WorkSite Web

. POWER
| CORPORATION

Empowering Communities
An NT Hydro Company



Table of Contents

) =4 1T a7 =4 [ o PP PP PP PO PP PUPP TN 2
NAVIBATING oottt ettt e e e e e e e e e e e e e e e e e aeeesesaassesasasasasasa s ssanan seraraneeereaeaaeaaaes 3
ACTION IMIENUS .ttt e aa e s a e e s st et e s sab e e e s sabb e e s ss sesabaeessanbe s 4
Working with your documents from the WED .........c.uuii i 5
(0] 1= o1 a3 [e (ool s 1 T=1 o AU 5
oo [ [aY = e [ YT [y T=1 o X (PSSP 5
(ToaToo) u - Ta I (T T Y =de [o Yol N1 s [T | USSP 7
Y=Y [l o1V PRSP 9
QUUICK SBATCR ...ttt ettt sat e st st et e et e et e et e e bt e b e e s bt e e beeanee s sneennees 9
AdVANCEA SEANCRN ...t e e ne e s e s re e s 9
I = O ] SRR PSRN 10
NORTHWEST TERRITORIES
POWER

August 2011 1 CORPORATION



WorkSite Web is an internet based version of FileSite that allows you to work with your iManage

documents from anywhere you have internet access.

Signing In

1. From any internet browser, type in the address www.ntpc.com/iManage.

= |5 [

= - .
e' |E| https// O ~ @ B ¢ X H % iManage WorkSite % l I }FD
% Norton - || Voron Safe Sean | Search | (3safeweb~ (@ Identity Safe ~

iManage

WorkSite web"

Trusted Login [0

User Name: |
Password:
‘ Login |
L_Wﬁxy(&f&?m:lﬂ

Validate Browser

2. You will be directed to the iManage WorkSite Web login page. Enter your NTPC windows User
Name and Password and click Login. You will be taken to the WorkSite Web home page.

| ntpe.com

X Nerton - | oo Sare

6 _;. E] https:;//imanage.nt... D hd ﬁ B G X

| search | ([safeweb+ () Wenity Safe -

iManage

WorkSite web

‘ Home | Managew | Help | About | Log Off - Leah Plett “ A

i Documents ~ {:

Search In: @ WorkSite This Folder Advanced

=%, My Worksite

| #£| Checked-out Documents » My Worksite

I+ [§ Document Worklist

5 My Worksite

+{F Recent Workspaces
&iﬁ My Workspaces
[# 3% My Favorites

¥ Checked-out Documents
!_E Document Worklist

a Recent Workspaces

:‘3 My Workspaces

% My Favorites
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Navigating
The layout of WorkSite Web is very similar to your FileSite layout in Outlook.

wxl| Along the left is the FileSite folder list containing links to your
= %2, My WorkSite
| Checked-out Documents
+[E] Document Worklist My Workspaces and My Favorites.
+Ej Recent Workspaces
+£‘§My Workspaces
+ % My Favorites

Checked-out Documents, Document Worklist, Recent Workspaces,

The document grid is shown on the right hand side. Results of the folders you select from the folder list
will be displayed here.

-
» My WorkSite p Document Worklist
| E Document Worklist Action™| | =
0O % Description= Database Num Ver Edited Size Author
‘w' - 844872 1 idocs 845243 1 2011-08-30 258K LPLETT
I 99-29-nt YKIDOCS 2478 1 2005-12-29 1244K KDIES B
F - Central Warehouse Forms Database idocs 37426 3 2011-09-02 4332K RGRAY
J" - Email Management idocs 845574 1 2011-09-03 997K LPLETT
p EW: Transmission and Q- B
] - Workspaces fort Document: Email Management }5552 1 2011-09-03 34K LPLETT
J' - Navigating FileSite idocs 845575 1 2011-09-03 828K LPLETT
2 L NTPC Worksite Design Document - : Ao
W April 1st idocs 845570 1 2011-09-03 379K LPLETT
__w' - Outage Reporting idocs 844872 1 2011-08-25 258K LPLETT

Along the top is the WorkSite toolbar with useful links like the Home button and the Log Off button.

Home | Managew | Help | About | Leg Off - Leah Plett

Express searching and access to Advanced Searching options are available just below the WorkSite
toolbar.

| Documents [_*]

Search In: @ WorkSite This Folder Advanced
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Action Menus

Actions on folders and workspaces can be performed by clicking the Actions button drop-down arrow
when a folder or workspace is selected in the folder list. All of the standard FileSite actions are available
from here: import document, access property information, add subfolder.

