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This document was produced as part of the Service Orientated Toolkit for Research Data
Management project funded by JISC and based at the University of Hertfordshire.

The contents of this guide for the Document Management System is based on previous how to

guides compiled by UH, expanded and updated to include UH specific instructions for using the
project file system.
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Introduction

The Document Management System (DMS) is a web-based tool for storing and working on
documents related to research projects.

With a standardised file structure ready for your project, and inherent security for sensitive
documents, the DMS is an ideal space to store your project documents and data. It is linked
to the finance system and automatically provides reports, retention, and version control.
Access is easy from on campus, and off site by you and your collaborators.

Access the Document Management System

The DMS is accessible at

https://www.docs.herts.ac.uk/

You will need to enter your UH user name and password to gain access to the DMS.

To exit the DMS, you will need to close your browser — all of it — so consider using a different
browser to your usual web access.

Glossary
DMP: Data Management Plan
RDM: Research Data Management
DMS: Document Management System
IE: Windows Internet Explorer &


https://www.docs.herts.ac.uk/
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Starting out with the DMS

To access the Document Management System, you first need to log into the UH staff network.
On site, this simply means that you should check that you are connected to the staff network
and not the student network. If you are connected to the student network, or if you are off

Starting Out

campus, then you need to connect to the staff network using the UH Portal.

Access the VPN Univeriyof
From the UH Net website: Welcome to the
Secure Access Service
https://unvpn.herts.ac.uk semame. | e oo ettt
Password Student login with username@student
log in using your staff id and

password attaching "@staff” to your
user name (e.g. abl2aaa@staff).

Universityof
Hertfordshire

& = 0l LS L

Home  Meetings Preferences AEEREIRE Help  Sign Qut

Studynet

staff and student access to studynet

L R e

£ Network Connect Start The Staff Intranst

Welcome to the Secure Access Service, jgD6aaa@staff.

m

i
i
# Java Secure Application Manager = Student o
UH Student system
Exchange Mail i
s staft exchange mail web access
Bl EFeisdsr Staff Store i
ssh - feis Staff access to 5 & U drive
! EMRG Meetingrooms =
ssh access to galaxy Meeting Room booking bl
ﬂ Genesis HR & Payroll StaffPortal =)
staff vt+ access to lancer HR Employee Self Service
Log into the DMS

To use the DMS with all of its [ rrr— Security _ u‘

features, you should use Internet
Explorer. So open the IE browser
for your DMS session and go to the
UH DMS website:

— “Jser name
https://www.docs.herts.ac.uk ‘E‘ | Password

The server www.docs.herts.ac.uk at EDRMPROXY requires a username and
password,

Remember my credentials

Again, log in using your staff id and
password. This session will stay
open until you close the browser.
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Search for a document

When you have logged in to the DMS, you will be presented with a list of files and folders in
the DMS. You should navigate to your project directory where you’ll be presented with the
files pertaining to your project. You can also access this directory using a direct link.

The DMS is fully text searchable, but with the document number you can limit the documents
returned by the search. Enter the number into the ‘Search Livelink for’ bar (highlighted below).
You can include all of the DMS, or just your project, or the current directory using the options.
You can search for part of a word using an asterisk (*) for the missing prefix/suffix, or a phrase
by surrounding the text with quotes around “all of this”, or for specific document types: | =& |+

File Edit View Favorites Tools Help

77 Favorites | /& Document Management

"__"l Enterprise Workspace: Joanna Goodger
Document Management Thursday, 04/04/2013

—

Personal - Enterprise - Tools - Help ~

= My Waorkspace = Workspace # settings Contents
Favorites Users & Groups For This Page

I} Document Management (=]

=

USER GUIDES =&
Request for Access to Document
Management.pdf &

| (Al item types) | - | |.‘~'f§.rcﬁ- i1 name |./':’|

Browse | Drag & Drop

| B Move| 34 Dekete | 3]  zip&Downksd [] Zip&E-mail | % prnt || (@ Colect |

[] | Type Mame Size Modified

[[] [ _USERGUIDES Ea& 14 Ttems 15/03/2013 02:05 PM
05/09/2011 01:41PM

[[] [ Corporate Planning and Management [x] 2 Items
& Internet | Protected Mode: Off v ®100% -

The search results are displayed below in the main body area. The header will also change to

show that the search is complete.

