | Diate Modified |
IE_]F\utomating_Test_suite_For_I. " 38 KB Microsoft Office Wa... 07(11/2008 12:17
IE_I]Cnding_Standards_ZSYQRM_. " 69 KB Micrasoft Office Wo...  07011/2008 12:17
rﬂ]Database_ﬂgent_ZEQJK\‘_vZ. . Z73KE  Microsoft Office Wo... 07J/11/2008 12:17
E_]ICP_DpiniDn_2DRTW_vI_D.xls 51 KB Microsoft Office Exc... 07(11/2008 12:17
L'-"-'l)lIDrVI_InI:rc-dl.|ction_2:22243_\n'1 - 1,488 KB  Microsaft Office Po..,  07/11/2005 12:17
IE_I]IDM_ManuaI_ZZZZSJ_VS_B.doc 1,777 KB Microsoft Office Wo...  07/11/2008 12:17
E'-'-'i]IDrVI_shDrt_introcluction_22F.C't. " 1,649 KB  Microsoft Office Po,..  07)11/2008 12:17
rﬂ]INSTF'.LLATION_guide_For_IC. a0 286 KB Microsoft Office Wa..,  07f11/2008 12:17
IE_I]Testing_strategy_fDr_ICP_so. . 152 KB  Microsoft Office Wo.,, 077/11/2008 12:17
EE_i!]\I'\-'el:_applin:ation_nletl.-\Jc-rk_an. . 184 KB  Microsoft Visio Docu,.,  07f11/2008 12:17
IE_I]Wc-rk_instructic-n_and_SLF'._F. " 124 KB Microsoft Office Wo.., 0771172008 12:17
[11 objects 5.94 MB | 4 my Computer 4

Only current versions or drafts are downloaded.

If a new version of a document has been added, a subsequent use of the mass download utility
on the same folder will replace the old version by the new one, and delete any documents that
have become obsolete.

It is also possible to flag IDM folders (when creating a folder or by clicking on Rename folder
in the Edit menu) to allow users to download files with their original file names. To do so tick
the check-box labelled “Allow original file name download”.

Responsible Officer

Vibs

Folder Keywords

Allowr original file name download D

For the given folder, the mass download page will now display an additional check-box
“original file names” as shown in following figure.

Welcomes to the IDM mazs download utiity for internet explorer. The file gynchronization enly operates ene way for download and not for
Upload.

Alldownloaded filss and folders ars locatsd in "My Documents\IDMY" folder on your computer. [ original file names
In order to enable the control on nen 10 computers you need to download and run thiz installer with administrative rights.
(works with internet explorer § and later verzions, requirez MET framework 2.0 to be installed on your computer)

D Download all subfolders.

Click to Dovvenlozd
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13.6_ IDM Quick Navigation

IDM Quick navigation is available in the navigation tree if the green button ' on the left side
is visible. If so, click the button and the navigation tree is expanded.

ﬁ 4 W= Folders
=

=)
ey

Information

D Activate Quick Navigation
ITER Baseline Documentation
Meetings & Committees

Plant Breakdown Structure
Froject Integration, Administratic
Publications

Task Agreements & Reports
Users

[ Training

gl Recycle Bin

& % @ Folders
= IDW Root
Plant Breakdown Structure
= Project Integration, Administration & S
&' Project Office

[c3]

9.4 Flanning, Schedule and Procu

[c3]

T.1-7.4 Materials, Analysis, Codes

[c3]

7.6 Design Office

[c3]

9.1 Project Management

m

9.6 Information Technology
Policies
= Project Software
= (7ICP and IDW
@ DM Manual

@om In
@ |DI shommtroduct on

This document gives an initial introduction on how to use the ITER Document Management (IDM) system.