=
& - = * : = 1 -
&) hps/imanagentpeco- O - @ B G X || B ntpecom = ¢y
X MNemom. Search @) SsteWeb = () Weatty Sate -
i Hame | Managew | Help | About | Log OFF - Leah Plest ©4) &
iManage :
\Ar H Documents = [
orks.teweb Search Ini @ WorkSae This Felder  Advancad
Personal - (LPLETT) |
= @iPersonal - (LPLETT) -
#[] _Correspondence ==
+[ My Documents Add | Action™
SRl Recewved trems » Pursonal - (LPLETT) b My Documents b Mestings
+bd sent items - = = .
= ¥ My WorkSite | ! Meetings e ’|
| Checked-out Documents [7 ¥ pescription= patabase Num ver  Edited (3 Import Document |
& [ Document Workist = RE: Corporate Secretary/Chairman files  idocs B45572 1 2011-09-03 i Import URL
= Recent Workspaces £l 9 -  BE_documentation & iManage idocs 45571 1 2011-09-03 | 5 Link Document 2
= §3My Workspaces 4+ RE:Manage idoes 845573 1 2011-09-03 | o ioi o
+ SRinformation Technology Dep 3 Documents 12 add Es.ubfulder
=EfPersonal - (LPLETT) b4 add search Folder
@[] _Correspondence ﬂj Default Document Profile
= [ 1My Documents B view
& i Meetings A nouficaton
[ Isubject 2 =
#bd Leah's Emall ) Refle
x excell ¥& Add to My Favortes
L NTPC Worksite Design & Move
AiOutage Reporting 3 Delete
_w Outage Reporting
| w Test document x 5 Properties
4 L » -

Actions on documents can be performed by clicking the drop-down arrow beside a document in the
document grid.

Personal - (LPLETT)
[ =]

p Personal - (LPLETT) p My D » Meetings

‘ ) Meetings

0O ¥ Description

;.‘—g - RE: Corporate Secretary/Chairman files
n & iManage

R Checkout

\_'}, Import New version
Q Set up Relation

[-» Download

I versions

Q Related Documents
m Where Used

IS, History

E:’g Create Shortcut
Copy

&1 Move

L) Refile

[0 send URL »
[r"w‘ Send Document

7% Add to My Favorites

B Remove from folder
x Delete

Eb Declare as Record
S Properties
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Working with your documents from the web

Opening a document

Click on the document name to open the document in read-only mode.

w o Outage Reporting

If you do not have the associated application on the computer you are using, you can choose to open it

in HTML mode. Click the action button next to the document and select View as HTML.

w ~  Outage Reporting
= View

View as HTML

Editing a document

Because you are connected to iManage through the internet, your integrated applications will not be

connected to the FileSite server. To open a document and make changes to it, you need to check it out,

make your changes, then check it back in.

1. Click the action button next to the document and select Checkout.

Mo Outage Reporting

1 view
<= View as HTML

Lﬁ Checkout

2. The Checkout window will open. Browse for a checkout path and check Open document if you

wish to open the document in its associated application as soon as it’s copied to the path

specified.

<] htlps:/,’imanage.ntpc‘com,fWorkSile/scripts,fCheckoul.aspx?nrtid:!nrtdms%?;AU%SA!sess..i = | S -

23| https;//imanage.ntpc.com/WaorkSite/scripts/Checkout.aspx?nrtid=nrtdms%3A0%3Alsession%3Ahrs ﬂ §|

Due Date: 9/5/2011
[l tntegrated Checkout ¥l open document

-

Comments:

(% Checkout ? | OK | Cancel
D
Document

Description:Outage Reporting

Databases:idocs Size:237KB

Number:845054 Version:1
Checkout Options
Checkout Path:|C:\U5erS\Leah\Desktup\iducs,845054,1 .pdf Browse

(Desksite or FileSite required for integrated mode)

nwv || rancal

4 mn

-

m

®125% v
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Remember to never change the name of a checked out document. iManage uses this file
name for checking it back in.

3. The document will show checked out in the document grid and will be listed in your checked out
documents.

LT

Ay = # Outage Reporting

4. Once you are done working with the document, check it back in by selecting the Actions button
and clicking Checkin.

Ay = # Outage Reporting
T View
= \View as HTML

B{. Checkin

5. The Checkin window will open. The path you entered for checkout will show in the file box. If
you’ve moved the file, click the browse button to select it. Options include replace original,
import new version, create a new document or undo checkout.

