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Document Profile Information
Every document saved in iManage has profile information stored along with it that identifies the record.

This information is referred to as meta-data. When you save a document to a folder in a workspace,

most of the meta-data is inherited from the folder so the only thing the user is required to enter is the

Description, though all fields can be modified as required. All of this information is searchable for

helping find documents as well as in aiding the Records Manager component of iManage in assigning

primary and secondary file classification and file retention.

FIELD
Description

Doc Num
Version

Author
Operator
Activity
Type
Activity

Doc Type

App Type

Workgroup
Box Number

Site
Year

DESCRIPTION

Name of the document entered by the author when the document is
created.

Unigue number automatically assigned by iManage.

Each version of a document is assigned an incremental version
number.

The user who created the document.
User currently working on the document.

Custom field used by the Records Manager component of iManage for
assigning primary and secondary class and file retention.

Custom field used by the Records Manager component of iManage for
assigning primary and secondary class and file retention.

User-defined classification of the document. This filed inherits from the
folder the document is saved to based on the folder matter.

Application used to create the document and open it again. In most
cases this will fill automatically.

Workgroup that owns the document.

Used by the IT Department for finding the paper records that have
been boxed up and a record entered into iManage.

NTPC plant number associated with the file.

Year associated with yearly workspaces.

Viewing Profile Information
There are several ways to view profile information.

1. During Save or Save As - Click the Detail button on the Save As dialog box to view the profile
information that defaults from the folder. You can modify meta-data in this window before

saving the document.
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Save as Type

Save
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23 2 items

New Profile

orking with Documents
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REPORT <Report>

AT-200 <Information Technolog!
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meta-data from this window.
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r 5 bl A B
Properties

| D ——

Checked Out Info

LPLETT <Leah Plett>

CPLETT <Loch Plets I
. PERS <Persanal Workspace>

DOC <Document>
WORDX <WORD 2007>

ey 1,
%4 WorkSite

Sawe Cancel Help

3. Select a document in the document grid and then click the Profile tab in the document results
frame.

[} | Description

Versi I.""‘IHisk}rvl

=
[EFie.. /| Content
Activity LPLETT
Activity Type ~ PERS
App Type WORDX
Author LPLETT
Box#
Comments
Database idocs
Description To be imported
Doc Type Doc
InUseBy
Last User LPLETT
Number 843981
Operator LPLETT
Size 12650
Version 1
Workgroup
‘ mWESTTEﬁEﬁ
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Security

FileSite security is designed to enable sharing of information and collaboration while simultaneously
keeping content secure. In most cases, when you are unable to access an item in FileSite, the reason

involves the item’s security settings or your system privileges.

Workspaces, tabs, folders and document have individual security settings. There are three ways to set

security on a FileSite object:

1. Inherited Security — By default most folders and documents are set to inherit the security of the
parent workspace. That is, if you add a folder inside an existing folder, the new folder will
inherit the security settings of the folder you put it in. Similarly, if you add a document to an
existing folder, your document will inherit the security settings of the folder you put it in.

Icons in the folder list easily identify those folders that are inheriting security or have individual

security assigned.

Y _folder icon showing inherited security

'.‘I' =
~— _folder icon with a key added showing folders with individual security

2. Default Security — sets the default security level for all users. It is recommended you DO NOT

modify this security level.

e S|

Activity LPLETT <Leah Plett>
DocType | DOC <Document>
AopType  WORDX <WORD 2007>

)

Crmrmante:

Versions | Related | History | #here Used

% WorkSite

Properties
(W] |To be imported Other Praperties
Workaroup
Doc 843981 “Wersion: 1 J
Doc Size: 12.3KB (12650 bytes
Createct:  17/08/2011 Modified: 17/08/2011 Site
Last LFLETT Status;  Awailable J
Author ' LPLETT <Leah Plett> Year
Operator  LPLETT <Leah Plett> |
Activity Tvne | PERS <Personal Workspaces _

Security *Modify...

Shared as: Frivate -

iew -

Sawve Cancel

Help
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Private — Access to a document is restricted to the user who created the document and
to users and groups that are explicitly granted access rights.

View - All users can access the document, but cannot make changes to it, unless
explicitly assigned different access rights.

Public - All users have the right to modify the document, unless explicitly assigned
different access rights.

3. Access Control List (ACL) - The Owner of a container, the Author of the document, or user with

Full Access, can assign specific access rights to individual users and groups by creating an Access
Control List (ACL).

August 2011

No Access - The user or group cannot view the document.
Read - The user or group has read-only access to the document.

Read/Write -The user or group has read/write access to the document but cannot make
changes to profile or security information.

Full Access - The user or group have the same rights as the author of the document. In
addition to being able to add, edit and delete items from the document, users can also
change the security and profile information

File Permissions for idocs_843981_1.D0CX - )

Database Mame: idocs
Description: To be imported
Name:

D Narne Allow Login | Access Rights |
i INFORMATIO..  Information Technology hd Read Mrite

i LFLETT Leah Flett hd Full Access

Twpe of Access: |Read,-"Write hd
Mo Access
Add User. | A Fead
r Ok | Cancel Help
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Viewing Security

On a folder or a document, you can view the security settings by right clicking on the object and

selecting Properties.

On a folder you select the Security tab on the Properties window. Folders that inherit security from the
parent will have the “inherit permissions from parent” checkbox marked.

Subjectl Properties - - —ml
General | Security | Profile
I|7 Inherit permissions from parent
L
Default Security Ianate LI
Fermission Entries:
B D ¥ | MName | Allow Lo I Access nghlsl
ll i'i LPLETT Legh Plett N Full Access
Type of Access IFuH ACCESS LI
Add User... | Add Group... | Femove |
I OK I [ Cancel ] [ Help ]

On a document, click the Security Modify button to open the File Permissions dialog box.