2™ | -
- . | | hitps://www.docs.herts.ac.uk/livelink/livelink
S A

File Edit View Favorites Tools Help

517 Favorites | /& Livelink - Result Page

Personal ~ Enterprise - Tools ~ Help

| Search Livelink for | - || o
£ My Workspace = Warkspace # Settings Cal
150982 @ Favorites B Users & Groups Forl

i || : | - || ‘Within Document Management | - || o gl e

[ Refine YourSearch | [ Save YourSe|
Chanae the Way Results are D|

Results 1 to 1 of about 1sorted by Relevance

[7]  select Action... - Relevance - @ View: LessDetall More

[[] 2 Academic Board-2010-03-10 =]
@Document Management # ... ¥ 2 Academic Board-Meetings 23 Academic Board-2009-2010 - Abigail Tomlinson - 05/04/2011
s SelectAction... - Show n

Results 1 to 1 of about 1sorted by Relevance [ Refine Your Search ] [ Save Your Ses

JISC
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Sharing a document

When you select the folder that you’re looking for, you will be presented with the contents if
you have access.

| € Academic Board-2010-0
’ £ | https://www.docs herts.ac.uk/livelink/livelink*func=I180bjld=150982&objAction=br ~

File Edit View Favorites Tools Help
n . »
5.7 Favorites | & Academic Board-2010-03-10 Mo v [ @ v Pagew Safetyw Toolsv @~

- Joanna Goodger e,
Academic Board-2010-03-10 Thursday, 04/04/20 Livelink

Search Livelink for | - || ¥ | - || & | A || From Here | - || Advanced Search STl T Enterprise ~ Joag iigo

= My Waorkspace = Workspace # Seftings Contents
G | Favorites B Users & Groups For This Page |2

I}Document Management = » £ Govenance & » 2 Academic Board and Commit... & » E2 Academic Board (AB) & » 3 Academic Board-Meetings &1 »
[ Academic Board-2009-2010 =) » [ Academic Board-2010-03-10 & @

| (Al item types) |v | |_k'f§.rc&- &1 name ))| 1] s

Browse | Drag & Drop

i Move| 34 Delete | 3]  zip & Download [] Zip&Emal | 2 print || @ ot ‘

[ | Type  Name Size Modified
2010-03-10-Academic Board-Agenda.doc (=] @ Open Download 05/04/2011 04:42 PM
2010-03-10-Academic Board-Minutes.doc (=] @ Download 05/04/2011 04:43 PM

2010-03-10-Academic Board-Paper 10.1,1.doc (=] @ Download 05/04/2011 04:43 PM

2010-03-10-Academic Board-Paper 2.1. 1.doc (=] @ Download 05/04/2011 04:43 PM
| 2010-03-10-Academic Board-Paper 3.doc (<] @ Download 05/04/2011 04:42 PM

IBEEEE

1 INAN ND 40 Academic Damed Ramae 3 oot =l o [l lomdd ACINAIINA 1 MAAT TR

& Internet | Protected Mode: Off 4y v H100% - r

A direct links can be emailed to your colleagues who can either follow the link from your email,
or use the document number (150982 below) to search for the document in the DMS.

Double click on the file to bring up the file information. On the right hand side of the window is
the option to ‘E-mail this link’. This will open outlook and include a link to the file.

Document

DMS Guide

Personal -

| Search Livelink for |'|| ¢ |'|| &3 |'|| Enterprise |v|| Y

P = My Warkspace = Workspacs # Seftings Contents
o @ Favorites [ Users & Groups For This Page

I}Document Management (] » [ ICT Systems Management (=] & [l Projects and Development (X1 & [] JISC Research Data Toolki... (= &
[ Training and User Guides = » | pMS Guide & &

m

DMS Guide
Owner: Jo Goodger
5| Open
Reformed for the RDM website combining simple instruction and set up processes. I+ pDownload
Edit description =] E-mail this link
» Modified on 08/05/2013 03:34 PM & Edit L
# ‘You added the most recent version at 04/04/2013 04:44 PM e
{l Add version