(2} https://imanage.ntpc.com/WorkSite/scripts/CheckIn.aspx?nrtid=!nrtdms%3A0.. = B X

B4 https://fimanage.ntpc.com/WorkSite/scripts/CheckIn.aspx?nrtid =Inrtdms%3A0%3Alsessic ﬂ @‘

s

2 Checkin 2 || ok || cancel

Document
Description:Qutage Reporting
Database:idocs
Number:845054
Version:1

File

ChUsers\Leah\Desktop\idocs_845054_1.pdf Browse

[Tl check document for OLE Links (Microsoft Office 2000/XP/2003 Required)

m

Options
@ Replace original © Import New version
© Undo checkout © New document
Calld ] T
4 1 [3

® 125% ~
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Import an Existing document
To import an existing document to iManage:

1. Select the folder in the folder list where you would like to import the document.

2. Click the Actions button in the document grid and select Import Document.

Action™

| [ Import Document

3. Inthe Import Document window, click the + button next to the File window to select a file(s) to
import. Click OK.

(2} https;//imanage.ntpc.com/WorkSite/scripts/Checkin.aspx?import=document&page=Inrtdms%3A0%3Alsess - Windows... = [0 wes |

__ELJ https://imanage.ntpc.com/WorkSite/scripts/Checkln.aspx?import=document&page=Inrtdms%3A0%3Alsession%3Ahrsrvidocs02% ﬂ B
-

[# Import Document ?| OK | Cancel

Location: Meetings
File

(0] [+

[7] check document for OLE Links (Microsoft Office 2000/XP/2003 Required)

Use Common Profile
(22 File To checkin ﬂ

Lookin: |, Documents j @ F M-

m

| »

Camtasia Studio

Scanned Documents
Fax

Timesheet

My Box Files
Outlook Files

Nnahlnte Nntahnnlke

*x LI Cancel
ok | cancel | T
»

4 Help | ]
®125% ~

Files oftype:

4. The New Document window will open. Required fields have the exclamation mark ‘® and they
must contain valid criteria. Modify any profile or security information as required. Click OK.
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(2 https://imanage.ntpc.com/WorkSite/scripts/DocProfile.aspx?op=new&dest=Inrtdms%3a0%3alsession%3a - Windows L.. @M
— - - - L1
‘D:-?; https.//imanage.ntpc.com/WorkSite/scripts/DocProfile.aspx?op=new&dest=Inrtdms%3a0%3alsession%3ahrsrvidocs02%3aldatab a @‘
-
{# New document | ok || Cancel
m Profile -
Location:  Meetings
Description: Working with Documents - script o
Author: @ [ =4
Workgroup: E|
Doc Type:o DoC E|
Operator: @ [LPLETT | (]
App Type: @ ACROBAT [
Activity Type: @ PERS [
Activity: @ LPLETT )
~ -
% Security -
Default Security: Private hd
Name Full Name Access
& LPLETT Leah Plett Full Access
| Users| | Groups | | Remove Access: - i
< | m | »
#100% ~
5. You will receive a confirmation if the import was successful.
(2 https://imanage.ntpc.com/WorkSite/scripts/DocProfile.aspx?op=new8dest=!nrtdms%3a0%3a!session%3a - Windows L. E‘E‘g
- .
|E https://imanage.ntpc.com/WorkSite/scripts/DocProfile.aspx?op=new&dest=Inrtdms%3a0%3alsession%3ahrsrvidocs02%3aldatab a R
Confirmation Message
Document number 845576 [Working with Decuments - script) was successfully imported!
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CORPORATION
August 2011 8 , ; :
Empowering Communities

An NT Hydro Company




Searching

Quick Search
You can perform a Quick Search from the Quick Search toolbar found just below the WorkSite toolbar.

Documents - [;]

Search In: @ WorkSite This Folder Advanced

1. Select the type of search you wish to perform from the drop down box.

Documents ﬂ

Documents
Workspaces
Events
Tasks
Folders

2. From the radial buttons select if you want to search all of WorkSite or just the current folder
selected.

Search In: @ WorkSite This Folder

3. Enter your search criteria and click the Search button |_|‘ Results will be displayed in the
document grid.

Advanced Search
1. Click the Advanced link to open the Advanced Search window.

Documents [4]

Search In: (O} WorkSite @ This Folder | Advanced

2. Enter search criteria and click the Search button.
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[& Document Search Action™

Basic  Search

Description: -

Number:
Version:
App Type:
Doc Type:
SUBCLASS:
Author:
Operator:
Activity Type:
Activity:
Create date: -
Edit date: -
Last user:
Full text:
Anywhere hd
Database: idocs

Search

Log Off
When you are finished working in WorkSite Web, its good practice to click the Log Off button

Log Off - Leah Plett <A

in the WorkSite toolbar to sign you out.
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