Properties

q@_’_'_] ITc be imported

Doc 843981

Doc Size: 12.3KB (12,650 bytes
Created:  17/08/2011

Last LFLETT

Wersion: 1

Modified: 17/08/2011
Statug:  Awailable

Checked Out Info

" LPLETT <Leah Plet>
" LPLETT <lLeah Plett>

Author

Operator

Activite Tvpe  PERS <Personal Workspace>
Activity LPLETT <Leah Plett>

DocType  DOC <Document>
App Type ) WORDX <WORD 2007>

B A o )

rnmments

varsions | Related | History | #here Used

%4 WorkSite

Save Cancel Help

*sjustuiuioded

File Permissions for idocs_843981_1.DOCX

W<

Database Name: idocs

To be imported

# LPLETT Lech Plett

Allow Login | Access Rights

Y Fe

N Full Access

Type of Access: I Fead/\Write

Add User, Add Group

Remowve

fal's | Cancal 1
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Modifying Security

The process to modify security on a folder or a document is very similar. With folders, you first have to
uncheck the “inherit permissions from parent” checkbox to enable the fields in the window allowing you
to make changes.

1. Select the Type of Access from the drop down and then click the Add User or the Add Group

button.
Select Internal Group({s) HH
Setect Internal User(s) = | ) B
- - | Show all possibla antrias that match Oplion |
C)
Show all possible prvies thet match Opbon [ | | W Star with |
| : zlnﬂmlh | Lok inD  Condaing |
Look in Databases orens | |1'i' = ;I Find Now
[iet =] Find Now ]
| Logkup Results; I™ External Group
Loakup Fiesults [ Esternal User Group Mam Enstily Flag | Contamor Mame = |
| | UsesID Full Mame Allow Login Location Phone - [ JACCOUNTS PAVABLE - o Oill=Hay Fiver.... [B
[Y2ALC05 Arlene Alcos T Hey Fiver 6707452772 i ALL MAMACERS All Managers v OllHey Fiver...
f AALFARLG  AlAliaug K] Heny Finvir 678745213 1 ALL YELLOWENIFE Allvullowknde
f AALLISON Allgn Allon Al Irnnak BEP-7T3-7725 il BILLING CUSTOMER SEFRM...  Billing Custamer .. OU="allowknife...
i ACUNNINGH...  Allan Cunningham Y ety Finver BET-8745226 i BUSINESS & ENERGY DEV_  Business & Ener.. CilleHey Fiver,..
UNNL. adm_scunningh.. v i Corp Satety & Ernacnrmoent Corporate Salet . v
RS adm_JFarsyth i Hay River | |l Corpoeate Execatra Corporate Fxec CiLl=Heny Hrar,
I CKE  adm_jlockir A Hey Finsir | |l CORPORATE OPERATIONS... Corporate Oper.. Y QUsHey Fiver....
B AELLIS Andrew Ellis ki Heny Flnver 96797523 | |#% DeTEXTWORKS Disiextworks y OllsHoy River,..
f AGLAICAR Agail Glaicas A Hexy River BE7-874-5258 W MUE T COSEOEATE [ Mheaeios Casmeos % Pl b llemad ey
R sl arEcne P p— v Vallwdrita  ARTSRAITN | |« m b
Ll 1,
T = I 71 | Add Usars,, 5
|
hemis) Loaded: 295 : hemis) Loaded: 59 |
Cancel Help | Concel | Help | |

2. Double click on a userID or Group to add them to the bottom panel. Or single click on a UserID
or a Group and then click Add to add them to the bottom panel. Add as many users or groups
as you wish. Click OK.

3. You can modify the type of access assigned to each user or group listed by selecting the user or
group from the list and then picking a security type from the drop down list.

General FileSite Security Rules
e The Author of a document or the Owner of a folder always has Full Access.

e When you create an ACL for a document, users and groups that have Read access or higher to
the workspace can be added to that ACL. In other words, users and groups that do not have
access to a workspace cannot receive access rights to the items within that workspace.

e When you create an ACL, the access privileges granted to specific users and groups are
exceptions to the Default Security levels you choose. For example, if a documents’ Default
Security is View, then all users will implicitly have Read access to it. However, a user who has
been explicitly granted No Access will not be able to see the document.
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e When a group is granted access privileges to a document, the same access rights are applied to

all users who are members of the group.

e FileSite security is based on an optimistic model. This means that, whenever access privileges
conflict, the greater access privilege is applied. For example, suppose you have Read access to a

document because you are a member of Group 1. However, you also have Read/Write access to
the document as an individual user. In this case, because your individual access level is higher,

you will have Read/Write access.

Understanding Application Integration
Application integration is the seamless integration of FileSite with applications like Microsoft Office. It
allows you to perform FileSite functions directly from the application you are using. FileSite integrates

with many windows applications, but the main ones used at the Corporation and the ones we will
discuss in this document are the Microsoft Office suite (Word, Excel, PowerPoint) and Adobe Acrobat.