(@ Coding_Standards.dos
-

PN

Ll »
Applications Hide
£/ IDM

ﬁ Ticket System

E Phone Book

&L EForms

Design Waork Management

£} Enginsenng

ITER Document Management (IDM) User Manual

Abstract

Modifications found in Version 3.20:

-

524
7.1
8.7
a1
9.14
9.20

IDM document tvpe (new feature)

New document — added PBS property in screenshot

RO has project administrator rights locally for own folders (new feature)

Icon showing an ohsolete document that has heen superseded by another (rew feature)
Project administrators can change review before, approve before dates (new feature)

Superseded by link screenshot changed, note added

In the navigation tree itself, you can view the metadata page of the document by clicking on the
@ icon. To see the Microsoft Office documents, text, PDF files in the right frame, click on the
title of the document in the navigation tree.

If you are not able to view the Microsoft Office documents in centre frame then visit this link:
http://www.tutorialized.com/view/tutorial/Configure-Internet-Explorer-to-open-Ms-Office-Word-Excel-Power-

Point-Etc-documents/32780 for configure the Microsoft office 2007 documents to be viewed in the

centre frame.
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There is also a facility for you to view Word documents in HTML format when the IDM Quick
Navigation is on, by clicking on the download links of the document in the navigation tree, and
also in the metadata page of the document.

To deactivate this navigation feature, click on the red button @

13.7What’s New

A “Subscribe” link is available in the right hand end of the Top frame. This is used to obtain
the latest ICP News. Whenever anything new comes in ICP, a description of it is displayed on
this News page. The following image shows where to find this “Subscribe” link.

Alice Weber
Eﬁ Advanced Search
¥ Contact Subscribe Help Manuals

The following image shows the appearance of the news page.

ICP News

To subscribe to this RSS feed, please copy the following URL into your favorite RSS reader:

|https:,","user.iter.org;’30rtal,"i‘ages;'RSS.aspx

4 Add to Favorites This RSS Feed.

IDM Report on the Approval Process

A report can be generated to summarize the status of the approval process for a document.

The Author/Co-Authors/Reviewers/Approvers can generate this report from the Generate Report and Send by Email option under
the action menu for the document

This report can be generated for the document version. The report provides the following information:
* UID (IDM unigue number), current status, current version etc.
* Chart to display review/recommend statistics.
* All comments associated with the version

* All person and their roles associated with the document version

To only view the review report (unlike the previous option of sending the report by email) select option View Report under view

Personal Note

In this page, there is also an RSS link. To subscribe to this RSS feed, to receive up-to-date ICP
News, copy the given URL of the page into your RSS reader.

13.8 Personal Notes

To create a personal note within a folder (or document) to which you have View access rights,
position the mouse on Add, and then click on Add Note.
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&3 %5 ¥ /1DM Root / Training / Design RO: Alice Weber Action ¥ Add ¥ Edit ¥ View ¥
Add Document

Search Filters Add Folder Hide
Add Hyperlink K

Add Note
Status | Al M Signatory | Al M
Add a Note in Design | Save Note || Cancel |
properties Hide
Hote * [=] Source J ] ) J e &7 ] = ] ez I_ﬂ £2 ]E H
¢ Fart - | Size - ] B 7 U ] she X. % ] = =

This is a sample note|

* indicates required field Save Note || cancel |

After saving the note, it will be displayed in a yellow box in the bottom right corner, as shown

below.
% ¥ [IDM Root / Training / Design RO: AlicsWeber action ¥ Add ¥ Edit ¥ View ¥
Search Filters Hide
Reset Filters
Status | Al M Signatory | Al M
[ Title Last change date Type Signatory Issue Date Size Status
O =a 26 Nov 2009 16:18 Folder RO:Weber A
F 34JVBU v1.0 27 Nov 2009 08:50 bt Weber A, 27 Mov 2009 5B  Signed
O 25 Nov 2009 13:11 bt Weber A 25 Nov 2009 5B  Approved
Ho. of Records : 3
| Delate || Create Shortcut || Cut |
View Access: Exdernal Collaboraters, ITER
Add Access: project administrator, RO
link Design  hitpe:/fuser.iter.org/Fuid=2NRAFS
Lazt Madification: 25 Mov 2009 11:50 by Alice
ote <]
This is a sample note.
27 Now 2009 10:08 [

To edit the note, click on the ¥* icon, and to delete the note, click on the ¥ icon.