Motify me of changes
Size: 10 MB View properties
Mare actions (=]

I m | v
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= [——
s o Gu (HTML E=NEEEx
Message Insert Options Format Text Review Adobe PDF ] a
=3 s e | Aa— e ¥ Follow Up ~ [5)
=) & 1o A A s aﬁﬂ @I ﬂ Jﬂ Qf 1
E ? High Importance
Paste B 7 U & A = = = | i= i=  Address Check | Attach Aftach Signature Zoom
A 7 - o Book Mames File  Item~ A 4 LowImportance
Clipboard = | Basic Text | MNames | Include | Tags | Zoom |

To... || |

Cc...
Subject: | DMS Guide |

Send =

"DMS Guide" can be accessed via the following link: https://www.docs.herts.ac.uk/livelink/livelink/overview/1532346

FY

You colleagues can now go direct to the file. They need to be able to access the DMS to open the
file. If they are external collaborators, you need to register them as visiting members and grant
them access to your project area to view your project files. Access is on a per folder basis so
they will only be able to view what you allow them to see.

Sharing
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Viewing a document

ewing

i

%

Once you have found the document you want, you can download the document simply by
selecting ‘download’ from the options to the right of the file; however, changes you make will
not be saved to the server, only to your temporary file. A more robust method is using the
Drag & Drop function (page 9).

Edit View Favorites Tools Help
< Favorites |@Academicsoard-mlo-oa-m B~ v [ o v Pagev Safetyv Tools+v @~

»

Joanna Goodger FOUWERED BT

Thursday, 04/04/2 Livelink

Personal - Enterprise - Tools ~ Help -

| Search Livelink for |v || |~ || =] |v || From Here |v || i (et - . = . 33
My Wi W Settil Contents
A Favornes | B users & oroups = For Thi Page

@Document Management (£ # £ Governance = » 5 Academic Board and Commit... 2] # -] Academic Board (AB) =1 + [ Academic Board-Meetings & »
[ Acacemic Board-2003-2010 (=] + [ Academic Board-2010-03-10 [=] @

B | Drag & Drop | {Allitem types) | - | |_‘~'farcﬁ- i name |):’|

| 3 Move| L Delete | 0]  zip & Download [ ] Zip&Emal | 2 prnt || [ colect |

[ | Type | Name Size. Modified
@] 2010-03-10-Academic Board-Agenda.doc (= @ Ope 05/04/2011 04:42 PM

| 2010-03-10-Academic Board-Minutes.doc =@ Open Download 163KB  05/04/2011 0443 PM

n
]| 2010-03-10-Academic Board-Paper 10.1.1.doc (@ pen Download 63KB  05/04/201104:43 PM
n

@ 2010-03-10-Academic Board-Paper 2.1.1.doc Xl @ Open Download 36KB  05/04/201104:43PM
@ 2010-03-10-Academic Board-Paper 3.doc (X @ Download 196 KB 05/04/2011 0442 PM

5 N4 N2 40 Aradomic Dased Donoe 3 ond (2l o il lomdd 2 mo NCINAMNYA NAAD Tk

€ Internet | Protected Mode: OFff i H100% -

If you have access permission, you can download the document for editing but you need to
enable the browser settings on pages 10-14..

Downloading the file will lock the document to others in your project until you close it so that
only one person can edit it at a time. This version control ensures that edits are made to a single
document, and that your group does not end up with a dozen slightly different copies of the
same file.

However, when you save your editted file, it will not update the file on the server. It will instead
prompt you when you close the file asking whether you want to update the server file.

You should use the Drag and Drop method for editing files; however this currently only works on
Internet Explorer version 9, and firefox.

0 JISC
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Browse || Drag & Drop | Set Motification

| 3 Move || 3¢ Delete || E)]  Zip & Downlx E-mai =mail || (54 Print || [ Collct
Rate It

Type Mame
Urreserve

RDM Storane Request and Activty Log. s
Explore from Here

| Risk Register [*] & _
Overview

Ly B Move || 34 Delete || B3]  Zip & Dowmle| print “mal | = prnt || [ Collect
Zip & Download
Zip & E-mail

You also need to ensure that the file is reopened for editting. A red tick next to the icon

indicates that the file is locked by someone else. To open the file to editting, select ‘Unreserve’

from the drop down menu next to the file name.