In the Microsoft Office integration, FileSite replaces some of the applications’ file menu to provide
access to FileSite commands (Figure 1). The Save, Save As and Open buttons now evoke the WorkSite
Integrated Desktop window allowing you to save to iManage or open from iManage. The Local Save
and Local Open evoke the standard Office Save As or Open dialog boxes, allowing you to save to or open
from your local computer. FileSite also adds a new menu option called WorkSite to the ribbon bar.

|l save
Save As
H' Local Save

5 Open

Home

=
- Local Ope

4 Close

Home

Insert Page Layout References Mailings Review WView WaorkSite

Switch Connect Mode g Send Link +— e \ F=
T BE B 8

Connect

Properties Link  Footer Compare and About
- Merge Documents

Email Properties Insert Review Help

Figure 1. FileSite commands integrated into the Microsoft Word File menu and the WorkSite menu added to the ribbon bar.
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When the Adobe Acrobat and Acrobat Reader applications are integrated with FileSite, their File menus
change to support FileSite functionality. Certain new commands such as Open from WorkSite and Save

to WorkSite are added to the menu (Figure 2).

& Adobe Acrobat Pro
Edit View Document Comment:

[ Open... Ctrl+0
{Open From WorkSite |
Organizer

Create PDF Portfolio

Modify PDF Portfolio 4
Fave to WaorkSite I

A~ Adobe AcrobatPro = -
File Edit View Document Comments Forms Tools

_:J'_B Create - @ Combine - a& Collaborate - [ﬂ Sec|

0 -8 Advanced Window Help

Register/Unregister...

Properties

Send WorksSite Link

Switch Connection Mode

About WorkSite Acrobat Integration...

Figure 2. FileSite commands integrated into the File menu of Adobe Acrobat and the WorkSite menu added to the menu bar.

WorkSite Integrated Desktop

When you click on the Save, Save As or Open buttons in the Office integrated File window or the Open
from WorkSite or Save to WorkSite options in Adobe, the WorkSite Integrated Desktop window will
open. There are slight differences between the window if it is used to Open a file or used to Save a file

as seen in Figure 3.

4] Save As. - [\Recent Workspaces] ﬁ %2 Open - [\Document Workiis] ﬂ
Savein IERecemWorkspaces L| «Bp X By Lsearchv Luukm.l[g"[)g(umemwmkﬁst L' g X Ee Usearchv
HKSIW]DO(SM
lWkaspaze - Q| HRSRVIDOCS02
‘ Workspace v Q-
\r® It
Recent Folders | SetMane,Descripton Author Database lAdWWyTpA [__®
[ Capl Projects - 1205651000000 - NewMeterng Tank S Substatio NRTADMIN s A0 ]| | Recent Folders |- SctName/Descripion Authar Defobzse | Actiy Type
3 9 Enginesring Dapartnental NRTADMIN  idozs AT-4200 @Workmg with Workspaces LPLETT idocs AT-200
% ) Financial Reporing Departmental NRTADMN ~ idozs AT-0500 _n @Namgatmg FileSte - script LFLETT idocs AT-200
et o @ nomation Technology Departmentl NRTADMN ~ idozs AT200 |2 r
i aLeave&AV\endanceRecmds-Zmﬂ/H NRTADMIN ~ idozs AT-2000 L j
= ) Leave & Atendance Pecords - 201112 NRTADMN ~ idozs AT-2000 Checked-out
ig 8 Outages Reparts - 201011 NRTADMIN ~ YKDOCS ~ ATH0200 Documents
) Personal - (LPLETT) <Persanal Warkspace for Leah Plet LPLETT idozs PERS -
My Workspaces | - (3 Thenmal Pagion Tyae & Projact- 1266255 - ATE Canstuction NRTADMIN ~ idozs ATI00 « \LD
paii i e K Gt g i
7 il i | ! Document Worklist
= B Show Dacumenis n tis folder
My Faverites
Descrption |SaveAs orthe Open butons wil open the WorkSie Integrated Deskiop vindow: | Save
Recent Workspaces
Save as Type |Wmancumem lJ Cancel ‘l Il I
Autor 0 LPLETT dlech Plet> _j Detal i@ PRI Open |
. Type: |WORD <MSWord>J Lasthorlied  Anyine v
Doc e 0 _J Cancel |
7JHRSRVIDOC... 7y HRSRVIDOC...
i LpLerT 10 tems | - | |0 e i 20f 4 items shown ‘ 4
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Figure 3. The WorkSite Integrated Desktop. The left image is the window that will open if you click Save or Save As
from the File menu. The right image is the window that will open if you click Open from the File menu.

Components of the WorksSite Integrated Desktop

) Shortcut Bar
Recent Folders
Checkefj-wut . .
__mamens | OQn the left side of the Integrated Desktop is the Shortcut Bar. If you have opened

=
socmemnior|  the dialog box by clicking Save or Save As, it contains shortcuts to Recent Folders,
=5 Recent Workspaces, My Workspaces and My Favourites. If you've opened the

Recent Workspace

- dialog box by clicking the Open option from the File menu it will have the added
a3 shortcut Checked-Out Documents.

My Workspaces

S
My Favorites

"y HRSRVIDOC...

Document Grid

All the documents or containers selected in the Shortcut Bar are displayed in the Document
Grid. To see the contents of a container, double-click it. You can organize the list in ascending or
descending order by clicking the column headings. When used to Open documents, you can
narrow the focus of documents displayed the Document Grid by making selections from the
Filter Conditions area: Type and Last Modified.

