Intranet Document Center - Web User Guide


[image: image1.jpg]




Intranet
 Document
 Center
WEB User Guide
Prepared by the Technical Solutions Division of
The Department of Telecommunications and Information Services

October 2006
[image: image42.png]Retum

Instructions:  Click the reference number link in colurn ane to download the document file
Click the document description link in column two to view additional document information.




Table of Contents
3Purpose

Goals
3
Organizational Constraints
3
How to Access the System
3
Reporting Problems
4
Tips for using the system
4
Administering the system - Who does what
4
The Main Menu
5
View By Agency
6
View By Reference Number
8
View By Title
9
Document Search
10
View Document Details
12
Administration Menu
13
Lookup Document Administrators
14
Request Administrative Access
16
Forgotten login ID or Password
17
Document Center Administration areas
19


Purpose 
Provide a facility where city employees can obtain internal City forms and documents via the City’s wide area network (WAN). The Document Center uses ASP.Net technology and is hosted on the City’s ASP.Net applications server (mission.sfgov.org, @IP address 216.103.100.45).

Goals 

The Document Center provides:

Easy, web-based document storage, retrieval and updating.

A self-service application enabling the user to “own” and perform a variety of functions

Just the right combination of features and capabilities to make document organization faster, more accurate and simpler.

Each Department may have their own Document Administrator, giving them a wide array of Document and Department organizational options
Stringent security code. Every time a user attempts to access the system, the attempt is logged by the Document Center. This address check is performed because access to the Document Center is restricted to City employees and the Document Center is hosted on an application server that is accessible from the internet

Organizational Constraints  
Each Department will be the primary users. Each Department must assume responsibility for entering, updating and maintaining their documents.
How to Access the System 
You use the internet to store documents in the Document Center. To access the system, use your Web browser to go to http://mission.sfgov/doccenter/
Reporting Problems

If you cannot access the Internet Document Center, it could be for any of the following reasons:
· Your connection to the internet is interrupted (Call your LAN Administrator or the DTIS Help Desk [554-5700].
· If you are having problems understanding the purpose of the screens or fields, call the DTIS Document Center Admin [554-5722]
· If the system is not functioning properly, call the DTIS Help Desk at 554-7000.  The Help Desk will route your report to the appropriate problem Resolver, who then will contact you directly.

Tips for using the system
· Navigation buttons appear at the bottom of every screen to help you move through the system.

· The Back and Forward buttons on your Web browser do NOT help you move through the system.  If the Data Missing message appears, click your browser’s Reload button to return to the Citywide Diversity Tracking System.

Administering the system - Who does what
	Users
	Has Authority to

	WEB Users
	Access, read and download documents. 
Request to be the Document Administrator for your Department

	Document Administrators
	Access read, and download documents. 
Review current documents

Upload a new document

Edit an existing Document

Delete a Document

Manage agency organizational structure

Add another Document Administrator

Update Document Administrator

Request Systems Administration Support 


The Main Menu
The main menu is the web user’s initial entry point into the Intranet Document Center.  Clicking on a one of the HTML links on the menu will initiate the selected function.  Some menu choices require that additional selections be made from a form. Some of the selections present a listing.
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Agency / Document Information

Agency: Controller

Subcategory:  Not applicable for this selected agency
Title: ADPICS Accounts Payable Invoice Manual
Rev. Date: 9/13/2005

File Type: Adabe PDF (Partable Document Format)
Ref# ADPICS.AP.IVC

Gerdobe
Reader

Document Description / Instructions

This document is the ADPICS training manual used in class. The COVER PAGE and
TABLE OF CONTENTS are at the end of the document. After printing the document,
re-sort the pages into the proper sequence. Additional training manuals for other
ADPICS classes are available on the DOCUMENT CENTER.

Instructions: Click the Ref# link to download the document file.
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Note: Anyone may view and download documents. Administrative access is required
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The main menu is divided into two sections. The left side section titled Document Library provides access to the various documents stored within the Document Center’s document repository. Each function in this section provides a different way to locate documents. 

The right side section of the main menu titled Administration provides access to the various administrative facilities provided by the Intranet Document Center. Some of the facilities within this section of the main menu require that a user have been issued an ID and password.  

In the next sections of this user’s guide, each Document Center main menu choice will be explained in detail.   
View By Agency – Selecting/viewing documents by their submitting agency/category

The third menu item within the Document Function section of the main menu is the By Agency choice. As was mentioned in the overview of the main menu, some menu choices present a form (dialog) asking for additional information. The By Agency menu link is one of those types of menu entry. 

Clicking on the By Agency HTML link on the menu presents an agency selection page.  On this form, the user selects the agency whose documents they wish to view.  Once an agency has been selected, clicking on the Choose button will display a listing of all of the documents for the selected agency.  The Done button cancels the selection.
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Instructions: Select aff documents to view all of an agency's documents. Select a

category to view only the documents within the selected category.