You will be asked to confirm that you wish you unlock the file so make sure that you’re ready.

JI
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Drag and Drop

The Drag & Drop function on DMS is far easier to use to manage your files than the browser
and is therefore recommended for opening and editing files.

If you’re using Window’s Internet Explorer (IE) version 9, you need to change the browser

Drag & Drop

settings to activate the Drag & Drop functions — see the next page (page 10). IE version 10,
does not currently support Drag and Drop.

If you are using Firefox 11 you need to install WebDAV View, which you are prompted to do
when you select the Drag & Drop tab. Full instruction for Firefox settings on page 12. FireFox is
not compatitable with the UH Student Record classic interface.

Once you have set up the browser settings, you can use Drag and Drop as you would between
normal windows.

can now double click to open a file, which will activate the version control and prevent others
from simultaneously editing the file, and you can drag it to the desktop to download the file as
you would with files on your computer.

You will be asked for your user name and password again to begin editing the file, which adds
security to your files.

This method automatically saves your files to the server and not a local disk.

File Edit View Favorites Tools Help

- v [ mh v Pagev Safetyr Tools~ @~ |

¢ Favorites | (& Project Logs and Registers

N i | Enterprise Workspace: Joanna Goodger FOWERED B
] w Project Logs and Registers Thursday, 04/04/2013 Livelink

Personal ~ Enterprise ~ Tools ~ Help ~

| Search Livelink for |V|| s |'|| ] |'|| From Here |v|| Advanced Search

[ My Workspace = Workspace % Seftings Contents
U Favortes [} Users & Groups For This Page
Endd Document I| Add Item | i |
I}Dcmment Management = > £ Information Managementan... = » 2 Information Management De... &1 » [l 115C Research DataToolk... &1 &

= Project Planning and Moni... = & &= Project Logs and Register... =] &

Browse Drag & Drop |

To add new items, drag and drop them from your desktop to the area below. -
When finished, click the Continue button.
Name Date modif.. Type Size
5] ]
il =
RDM Storage Risk Register
Request an...

v H100% ~

B

/" Trusted sites | Protected Mode: Off *

JISC
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Internet Explorer browser settings

To change the browser settings, choose ‘Internet Options’ from the Tools menu:

File Edit View Favorites Tools Help

¢ Favorites | (& Project Logs and Registers

= ] Enterprise Workspace: [@ Diagnose Connection Problems...

Project Logs and Registers Reopen Last Browsing Session

Personal ~

Pop-up Blocker
[ My work
Go @ Fayvnr;;sm Manage Add-ons

Work Offline

Compatibility View

I} Document Management (=] » [ Information Management an... =] [ information ManagementDe... [=] & 2 asc Reseq Compatibility View Settings
[ project Planning and Moni... (=] » (| Project Logs and Register... =] &

| Search Livelink for |V|| <1 |'|| =] |V|| From Here |V|| e o

Full Screen

Toolbars
Browse | Drag & Drop

Explorer Bars

| G Move| 34 Delete | 3]  zip & Download [] Zip&Emal | 2 print || @ Colect |

Devel Tools
[[]  Type Mame i

[[] & RDMStorage Request and Activty Log.xls (] & I Suggested Sites
[[] @@ RiskRegister @& i
Done o/ Trusted sites |

OneNote Linked Motes
Send to OneMote

I Internet Options I

On the Security tab, select the ‘Trusted Sites’ J zone so that the description is displayed
and the Sites button is available. Select the Sites button to bring up the list of trusted sites.

Check that https://www.docs.herts.ac.uk is listed; if it is not, add it to the list of trusted sites
and Close the ‘Trusted sites’” pop-up window.

Trusted sites u

Y¥ou can add and remove websites from this zone, All websites in
this zone will use the zone's security settings.