SetName/Description | Authar | Database | Ahivity
@ Personal - (LPLETT) <Personal Workspace for L. LPLETT idocs FERZ
@ Thermal Region Type 6 Project- 1266255 - ATE .. NRTADMIN idocs AT-136
{8 Capital Projects - 1285651000000 - Mew Metering.. NRTADMIN idocs AT-650
@ Thermal Region Type 6 Project- 1346278 - GRW... NRTADMIN idocs AT-138
@ Leave & Attendance Records - 201112 MNETADMIN idocs AT-200
@ Outages Reports - 2010/11 MRTADMIN YKIDOCS AT-102
@ Enginaering Departrmental MNETADMIN idocs AT-142
@ Financial Reporting Departmental MNETADMIN idocs AT-105
@ Leave & Attendance Records - 2010411 MNETADMIN idocs AT-200
@ Information Technaology Departmertal MNETADMIN idocs AT-200

< I b

Filter Conditions a
pen -
Type: |WORD <MS W¢ Last Modified: Arntime -

Cancel |
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Look In

Choose a container from the Look In list to start looking for documents to open or folders to
save your document to.

LDDkin:‘.@ Document Worklist b

en L.+ Recent Folders
# Checked-out Documents

S 0 viors

olders  |§E Recent Workspaces
38 My Workspaces

?j % My Favorites

d-out &\ Search Results

Toolbar Options

The Back button ¥ navigates to the last list you looked at.

Click the Up One Level button to access a container higher in the tree structure.

Click the Create New Folder icon = to create a new folder. This icon will only be available
when you have the required security access to create a folder in the selected container.

The Delete icon & is enabled when you have Full Access to the document that is selected in
the Document Grid. To delete a document, select the document from the Document Grid and
click the Delete icon. Users who have Read/Write access can remove a document from the
folder but cannot delete it from iManage.

Search

Click the Search button to select from several search options. The two most common searches
to use are the Advanced Workspace Search and the Advanced Document Search.

“. Search v ‘ r

Express Search Panel

& Advanced Workspace Search... Ctrl+W
2 Advanced Folder Search... Ctrl+G
“.. Advanced Document Search... Ctrl+F
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Show Documents in this folder

On the Save As dialog box, documents contained in the folders will not be displayed in the

document grid by default. To see the documents, click the Show Documents in this folder

button.
'::;_ Save As... - [\Recent Workspaces\Personal - (LPLETT) <Personal Wo..\My Documents\Subject 2] ﬁ
Savein ‘ Subject 2 j EF ~ “LSearch »
[ a vl l \Workspacs v] ‘ a "
®
Recent Folders Set Narne/Description Author Database ‘ Activity Type
[ 1Subject 2a LFLETT idocs
E [ /Subject LPLETT idocs
Recent Workspaces
My Workspaces
4 | 1 3
& i _—
Show Documents in this folder
My Favorites
Description Save
Save as Type ‘Ward Document ﬂ Cancel
Authar @|LPLETT <Leah Plet> . Detail...
. Doc Type ©@/DOC <Document> .
7y HRSRVIDOC...
# LPLETT i 2 items

Working with iManage Documents in Outlook

Opening Documents

To open a document from iManage in Outlook, double click on any document in the document grid.

Filesite automatically opens the document in the primary application defined for the document type.

Importing Documents

You can use the Add Document command in FileSite to add existing documents on your computer to

iManage. Document import is not used for documents that already exist in iManage. This option is for a

small number of documents only.

If you require a large number of documents to be imported into

iManage, contact the IT Department as they have an import tool to perform this function for you.

1. Right click on the folder in your folder list you wish to add the document to.

Document.

August 2011
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L_adg pocument, |

Add Shortcuts...

Search Documenis...
WorkSite Miner

Send Link..
Refresh

Re-file...
Move...
Create Shortcut...

Delete
Rename
New 4

Add To WorkSite Contacts
Add to My Favorites...

Add to Filing Folders...
Properties

2. The Find File to Import to Folder window will open. Find the file you wish to import. Select it

and click Open.

0| Find File To Import to Folder

) -
@l\_). L. ¥ NTPC ¥ new Documentation ® Intro-final +

< or [ Searcn imronfinal B

Organize = MNew falder

o Favorites Name

i Downloads
<y Recent Places

£ Intro - seiptdoc

] Intro.pptx
L. Dropbox

[ My Box Files

| Libraries
- Documents
4. Music
=, Pictures

; Videos

v
alk Homenrain

File name:

B Desklop £ Intro - documentation.docx

HB Introduction to Records Management an..

Date modified

Type Size

- | Al Files ** -

3. The WorkSite Integrated Desktop appears. The folder you selected in step 1 will be selected as
default. If you wish to change the folder you wish to save your document to, browse for it using
the Shortcut Bar on the left or the Save in across the top.
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%54 Save As... - [\Recent Folders\My Documents] - & 8

=

Savain Ifj My Documents

j - fm P v “LSearch v

— (@ -] [workspacs +| | a4
L@ — T T =
Recent Folders |28t Mame/Description Author Database Activity Type
[ Subject? LPLETT idocs
e
Recent Workspaces
My Waorkspaces
(-4
My Favorites < LI} 3
B Show Documents in this folder l
Description Save
Author O LPLETT <Leah Plett> Cancel
DocType @ DOC<Document> . Detail.
5 HRSRVIDOC....
i LPLETT % 1litems /él

4. The description field will be auto-populated with the name of the document and all of the
profile information will inherit from the folder you are saving to. Click Save.

You can also import documents by dragging and dropping into an iManage folder.

