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Overview – The Main Menu
Prior to accessing the Document Administration Center, Administrators must log in. Logging in is done via the Document Center Login Page. Document Center validates the user ID and password and if they are valid the Main Menu is displayed.
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The Main Menu is the web user’s initial entry point into the Document Administration Center.  Clicking on a one of the choices on the menu and clicking the CHOOSE button will initiate the selected function.  Some menu choices require that additional selections be made from a form. 
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What do you want to do?
€ Upload a new document
© Edit an existing document
 Delete a document
© Manage agency organizational structure
€ add Document Center user
© Update Docurment Center user

 Delete Document Center User

Choose | Exit




The Administration Center provides access to the various administrative facilities provided by the Intranet Document Center. The function of the first four main menu choices is covered in detail in the Document Administrator’s Guide.  This guide explains in detail the use of the Add Document Center User, Update Document Center User, and Delete Document Center User only.
In the next sections of this administrator’s guide, each menu choice will be explained in detail.   

Add Document Center User – How to create new Document Center administrators 
Access to the administrative functions of the Document Center is determined by an administrator’s ACCESS LEVEL.  Users whose access level is defined as Document Administrator may perform document management related tasks only. Administrators whose access level has been defined as DOCUMENT CENTER ADMINISTRATOR are authorized to manage the population of administrators. Adding new administrators is one of these functions
Selecting the Add Document Center User (administrator) menu choice will display the Add Administrative User page. 
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to ALL documents stored within the Document Center. Users assigned the access level
of Document Administrator must be granted access to docurnnent on a case by case
basis. An additional form must be completed for users assigned document administrator

access.




All input fields on the add user page must be completed. The contents of each are described below:

· User ID – Unique text identifying the new user. This text will be entered (along with the password) to log in to the Document Center.  Document Center checks the ID text entered and will throw an error if it is not found to be unique. 

· Name – The administrator’s name. 

· Phone – The administrator’s phone number (area code is optional). 

· Email – The administrator’s email address. The address is validated for proper address format. 

· Password – The administrator’s password. 

· Repeat Password – The password entered above is repeated and the two are compared and must match. 

· Access Level – The access level assigned to the administrator.  Choices are Document Administrator or Document Center Administrator.
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Add Document Center User – Continued

Processing of the new administrator’s input information is initiated by pressing the SUBMIT button. If all input fields have been completed correctly, Document Center will add the new administrator to the administrator database table.  

If the new administrator was assigned an access level of Document administrator, Document Center will present the Agency Access Definition page. Document administrators MUST be assigned access to the documents of at least ONE agency.  They may be granted access to multiple agencies. 
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Agency access is granted by selecting an agency’s name from the Agency drop down list and pressing the ADD button.  As agency access is granted, the name(s) of the selected agencies will be listed under the Access Rights Granted list. 
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In the example above, administrator Jane Demo has been granted administrative rights to documents in the Medical Examiner’s office and the Intranet Forms Center.  Note that administrators who have been assigned the access level of Document Center Administrator automatically are granted access to ALL DOCUMENTS stored in the Document Center Repository and the Agency Access Definition page is not displayed. 

Pressing the SUBMIT button causes the new administrator entry to be processed. Pressing the RESET button clears all agency selections. Pressing the CANCEL button will cancel addition of the new administrator record and return to the main menu. 

Update Document Center User – Changing an administrator’s information
Document Center Administrators may change some administrator information for existing administrators (including themselves). Changes are made by selecting the Update Document Center User menu choice on the main menu.  
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The initial page displayed by Document Center is the administrator selection page. The name of the administrator whose information will be updated is selected from the Name drop down listing. Once an administrator’s name has been selected, Document Center will display the current information for the selected administrator. 
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The following administrator information may be changed:

· Name – The administrator’s name.

· Phone – The administrator’s phone number (area code is optional).

· Email - The administrator’s email address. The email address format is validated. 

· Password – The new administrator password. If changing other administrator information, the current password shown may be left unchanged. 

· Repeat Password - If the password has been changed, the new password is repeated. 

Pressing the SUBMIT button causes the changes to the administrator’s information to be applied (if no input errors were detected).  Pressing the RESET button resets the input to their initial (previous) values.  Pressing the CANCEL button cancels all changes and returns to the main menu.
Delete Document Center User – Canceling an administrator’s access

Administrator access to the Document Center may be canceled. Canceling access is done via the Delete Document Center User menu choice. Deleting and recreating a Document Center user ID is also the way that agency access rights may be changed. 

[image: image10.png]Delete Document Administrator

i

1ol . s

) Name Phone
docmaint Docurnent Center Librarian 554-5700
dtis DTIS Document Adrministrator 554-5000
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irich, Judi Rich 5547515
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Instructions: To delete a document administrator, click the target administrator's 1D
shown in column one of this listing, Confirm the deletion after selecting an
administrator.



  

The Delete Document Administrator page presents a list of all administrators. The list is in ascending alphabetical order by user’s ID. Clicking on an administrator’s ID HTML link in column one of the listing will begin processing the deletion request.  Pressing the CANCEL button will cancel the deletion request and return to the main menu. 
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Once an administrator has been selected, Document Center will present an Administrator Deletion Request confirmation page. Pressing the CONFIRM button will cause the selected administrator to be deleted. Pressing the CANCEL button will cancel the deletion request and return to the main menu. 
Note! Once deleted, administrator entries CAN NOT be recovered. The administrator deletion facility should be USED CAREFULLY. 
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