General | Security |PI’iVaC‘_4' I Content | Connections | Programs I Advanced

Add this website ko the zone:
Select & zone to view or change security settings. https://www.docs herts.ac.uk I l add I

@ & v O

Internet  Localintranet QfEEef=i=s  Restricted i Remove
sites H

Trusted sites - I

This zone contains websites that you

trust not to damage your computer or || Require server verification (https:) For all sites in this zone
your files.
‘You have websites in this zone.

=

Security level for this zone

Custom
Custom settings.
-To change the settings, click Custom level,
-To use the recommended settings, dick Default level.

| Enable Protected Mode {requires restarting Internet Explorer)

[ Custom level... H Default level ]

[ Reset all zones to default level l

” Cancel

IE Settings


https://www.docs.herts.ac.uk/
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You also need to customise your security levels.
Select the ’Internet'o zone and select the ‘Custom level...” button.

In this Security Settings window, scroll down to the ActiveX controls and plug-ins. Check that:

° Allow Scriptlets = Enable
° Download signed ActiveX controls = Enable
° Run ActiveX controls and plug-ins = Enable

When all are enabled, select OK on the Security settings pop-up window, then Apply on the
Internet Options window.

I Internet Options

General | Security |Pri'«'ac'_4I | Content | Connections I Programs I .l\dvanoedl Settings
|#| Activex controls and plug-ns -
. . . @] Allow previously unused ActiveX controls to run without prom
Select a zone to view or change security settings. Disable
() Enable D
@] Allow Scriptiets
() Disable
nt\:rnc Local intranet  Trusted sites  Restricted @ Enable
sites () Prompt
Internet S — @/ Automatic prompting for ActiveX controls
) . ) i @ Disable
This zone is for Internet websites, |— 8 Enable
except those listed in trusted and i B d scrint behavi
tr|cted Z0nes & inary and script behaviors
res ' () Administrator approved
() Disahle
Security level for this zone Enable il
a Mierlzw vidan snd i An 3 wshnana that dnae natoce
Allowed levels for this zone: Medium to High < in | "

Medium-high *Takes effect after you restart Internet Explorer

- Appropriate for most websites

- Prompts before downloading potentially unsafe
content

- Unsigned ActiveX controls will not be downloaded

Reset custom settings
Reset to: [Medium-l’ﬂgh (default) v] [ Reset... ]

Enable Protected Mode (requires restarting Internet Explorer) l OK I [ Cancel ]

ICushom level... || Default level |

[ Reset all zones to default level ]

o) (o

JISC
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FireFox browser settings

If you are using firefox 11 you need to install WebDAV View, which you are prompted to do
when you select the Drag & Drop tab.

Firetox ¥ T =B
{7 _USER GUIDES_ +
€ 9 N - |& & htps/wwwdocshers.acuk/livelink/livelink?func=l8objld=1735358: 1’7 v & | | B~ Googte P4+ A& B~

oy £

[} 4PAMO0D3 - Contemp... | | Add to Wish List | | RDTK | | Training |_: Zynga

g Enterprise Workspace: Jo Good D fel
| _USER GUIDES_ Monday, 14 Livelink
fa—
| Search Livelink for | - | | 5':{| i | | = | - | | From Here| vi | Advanced Search PEFR ESEIpEE Eopty Mty
o £ My Workspace ] Workspace % Sattings Contents
[L] ¥ Favorites (] Users & Groups For This Pags

| 27 Add Document || 5 Add Folder || Add ttem | - |
@ Document Management &) > 2] _USER GUIDES_ (&) T (2]
»

Request for Access to Document
Management [=]

m

Browse | Drag & Drop !

To add new items, drag and drop them from your desktop to the area below.
When finished, dick the Continue button.

This view requires installation of the Content Server - WebDAV View add-on.
Use the options available in the Alert Bar located at the top of this page to install the add-on.

If your browser is configured to prevent automatic add-on installations, you may download and install it manually.
Right-click the download link below, select "Save Link As.." and download the .xpi file to your computer.
Then manually install it by dragging the file onto an open Firefox window. Download WebDAV View add-on

4 1

You need to save the link to your desktop so that you can drag it into the window. So right click
on the link and select ‘Save Link As...".