1. Open My Computer and Outlook and resize the windows so you can view them both at the same

time on your desktop.

a9
|
o
How
Emal B
 hew _ Delste
Worisie Email Management
A Favortes
-1 Inbax (75]
3 Sent Bems

) Dulated lboma (£1)

FRLLL
[+ [ Inbox (25)
4 Drafes
153 Sent Rems
{3 Deleted Toems (1)
L@ funk F-mail
L3l Outbayx
[ RSE Fescs

[+ L8 Search Folders

o locatt... [= jlae 4

= = F I R . I B

Narion
Fe 3 Contac «
B address Boak

& Filter E-mad -

- x
§ Fie X Deletn ShPrint %, Priva | [save atrach Actions.
<
2l =
Mewest on top - @
i Microsaft 1112 &M z
Microsaft at home & & works Tips.. i
& clenn smith B0 &M 3
E RE: documentation & iMaage T
(= Ken el Thu 11,08 2
&
e Darcy Delorey Thu 1106 £
Thu 11,08 ¥
=
Thu 11,08 g
08/10/2011 )
4 warcy roney wed 10,08 i
RE: dusksits on VESRAIDOCS0Z L3
i Drarcy Deforey Wed 10,08
RE: desksite 2
10,08 =

|

This folder is up to date.  [5] Connected to Microsof Exchange | 3 B3 10%

il

-3

Fi 3

—
G wlh v NRC -4y
Organize = Includeinlibrary = Sharewith =  Bum  New folder
W Desitop * Name i Date
Js Downlonds

I Manage Docurmentation
5 Recent Places

| Drepbox
3 My Bax Files

L. iManage software

L rew Documentition

4 Linranes
Documents
4. Music
. Pictures
B videos
+% Homegroug

& Computer

& Network

I 3 items

2. In Outlook, use the folder list to find the folder you wish to import your documents too. Select it
so the contents are listed in the document grid.

3. In My computer, browse to find the document you wish to import.
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4. Drag and drop the document (or multiple documents) into the document grid. The mouse
pointer will turn to a plus icon.

Search My Documents (Ctrl+E) jo

Arrange By: Custom...

3% Timesheet - LPLETT Wed 10/08
843,556 =
B excell 10/06/2011
809,190 =
i8] Test Page 08/06/2011
809,047 o

Check Out and Export

There are 2 ways to save a copy of a document from iManage to your local computer: Check Out and
Export. You can only return an exported document to iManage as a new document. If you are planning
to edit a document and then return it to iManage later, it is advisable to use the Check Out function.
Using the Check Out function also flags a document as being checked-out. If you Export a document, it
is not marked as checked-out so others may access the document and possibly update it while you are
editing it.

Check Out

You can check out individual documents from iManage for use outside of the FileSite system.
The document’s number and version becomes its filename when it is checked-out. For example,
if you check out a Microsoft Word document with a document number of 378446 and a version
number of 2, the document will be stored on your local or network drive with a filename of
378446 2 .doc. The document’s filename must remain unchanged if you want to be able to
check it back in. Do not change a checked-out document’s filename. The same filename is used
during the document check-in process.

1. Select the document from the document grid.
2. Right click on it and choose Check Out.
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Open

Open Read Only
Print

View

Reply...

Reply To All...
Forward...

Send Link

Check Out...

Check in...
Export...

3. The Checkout dialog box will appear.

Checkout

—Document infarmation

Databasze: idocs

MNumber: 809047 Yersion: 1

Description:  TestPage

—Options -
[ Integrated Check Out

Destination Path: |C YsersiLeahDeskiop

Browse...

]

—Details
Due Date;  [19/08/2011 =
Comments:

Cancel ‘ Help ‘

Enter a destination path by clicking the Browse button and selecting the location on your

computer where you would like the document to be saved. You can enter an optional due

date and comment. This is useful for other users that may also access the same document

to know when you plan on checking the document back in.

Click OK.

checkmark over the document icon.

[ Description

@] Test Page

August 2011
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You can view information about checked out documents by right clicking on a document and

selecting Document Info -> Checkedout Info...

Document Info

Properties
Applications

Remove Relation

Restore Shortcut to Archived Document...

Versions...
History...
Related Documents...

Checkedout Info... I

Where Used...

The Document Checked Out dialog box will open.

Here you can find some useful

information such as who has the document checked out, the date and time they checked it
out, and where they save it to on their computer.

Document Checked Out ﬂ
— Docurment
Database: idocs]
Mumber: G03047 Versian: 1
Description: TestPage
Date-Tirme: 19/08/2011 9:39:45 AM I
Checkout Path: [ EAHPICANRPorthhidocsil P FTT\w
—User
D LPLETT__|
Full Mame: Leah Flett
Location: Hany River
Phone: 867-674-5206 Extension:
Fax: 867-874-5251
E-tail: LPLETTE@NTPZ.COM
FC Location:
— Details
Due Date: |19,’DBIED11 -
Comments:
Ok | Help
Export

1. Select the document from the document grid.

2. Right click and chose Export.
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Open

Open Read Only

Print

View

Reply...

Reply To All...

Forward...

{ Send Link »

Check Out...
Check in...

3. The Export dialog box opens. Enter a File Name or leave the default which is the description
of the document from iManage. Click the Browse button to select a destination path on
your local computer. Click OK.

Export

[

—Document

Database:
Murmber:

Description:

idocs
843981

To be imported

“Wersion: 1

COptions

File Name

Destination Fath ]C:\Users\\_eah\Desklop\NTPC\iManage Documentation Browse...

|To be imported

o]

Cancel I Help ‘

Check In
You can return modified documents that you have manually checked out to iManage by using the Check
In feature.

1. Click on Checked-Out Documents in the folder list. This will display all of the documents you
currently have checked out.
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4 FileSite

453 HRSRVIDOCS02
| (g _Checked-out Documents

[E3 Document Worklist

% _Recent Searches
,'EJ _Recent Workspaces
,E?Q My Favarites
jaj My Workspaces

L9 Search Folders

2. Select the document in the document grid. Right click on it and select Check In.

Open

Open Read Only

Print

View

Reply...

Reply To All...

Forward...