The note can be closed by clicking on the [* icon in the yellow box.
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The position of the note can be adjusted by putting the cursor over its blue bar and dragging it.

A Personal Note can be viewed again by positioning the mouse on View, and then clicking on
View Note. The note will be displayed again in the bottom right corner.

Note: Personal Notes are only visible to the user who created them. No user can view another
user’s personal notes.

13.9 View Action Log

Under certain conditions, a log can be obtained of the actions that have been performed on a
folder or document, by placing the mouse over View, and then clicking on View Action Log

This function is only available for the Responsible Officer of the current folder, provided that
the folder is at the third level (or lower) in the IDM folder tree.

&3 % ¥ 1DM Root / Training / Desian RO: Alice Weber Action ¥ Add ¥ Edit ¥ View ¥

Security Report

Search Filters Show Path de

View Action Log

) View History )
Status | Al || sSignatory| Al | View Note d
This causes a page to be opened, as shown in the following example.
%% % | IDM Root / Training / Desian RO: Alice Websr
Action Log of: Design (ZNRAF3)
Access Report Criteria Hide
Start Date |25 Now 200% || End Date |27 Now 200% |5
Show Full Tree Log? O
Generate Report |
Mots: This iz groupwise log, 0 one person may be in multiple groups and Please contact IT department for more details befors 5 Juns 2009
Design-ViewAction - Total Count: & Hide
Count

Group Hame

The user can select a Start Date and an End Date before clicking on the Generate Report
button.
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24 ¥/ IDM Root / Training / Design RO: Alice Weber
Action Log of: Design (2NRAFS5)

Access Report Criteria Hide
Start Date 25 Nov 2009 | End Date |27 Now 2009 [5E|

Show Full Tree Log?

MNots: Thiz is groupwise E ay be in multiple groups and = t3 & 5 Juns 200

Al-ViewAction - Total Count: 2 Hide Presetnation File-ViewAction - Total Count: 4 Hide
Group Hame Count Group Hame Count

TER 1 TER 2

External Collaborators 1 External Collaborators 2
Design-ViewAction - Total Count: 6 Hide Test-ViewAction - Total Count: 6 Hide
Group Hame Count Group Hame Count

TER 2 TER 3

External Collaborators 3

xternal Collaborators

v om

ection - Mechanical Desi

[=]

Office - Central Integration and Engineering - EX

The log summarises the view and download actions that have been performed by members of
each of the various IDM user groups.

By ticking the Show Full Tree Log? check-box, before clicking on Generate Report, the log is
extended to include actions that have been performed on the sub-folders of the current folder.

13.10 Security Report

A report, showing the security settings of the current folder, is available to the Responsible
Officer of the current folder, provided that the folder is at the third level (or lower) in the IDM

folder tree.
€3 % ¥ 1pM Root / Training / Desian RO: Alice Weber action ¥ Add ¥ Edit ¥ View ¥
Security Report

Search Filters Show Path de
View Action Log B
- View History _
Status | Al |™| Signatory | A1 View Note d
By placing the mouse over View, and then clicking on Security Report, the report is generated,
in the form of an Excel file, as shown in the following example. The security settings are
shown not only of the current folder, but also any sub-folders that it contains.

Folder Access
testing view action log DA by defined email extensions, EFDA, External Collaborators, ITER, project administrator, RO
Folder1 eVeryone
Folder 1.1 All-10-Secretaries, DA by defined email extensions, EFDA, External Collaborators, ITER, project administrator, RO
Folder1.2 eVeryone
Folder 1.2.1 All-10-Secretaries, EFDA, External Collaborators, project administrator, RO
Folder2 RO, project administrator, DA by defined email extensions, EFDA, External Collabarators, ITER
Folder 2.1 EFDA, ITER, project administrator, RO
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