4

To add new items, drag and drop them from your desktop to the area below. Co
When finished, click the Continue button.

This view requires installation of the Content Server - WehDAV View add-on.
Use the options available in the Alert Bar located at the top of this page to install the add-on.

If your browser is configured to prevent automatic add-on installations, you may download and install it manually.
Right-click the download link below, select "Save Link As..." and download the .xpi file to your computer.
Then manually install it by dragging the file onto an open Firefox window. Download WebDAV Mausr add.

Open Link in Mew Tab

Open Link in New Window
Open Link in Mew Private Window

https:/fwww.docs.herts.ac.uk/livelink/livelink’func=webdav.webdavxpi8ifilename= otnpdawviewl 01.xpi

Bookmark This Link
Save Link As...
Copy Link Location

Inspect Element (Q)

@ JISC
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@ Enter name of file to save to...

£

[EF]
(]

Organize MNew folder

-
4. Favorites T

@u |. Desktop » - | 5 | | Search Desktop
Libraries Joanna Goodger A | Computer
| Systern Folder Systern Folder = System Folder
& Downloads

i - Livelink Document Management g
"= Recent Places II‘ Eiworl; 1 Internet Shortcut “ ?Iar?sld
- ystem Folder 287 bytes | ile folder

4 Libraries
I @ Documents
> J'i Music
i [ Pictures
I B# Videos

m

Py Computer
& &L, WINDOWS (C:)
i 58 UHCL_SHARED1
> 58 JGOBAAA (WCL-S ™

File name; otnpdavviewl0l

Save as type: | XPInstall Install

* Hide Folders

PAMO009 - Conternp. Add to Wish List || RDTK | | Training |

Jo Goodger
Menday, 14/10/2013

Select the file from your

Personal ~ Enterprise

" Livelink

€ & [E|r &) @ haps/wwwdocshersacuk/livelink/livelink?func=I&objld=1735358 e || B - Googie Al A B-

' My Workspace 2 Workspace
U Favortes B Users & Groups

% Settings

desktop and drag it into the

Contents

For This Page

[ 13 Add Document || % Add Folder || Add 1tem | ~ |

browser window where you

downloaded the file from

Browse | Drag &Drop |

7

To add new items, drag and drop them fros
When finished, click the Continue button.

kb to the area below.

This view the Content Server - WebDAV View add-on.
Use the aptions availd o located at the top of this page to install the add-on.

If your browser is configured to preve: Pmatic add-on installations, you may download and install it manually.
Right-dlick the download link below, Select "Save Link As_." and download the xpi file to your computer.
Then manually install it by dragging the file onto an open Firefox window. Download WebDAV View add-on

Install add-ons only from authors you trust.

Malicious software can damage your computer or violate your privacy.

You have asked to install the following item:

Install the file as prompted then allow
. . Content Server - WebDAV View (Open Text Corp)

firefox to restart. Your other windows filey/f/C:/ Users/jg06aaa/Deskkop/otnpdavviewl 0Lxpi
should also be restored after the

restart.

Il Install Nﬂw' Cancel

@ JISC
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| “Firefox ™ ! = | =
“}_USER GUIDES,
c P ¥+ A& E-

* Content Server - WebDAV View will be installed after

you restart Firefox. Jo Goodger
Monday, 14/10/2013

Restart Mow B i
e e n = Personal » Enterprise « Tools - Help »
e & Bt My Workspace = ‘Workspace % Settings Contents
P You caon access your add-ons on all your devices with * 9 Favortes B Users & Groups For This Page
¥ Sync. Learn More |
& | 7 add Document || 5 Add Folder || Add Ttem | = |
@Document Management =) » | USER GUIDES_ (=] ™ @
Request for Access to Document
Management =]
Browse | ! Drag & Drop |
To add new items, drag and drop them from your desktop to the area below. L
When finished, click the Continue button.

This view requires installation of the Content Server - WebDAV View add-on.
Use the options available in the Alert Bar located at the top of this page to install the add-on.