Send Link 4

Check Out...

Export...

3. The Checkin dialog box will open. You have 3 options.

Replace Original — FileSite replaces the original document with the checked-in
document.

New Version — FileSite checks in the document as a new version of the original.

New Document — FileSite checks in the document as a brand new document.

Checkin -

Document Information

Database: idocs
MNumber: 809047 Yersion: 1

Description:  TestPage

Options
® Replace Original & NewVersion  MNew Document
[
[~ Keep checked out
[~ Delete lacal file after check in

Ok I Cancel Help
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4. You can also chose one of the following:

Keep checked out — the document remains checked-out, but your modifications are
synchronized with the document in iManage.

Delete local file after checkin — the file on your local computer is deleted and the
document is checked in.

Apply to all documents — the check in option you select (Replace Original, New Version
or New Document) is applied to all documents you selected. This option is available
only when you have selected multiple documents.

5. Click OK.

Unlock

When you open a document from iManage, it checks it out from the filer server. This means it makes a
copy of the file on your computer. As you work on it your changes are saved locally. The document
shows as checked-out in iManage and users can still view the document in read-only mode but cannot
make changes to it. When you save it and close the document, the modified file is copied back to the
server, checking it back in and making it and all of your changes available to others.

In some instances, when network connectivity fails or your computer shuts down unexpectedly, you
may find that a document that you were working on is marked as “checked-out” when you no longer
have it open or did not check it out manually. If trying to check the document back in does not work, you
can manually unlock the document in iManage. Any copy of the document that exists locally will be
orphaned from the iManage version after the unlock is complete. You should only use the Unlock
option to free up documents that are erroneously marked “checked-out” due to a network or system
failure.
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1. Right click on a document in the document grid that shows checked out and select Unlock.

Open

Open Read Only

Print

View

Reply...

Reply To All...

Forward...

Send Link 4

Check Out...

Check in...

Export...

Move...

Copy »
Add to Folder...

Add Version...

Re-file...

Nolots

Remove From Folder

2. A WorkSite dialog box will open warning you that you will not be able to check the document in

once you’ve unlocked it. Click Yes to continue with the Unlock.

Worksite e

l The Document 8030471 is checked out by vou, but wou will not be able to
s 1Y checkin the document after wou unlock it. Canfirm unlock?

Yes ‘ Mo | Help

Move
You can move a document in iManage from one folder to another.

1. Select the document(s) from the document grid.

2. Right click and choose Move.
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Open

Open Read Only

Print

View

Reply...

Reply To All...

Forward...

Send Link 4

Check Out...
Check in...
Export...

Move...

3. The WorkSite Integrated Desktop window opens. Use the shortcut bar or the Look in drop down

to browse to the new location. Click Select to move the file.

434 Move “Test Page (809047.1 <idocs>) " to - [\My Workspaces\Personal - (LPLETT) <Personal Wo..\My Documents\Subject 2] ﬁ
Look in I[;,‘ Subject 2 j - i ~ “Search v
[2 -] | [workspece -] | a -
L® -
Recent Folders Set Name/Description |
[/ Subject 2a
% [ Subject]
Recent Workspaces
My Workspaces
=2
My Favorites
< [T D
Select I Cancel Hel
i7" HRSRVIDOC... P |
fi LPLETT = 2 items | A

4. A WorkSite window will appear to ask if you would like to update the profile and security for the

document you are moving. Clicking Yes will move the file, inheriting the profile and security
information from the new folder. Clicking No will move the file without updating profile and

security information. In most instances, you will click Yes on this window.

WorkSite =

I, Do wouwant to update the profile meta-data and security (if applicable) for
£ document (#809047) with values from the falder?
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Delete & Remove from Folder

iManage documents can reside in more than 1 folder at the same time as links to the original document.

Because of this, you can choose to remove a document from a folder which just deletes the link in the

folder but does not permanently delete the document from iManage.

When you right click on a

document and select Delete, the default option is to remove the file from the folder. But, if you have

the correct permissions (author, operator or full access), there will be a checkbox to permanently delete

the document from iManage.

WorkSite

I_\ Are you sure you want to remove the selected document from the folder?

I [ Permanently delete the document I

es ‘ Mo |

“

Emailing Documents
You can email iManage document as copies or as links.

When emailing documents internally, it’s

recommended to email an iManage link. This allows the recipient to open the document directly from

iManage. When emailing external to recipients without iManage access, a copy will be required.

Email a copy

1. Right click on a document(s) in the document grid and click Forward.

A new email message will open with the selected document attached.

a2 d + | = To be imported.DOCX - Message (HTML) = E -
File Message Insert Options Format Text Review o @
] - AN @ Il Attach File =
By | B 7 U |z - i= iE iE 9 Attach tem -
Past: Mames Tags Zoom
a,S € 7 | B \ = = = | B o & Signature - .g
Clipboard & Basic Text Include Zoom
WorkSite Email Management v X
[3] [IFile To: | Personal-(LPLETT) A = [[35] §  Delets (ierint . Priva (&
To..
=1 e
Send
Subject: To be imported.DOCK
attached: | %] To be imported (21.DOCX (12 KB}
iz
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2. Enter an email address and click Send.

Email a link

1. Right click on a document(s) in the document grid and click Send Link. You are given 2
options: To This Version and To Latest Version. If there are multiple versions of a
document you can choose which to send: the one you have selected in the document grid
or the newest version of the document. If there is only 1 version, selecting either option will
do the same thing.

Open umber Versi.. Doc Type
843981 1DOC

Open Read Only
Print

View

Reply...