The Intranet Document Center provides agencies the option to group their documents by categories within an agency if they desire. Some agencies have grouped their documents into categories and others have not.  
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If an agency has categorized their documents, the agency and document category will be displayed within the drop down list.  In the sample below, the Intranet Document Center agency has divided their 
Documents into categories. The first category is All Documents, this category is automatically set up for each department) The Second Category is Administrator Guides. The third category is User Guides (this documents home).  

Once an agency (or agency/category) has been selected, the Document Center will present a listing of all documents for the selected agency or agency/category combination stored within the Document Center’s repository.  Documents are listed in ascending alphabetic order by their document titles.  
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Each page of the By Agency listing displays information about ten documents. Near the top left hand edge of the page are pagination links titled Next 10 and Prev 10.  

As is the case with other Document Center listings, clicking on a reference number within the listing will cause the web server to begin downloading the associated document file to your desktop. Clicking on a document description will display additional information about the selected document can be accessed. 

The page title of the By Agency listing indicates the agency or agency/category combination selected for display. Contained within the body of the listing’s first page, is the selected document category. 

Clicking the Done button will return to the agency selection page where the user can select other agency documents to view or return to the Document Center’s main menu.
View By Reference Number  – Selecting/viewing documents by their reference numbers

The second menu item within the Document Function section of the main menu is the By Number choice. Clicking on the associated HTML link on the menu will present a listing of all documents stored within the Document Center repository listed in ascending order by their reference numbers.  

The reference number identifier for a document typically contains form numbers or issue dates. Be aware that in some cases, a document reference number may consist of all numeric data, alpha numeric data, or all alphabetic data. Usually a reference number scheme will be consistent within a single agency only. 

Each page of the listing displays information about ten documents. Near the top left hand edge of the page are two HTML links titled Next 10 and Prev 10.  These links are used to navigate between each page of documents. At the beginning of the listing the Prev 10 link is inactive (not underlined). When positioned on the last page of documents the Next 10 link becomes inactive. 

In addition to the paging links, there are two additional HTML links presented. The first is the Reference Number link. Clicking on a reference number within the listing will cause the web server to begin downloading the associated document file to your desktop.  

The second HTML link is the Document Description. By clicking on a document description, additional information about the selected document can be accessed. The additional document information page is described later in this guide.   

[image: image6.png]Documents

Reference Number

Next 10]

Reference
Number

03-08-00

03-08-00

03-08-00

03-08-00

03-08-00

03-17-03

03-17-03

Document Title/
Document Description

Grant Package - Checklist
Grant Package for Board of Supervisors

Grant Package - Cover Memo
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View By Title Selecting/viewing documents by their document title
The first menu item within the Document Function section of the main menu is the By Title choice. Clicking on the associated HTML link on the menu will present a listing of all documents stored within the Document Center listed in ascending alphabetic order by their document titles.  

Each page of the listing displays information about ten documents. Near the top left hand edge of the page are two HTML links titled Next 10 and Prev 10.  These links are used to navigate between each page of documents. At the beginning of the listing the Prev 10 link is inactive (not underlined). When positioned on the last page of documents the Next 10 link becomes inactive. 
In addition to the paging links, there are two additional HTML links presented. The first is the Reference Number link. Clicking on a reference number within the listing will cause the web server to begin downloading the associated document file to your desktop.  
The second HTML link is the Document Description. By clicking on a document description, additional information about the selected document can be accessed. The additional document information page is described later in this guide.   
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Document Search – Locating documents using a key word search

The fourth menu item within the Document Function section of the main menu is the Search choice. The Search menu choice presents a form (dialog) asking for search key words (text). The Document Center will attempt to locate key word text matches within reference number data, document titles, document descriptions, and document instructions.  In the sample below, a user is preparing to search for documents containing the key word text ADPICS. Clicking the Search button initiates the search. 
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Instructions: Enter key word text and press search to lacate documents containing matching
text.





After Document Center searches the repository, a Search Results listing is returned. The information contained within the Search Results listing is similar in format to the various other Document Center listings with active HTML links for the Reference Number and Document Description items.  If more than ten matching documents are located, the page’s pagination links will also be activated. 

Note that in some cases, a key word text match might have been found but the matching text might not be displayed on the Search Results listing. For example, this would be the case if a text match were found within a document’s Instructions item. How to view additional information about a document will be covered later in this guide. 
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If no matching documents are located during a Search, the Document Center will display a message indicating that no matching documents were on file containing the key words input. 
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Clicking the Done button will return to the Search page where new/refined search criteria may be entered or the search may be cancelled. 