If your browser is configured to prevent automatic add-on installations, you may download and install it manually.
Right-click the download link below, select "Save Link As..." and download the .xpi file to your computer.
Then manually install it by dragging the file onto an open Firefox window. Download WebDAY View add-on

nr L3

After the restart, you will see the files in the drag and drop area:

| (= ©

i _USER GUIDES_ l + l_

€& 9 E * | @ https://www.docs.herts.ac.uky/livelink/livelink?func=118objld=173535&0bjAction=k 77 ¥ C ' Google P ¥ A B-

{1 4PAMO0009 - Contemp... { | Addto Wish List | | RDTK | | Training { | Zynga
y

b T s 1

»

| Search Livelink for| - | | ‘S;?| v | | |:|| - | | From Here| - ‘ | Advanced Search EETSIN s o ISSEE> e
] = # et
[ Go ] @ :;‘:vgf;:sm () :’s::s&p::)ups e E:::’T’:Page

E Add Document || % Add Folder || Add Ttem | - |

@Document Management [=] D_I.ISER GUIDES_ [=] ™)

™

Request for Access to Document
Management [=]

Browse Drag & Drop |

To add new items, drag and drop them from your desktop to the area below.
When finished, click the Continue button.

m

Name Date modified Type Size

‘ . == wWhke o @ i

| p] E‘ — L :-[jp
_PAPER  _Quick User  Accessing Dragand  Gettingthe Keyboard Requestfor ScanningID Scanningto Secure Exam StudentFile  Student File

REGISTRY_ Guide-Doc.. Document.. Drop-Ho... Best Qutof.. Tips Tric.. AccesstoD.. Documen.. yourPers.. PaperSyste.. Awareness.. Scanning..

w!
=5 =

Student File Student_Fil...
Training ...

FireFox Settings
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Printing Documents

There is no need to download documents before printing; they can be printed direct from the
DMS. You just need to select the item using the check-boxes to the left of the file name. Then
select ‘Print’ from just above the file list.

| File Edit View Favorites Tools Help
¢ Favorites |@ProjectLogsand Registers | | M- v [ = v Pagev Safetyv Toolsv @~ >

»’_ ‘l Enterprise Workspace:

© | Project Logs and Registers

Personal ~ Enterprise ~ Tools « Help -

| Search Livelink for |V|| ko4 |'|| =] |'|| From Here |V|| Advanced Search

= My Waorkspace = Workspace # Seftings Contents
[ Go ] Favorites 3 Users & Groups For This Page
EAdd Document I| Add Ttem | - |
I}DacumentMana ement = » £ Information Management an... = » 2 Information Management De... 1 » £ 11SC Research Data Toolki... & » =

[ profect Planning and Mori... =] > | Project Logs and Register... =] &

| (allitem types) | - | |_~'f§n:ﬁ- i name |)3|

Browse | Drag & Drop
| B Move | 34 Delete | 3]  zip & Download [ ] Zip& E-mal |I.'3, Print |Iﬁj Collect |
[ | Type | Name Size. Modified
[} @ RDM Storage Reguest and Activty Log.xls £ W& Edit Open Download 29KB  04/04/2013 12:05 FM &
@ Risk Register (=] & Edit Open Download 52KB  23/01/2012 01:05PM
| B Move | 3 Dekete | 3]  zip & Download [ ] Zip & E-mai | % print || @ collect |
e
/" Trusted sites | Protected Mode: Off 3 v ®100% ~ A

Alternatively, you can open the file and print as you would a document that you have been

working on.

Printing
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Favourite Locations

You can select folders as your favourites so that you can get to them quickly. First, you need to
access the folder you want to add. Next to the directory on the bread-crumb chain is a drop-

down menu. You can select ‘add to favourite’ here. This location will then be added to your list
of favourites.

|| File Edit View Favorites Tools Help

Favourites

¢ Favorites | (& Project Logs and Registers | |

o~ v [ @ v Pagew Safetyw Toolsv (@~ ol

Enterprise Workspace:

Project Logs and Registers

Joanna Goodger
Thursday, 04/04/2013

| Search Livelink for | - || g | - || =] |v || From Here | - || Advanced Search e Eaterprise"~ U= it
[Eg My Waorkspace = Warkspace # Seftings Contents
[ 6o Favorites Users & Groups For This Page
Open E Add Document I| Add Item | - |
@Dommentl\"lanagement = » E3information Management an... =] » | Configure mentDe... [ 3 £ JISC Research Data Tooki... (=] # =