Reply To All...
Forward...
Send Link 4 To This Version
Check Out... To Latest Version

2. A new email message will open with an iManage link to the document attached with a .nrl

extension.
a4 H 9 & &« + |+ Tobeimportednr - Message (HTML) lij &@éj
File Message Insert Options Format Text Review (=] e
% - - i attach File v
Gy | B 7 U = 9 Attach Item ~
Past Tags | Zoom
af € ¥ | & \ === o |2 signature - -g
Clipboard & Basic Text Include Zoom
WorkSite Email Management v X

E“ ["|File To:  Personal-(LPLETT)\ LD T“;‘ + Delete (=Print “; Priva ‘E|

To.. | |

=1

EERS
Send

Subject: To be imported.nrl

Attached: IQﬂTo be imported.nrl (101 B I

3. Enter an email address and click Send.

Convert to PDF & Send as PDF
The Convert to PDF Add-on lets you convert Microsoft Office documents to PDF documents. You can
also convert a document and send it in an e-mail message in a single operation.
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Convert to PDF
1. Select the document you want to convert.

2. Right click on it and select Utilities -> Convert to PDF.

Open

Open Read Only
Print

View

Reply...

Reply To All...
Forward...

Send Link

Check Out...
Check in...
Export...
Move...

Copy
Add to Folder..
Add Version...

Re-file...

Delete
Unlock

Remove From Folder

Utilities

Add to My Favorites...

Daclara ac Racord

Number

Versi.. | Doc Type

843981

1 DOC

» R e it Fdi

Convert to PDF

Send as PDF

3. Once the conversion process is completed the PDF Save As dialog box opens. You are given

2 options:

New Document (selected by default) — saves the PDF file to iManage as a new

document.

New Version — saves the PDF to iManage as a new version of the original document.

Save As

5

Options

'idocs_843981_1.00CK' has been convered to a POF file. Do
you want to save C\Users\Leah\AppDatalLocali Temp
\MNetRightyPDFYidocs_843981_1 PDF to WorkSite database?

(" NewYersion
@ Mew Document

[+ Relate POF to ariginal

Cancel Help

o]

If you select as a New Document, you can

original document.
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4. Click OK.

5. The WorkSite Integrated Desktop window opens defaulting to the same location as the
original document. Select the location you wish to save to, enter the description and click

¥4 Save As.. - [\Recent Folders\Subjectl] —— " ﬁ
Savein |3 Subjectl <] - @k X B - Asearch v
a4 - Warkspace - Q.
=| 3 1A i
Recent Folders | SELMame/Cescripton Aathor Dambase | Aoty Type
2 Subjectla LFLETT idocs
H«mrwm;».pmm
Al
My Warkepacas
My Favorites

2 Show Documents in this folder

Desciption 1o be mpored] Save
Authar @ LPLETT <Laah Plez _I Cancal
9 DOC <D, 3 Deiad
@ X Dae Type =Dlocument: J =
|§ et % 1 items

Send as PDF
1. Select the document you wish to convert and send as a copy in an email.

2. Right click on it and select Utilities -> Send as PDF.

3. Once the PDF conversion process is complete, a new email message will open with the PDF
document attached.
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T s .
i d 9 © & 2+ TobeimportedPDF - Message (HTML) s
Message Insert Options Format Text Review L] 0
- X - - N Wl attach File
— 1 53] v 'Y
E B u | = = =0 attach tem -
Past MNames Tags Zoo
a's E b A = = = . | Signature ~ 'g oam
Clipboard Basic Text Include Zoom
WorkSite Email Management w X
|i'| ["]File Te:  Personal f(LPLETT)\...\_ T‘ S + Delete (=iPrint “ Priva @|
To. || |
=1
Send ce- | ‘
Subject: |To be imported.PDF ‘
-
Attached: | .= idocs 843981 1.PDF (20 KB} ‘
lix|
S

The PDF document is not saved in iManage. The conversion just creates a PDF from the
original iManage document for emailing.

Document Info

Right click on any document in the document grid and select Document Info.

Document Info »
Restore Shortcut to Archived Document...
Properties

Applications »
Remove Relation

Versions...

History...

Related Documents...
Checkedout Info...
Where Used...

Versions — displays all the versions of the document selected.

History — opens the Document History window displaying all the history recorded on the

document selected.
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Document History

—Daocument
Database:  idocs
MNumber: 843981 “ersion 1

Description:  To be imported

—Document Activity History: 12 ltems

User Applica... | Activi Date-Time @ | Durati

LPLETT OUTLO.. Change Security 22/08/20111:30 0.00
LPLETT OQUTLO.. Changed Profile 22/08/20111:30 000
LPLETT OUTLO.. Change Security 22/08/20111:23 000
LPLETT  QUTLC.. Changed Profile 22/08/20111:23.. 0:00
LPLETT  QUTLO.. Mail 22/08/2011 12:2... 0:0:0
LPLETT  QUTLO.. Mail 22/08/2011 12:0... 0:0:0
LPLETT  QUTLO.. Mail 22/08/2011 10:2... 0:0:0
LPLETT  QUTLO.. Mail 22/08/2011 10:1... 0:0:0
LPLETT  QUTLO.. Export 22/08/2017110:1.. 0:0:0
LPLETT  QUTLQ.. Checkin 18/08/2011 842... 0:0:23
LPLETT  QUTLQ.. Checkout 18/08f2011 842... 000
LPLETT OQUTLO.. Create 17/08/20112:28 0.00
4 [ |

Pages Pr... | Locz
LEAl
LEAH
LEAH
LEAt
LEAt
LEAt
LEAL
LEAI
LEAI
LEAt
LEAL
LEAH

CcCooooooooo ol

Find Pint | Cose | Help

Related Documents — displays all the documents related to the document selected.