View Document Details – Viewing the document information page
Clicking on a document description link within any of the Document Center listings will cause additional information (Document Details) about the selected document to be displayed. In the example below, additional information about a document has been requested.  As on Document Center listings, clicking the Reference Number will cause a document file download to begin. 
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The information presented on the Document Details page is as follows:
· Agency – The agency that submitted the document (Controller).
· Subcategory - The subcategory assigned to the document.

· Title – Document’s assigned title (ADPICS Accounts Payable Manual).  

· Rev Date – The date the document was last revised (9/13/2005).

· File Type – The format of the document file to be downloaded (Adobe PDF).

· Ref # - The document’s assigned reference number (ADPIC.AC.IVC)

· Get Adobe Reader Button – Link to the Adobe Reader download website (shown only for PDF type documents).

· Document Description/Instructions – Text describing the contents of the document or instructions on how to use the document. 

Administration Menu – Using the Intranet Document Center’s administration menu
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The right section of the main menu is titled Document Center Administration.  This section permits access to the various administrative facilities of the Intranet Document Center. 
The third option, Login to Manage Documents requires that a user have been issued an ID and password. Users who have obtained an ID and password are able to perform Document Center administrative functions (see the Document Center’s Administrator Guide for details). 
The remaining administrative menu choices, Lookup Document Administrators, Request Administrative Access, and Forgotten ID/Password will be discussed in detail in the next few sections of this guide. 

Lookup Document Administrators – Finding the designated document administrator for an agency

Each agency (or department) that stores their documents within the Document Center has designated an administrator for their documents. Document administrators are responsible for creating document entries, uploading document files, maintaining the organizational structure (categories) for their agency’s documents, and updating document information. 

The Lookup Document Administrators facility of the Document Center is intended to provide users of the Document Center with a way to find and contact document administrators. Thus, if an employee of the Controller’s Department wanted to have a document added to the Document Center’s repository, they can lookup and request that the designated document administrator(s) for the Controller’s Department add the document. 
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The Lookup Document Administrators facility of the Document Center is intended to provide users of the Document Center with a way to find and contact document administrators. Sometimes no document administrator has been selected for a department.
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Request Administrative Access
Web users who wish to be designated as the document administrator for an agency may make their request using the Request Administrative Access menu choice.  

ALL fields on the Administrative Access Request form must be completed.  The Document Center will validate the contents of each input field. For San Francisco telephone numbers, an area code is not required. Users completing the request form should be sure to select the AGENCY whose documents they wish to administer. 
Administrative Access Request
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Note that the Administrative Access Request form accepts only a single agency selection. The Document Center permits an individual to administer the documents of multiple agencies using a single ID/password.  If access to multiple agency documents is required, please contact a Document Center administrator rather than requesting access using the Intranet facility. 
Also note that submission of an administrative access request does not guarantee that access will be granted. Approval will be obtained from an agency prior to granting access. 

Access Submitted
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Forgotten login ID or Password 

When a document administrator is granted access to the Document Center, they are issued a user ID and password that is used when they login to perform administrative tasks. If an administrator forgets their assigned user ID and/or password, the ID/Password facility will email them to the email address on file for them in the Document Center. 
Clicking the ID/Password menu choice will open the Forgotten User/ID Password form. On the form, an administrator enters their last name and presses the Locate button. 

Forgotten Login ID/Password
[image: image31.png]Documents




[image: image32.png]Enter administrator's last nam

Retum

Instructions: Enter your last name and press the locate button, & listing of Document Center
administrators matching the name you entered will be displayed. Select your name from the
adrministrator listing, The user 1D and password on fils for the name you selected will be sent
via email to the email address shown

[smith]





Document Center will search the administrator database and return a list of all administrators matching the name entered on the previous form.  Clicking on the appropriate name link in the first column of the listing will result in email messages containing the user ID and password for the selected administrator to be mailed to the email address shown on the right.  
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Results: 

Document Center returns with all the Administrators with the last name of Smith. You would then click on your name from the list, and two separate emails will be sent to you. One with your login and one with your password.
Document Center Administration areas
Clicking the Login menu choice on the Document Center’s main menu opens the Administrative Login page. Details on how to use this page may be found in the Document Center Administrator’s Guide. 

If you enter the administrative login function in error, simply press the Cancel button to return to the Document Center’s main menu. 
Administrative Login
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Document Library





Select the Department to find the designated document administrator – in this example the Controller was picked





Administration





Judy Rich is the current document administrator for the Controller’s Office





No Administrator has been selected for this Department yet. You can request to be the Administrator, or Return








Select the Department to find the designated document administrator – in this example Adult Probation was picked





In this example, Willy Smith has forgotten his login ID and/or password





Document Center returns with all the Administrators with the last name of Smith. 
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