[ profect Planning and Moni... (=] » (| Project Logs and Register... [| Rename
Add to Favorites |

| (allitem types) | - | |_‘~'f§.rcﬁ- in name |)3|

Browse | Drag & Drop Make Shortout
T = Set Notificati =
+ EMove|§gDele¢e|Dj Zip & Download ] zpa_--eunaton i Collect|
Explore from Here
[ | Type | Name Size Modified
Print
rin
[® RDM Storage Request and Activty Log.xls (1 W& Edit Open Download 23KB  04/04/2013 12:09FPM 2
2 WebDAY Folder Vi
e older View
@ Risk Register [ & Zip & Download Edit Open Download 52KB  23/01/2012 01:05PM
| B Move | 34 Delete | Bl  zZp& Downbad ] zpf Zip&E-mai i Collect |

Properties 3

&y

J Trusted sites | Protected Mode: Off a v H100% -

This menu also gives you the option of ‘making a shortcut’ which you can use to attach this
folder to a directory higher up in your hierarchy.

Your favourite directories are listed in Favorites just below your personal folders.

File Edit View Favorites Tools Help

ﬁ Favorites | @ Document Management

Management

Search Livelink for |v || ko4 |v || =] |v H From Here |v || Advanced Search

150982 Go

™ Workspace

&% Settings
[ENTSSY Groups

For This Page

I} Document Management [

[

USER GUIDES [F]#&
Request for Access to Document

Management.pdf &

| (Al item types) | = | |_k'f§.rc&- i1 name |))|

Browse | Drag & Drop

[ ] Zip& E-mal | % print || (@ Collect|

F’EMOW|§%D&H&|D§ Zip & Dovmload

Modified
15/03/2013 02:05 PM

[ Type Mame Size
ms
USER GUIDES (=& 14 Ttey

05/09/201101:41 PM

Corporate Planning and Management (=] 2 Items
0 B
€ Internet | Protected Mode: Off fy v ®100%
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\
Drag & Drop is

the best way of
editing and

Ve

moving files.

Change your

settings now to

turn on ActiveX.

AN

e

File Edit View Favorites Tools Hel

Search the DMS, your project,
or your directory using the
search Livelink for dialog box,
using * for missing part words,
guotes “for phrases”, and
limiting the file types searched
for usingthe * menu.

\

Ve

Save directories to your
favourites and you can jump
to it from the main DMS page
using your Favorites space.

J

Change your settings
to turn on ActiveX.

¢ Favorites | /& Project Logs and Registe

| Search Livelink for |V|| 32 |'|| =] |'|| From Here |v|| Advanced Search

Personal ~

Tools ~ Help -

Enterprise -

| Drag & Drop

[ My Workspace

Favorites

gt Management (] : ] Information Managementan... (=] # Ll Information Management De... [ » 2l JISC Research Data Toolki... &
ing and Moni... = » [ Project Logs and Register... =] &

Contents
For This Page

[~]

™ Workspace # Seftings

Users & Groups

E Add Document I| Add Ttem

| (Al item types) | e | |.‘~'E§n:ﬁ- i1 name |):’|

F”EMOU@| 3% Dakete | 3]  zZip & Downkad

=] Zip& E-mail | (54 Print

(1) Collect|

[ Type |Mame

] @ RDM Storage Request and Activty Log.sds (2 & Edit Open Download 29KB  02/04/2013 09:30 AM
= E:I[ Risk Register (=] & Edit Open Download 52KB 23012012 01:05PM -

Size Modified

e Internet | Protected Mode: Off

dh v W10% -

the list of files.

function above.

Select a document to print, move or
email using the check boxes.

Then select an action from above

This is easier using the Drag & Drop

~

AN

You can Open and Download the files
direct from the DMS.

Opening it will show you a read only file.

Choose Edit to activate version control
and lock it while you have the file open in
an editable mode.

\

J

JISC

https://www.docs.herts.ac.uk
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