Checkedout Info — opens the Document Checked Out window displaying information about the

checked out document.

Dacument Checked Out u
—Document
Database jidocs]
MNurmber: 843556 Wergion: 1
Description: Timesheet- LPLETT
Diate-Time: 10/08/2011 12:13:48 PM
Checkout Path:  [LEAHP]C\NRPortbl\idocs\LPLETT\843556_1.XLS
—User
User D LPLETT
Full Marme: Leah Plett
Location: Hey Riwver
Fhone: 867-874-5206 Extensian
Fex: 867-874-5251
E-tdail LPLETT@NTFC.COM
PC Location:
— Details
Due Date:  |08/10/2011 -
-
Comments:
QK I Help
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Where Used — opens the Where Used window that will show the Workspaces and folders where

the document is located.

Where Used ﬁ
W‘d J| Tohbe imported (#343981) is used in the following locations:
Location i | Path
8 Subject! <Personal - (LPLETT)> YidocshPersonal - (LFLET T)\My Docurmentsh Subject 24 Subje

@My Documents <Parsanal - (LPLETT)>  SidocsiPersonal - (LPLETT)4ky Documents

Working with Documents in Integrated Applications

Open
To open a document from an Office integrated application select Open from the File menu.

Home In

& save
Save As
l:]' Local Save

5 Open

= Local Open

3 Close

Similarly, to open a document from Adobe select Open from WorkSite from the File menu.

| Adobe Acrobat Pro

Edit View Document Commeni

1 0nen Ctrl+0O
Open From WorkSite
Organizer

The WorkSite Integrated Desktop window opens. Navigate to the file you wish to open and double click
on it or highlight it and click the Open button.
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Save & Save As

When clicking the Save and Save As commands, the WorkSite Integrated Desktop window opens if the

document is being saved for the first time. If the document already exists in iManage, the Save

command simply saves the document, and the Save As command opens the Save As Options dialog box.

Save As Options

-

Document Information

Database:  idocs

Description:  test

Number: 844276 Yersion: 1

Options

(@ Replace Original " New“ersion

(" MNew Document

Save As Type: |W0rd Document

|

Cancel Help

You have 3 options:

Replace Original — replaces the original document. This option functions the same as clicking

Save in the file menu.

New Version — FileSite automatically assigns a new document number to the document.

New Document — launches the WorkSite Integrated Desktop window to enter a description and

save the file as a new iManage document.

Emailing Documents

From within an Office application or Adobe Acrobat, you can email a copy of an iManage document or a

link to an iManage document.

From within an Office application click File -> Save & Send. Click Send as Attachment to email a

copy of the document or Send Link to email a link to the document.
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o] =B -

@\ H™ - o= - #843981vl<idocs> - To be imported - Microsoft Word
Home Insert Page Layout References Mailings Review View Worksite Acrobat o @
I save o i
Save & Send Send Using E-mail -~
Save As
I‘Zi' e S := 'lj Send Using E-mail Attach a copy of this document to an e-mail
— Everyone receives separate copies of this
[ Open document
Send as
I8 Local Open g Save to Web Attachment Changes and feedback need to be
! incorporated manually
(' Close T
ah Save to SharePoint =
Info 'Ul_j‘ Create an e-mail that contains a link to this
,_':J document
Recent ﬂj Publish as Blog Post == Everyone works on the same copy of this
document
Everyone always sees the |atest changes
New File Types
yp Keeps the e-mail size small
Print =] Change File Type A\ Document must be saved in a shared
location
Save & Send
g Create PDF/XPS Document
Help = Send a link to the Worksite document in an
ﬁé e-mail.
Add-Ins ~
1 Options Send Link
B wit e
P Artac.r: a PDF copy of this document to an =

From within Adobe Acrobat click File -> Attach to Email to send a copy of the file and click WorkSite
-> Send WorkSite Link to email a link to the document.

[ Open... Ctrl+0
Open From WorkSite
Organizer

Create PDF Portfolio
Medify PDF Portfolio
Save to WorkSite

3 Create PDE
i Combine

£ Collaborate

| Save Ctrl+S
Save As... Shift+Ctrl+5S
@ Save as Certified Document...
&3 Export

I Attach to Email... I
Revert
Close Ctri+W

Properties... Ctrl+D

Print Setup... Shift+Ctrl+P
= Print... Ctrl+P

Advanced Window Help

Reaqister/Unregister...
Properties

[ History
Recent File

Send WorkSite Link

Switch Connection Mode

Exit Ctrl+Q

About WorkSite Acrobat Integration...
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Viewing Profile Information
To view the profile information for an iManage document from within an Office integrated application
click WorkSite -> Properties -> Advanced.

) 9 - o - #843981v1 <idocs> - To be imported - Microsoft Word =
Home Insert Page Layout References Mailings Review View Worksite Acrobat o @

_t Register/Unregister @@ Send Link B @l ﬁ E:‘:‘
" Switch Connect Mode S - = 1

Properties | fLink  Fodter Mail Compare and About
3 Merge | Merge Documents
Connect Email Properties Insert Mailings | Review | Help
Worksite Properties v x
Description: Client: Matter:
To be imported PPERS<Personal Workspace> | LPLETT<Leah Plett> |

Comments:

P
Advanced.. I |

To view the profile information from within Adobe Acrobat click WorkSite -> Properties.

m&ﬂ Advanced Window Help
Reqister/Unreqister...

Send WorkSite Link
Switch Connection Mode i
About WorkSite Acrobat Integration...
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