ANSI Online Document Library


______________________________

Users’ Manual

v1.2 Updated January 6, 2003 

 Table of Contents

2Table of Contents


31. Introduction


32. Structure of the Document Library


33. Accessing the Document Library


63.1 Searching for a document


63.1.1 Simple Search


73.1.2 Advanced Search


104.
Subscriptions (Alerts)




1. Introduction

The ANSI Online Document Library has undergone a major upgrade to enhance user access and document security.  We have chosen Microsoft’s SharePoint Server as the underlying software for the Library.  This software is flexible enough to meet the evolving needs of both internal and external users.

Some of the enhancements include:

· Document Distribution will now be done via the ANSI Online Document Library.  Users will no longer receive emails with file attachments.  Rather the email will provide a URL link to the relevant document(s) in the library, and the user can go and get the documents at their convenience.


· Security will now be done via a unique user ID and password for each user.  This will control what folders and documents a user is able to see.


· Alerting is now available.  By subscribing to a folder or document, a user will be alerted via email when a folder or document has been updated.  Users can start and stop subscriptions at any time.  This feature is only available in the ANSI Members Only section of the Library.

2. Structure of the Document Library

The ANSI Document Library has 2 main areas: the Public Document Library; and the ANSI Members’ Only Document Library.  As their names imply, the Public Document Library is open to anyone coming into the site.  The ANSI Members’ Only section is only available to ANSI members, and requires the user to supply a user ID and password.

In the Public section, any user coming to the site can read any document in this area.  Documents are kept in folders, which are used to organize the material.

In the Members Only section, folders are used both to control access and to organize material.  There are subfolders for each ANSI board, committee, council and forum.  Only members of these various groups can see these subfolders.  For example, if you belong only to the Company Member Forum and the International Policy Committee, you will only see these two subfolders.

3. Accessing the Document Library

Access to the Document Library will be provided via URL links from ANSI Online.  These links will take the users to one of the following: the public or members only area; a specific folder for a particular committee or activity; or an individual document.

When a user clicks on a link to the Public Document Library, they are taken directly to the target of that link without having to enter a user ID and password. From this point, they can browse or search for any document available in this part of the Library.

When a user clicks on a link to the ANSI Members’ Only Document Library, they will be prompted for a user ID, and password.  User IDs and passwords have been distributed to all active ANSI members, as well as to non-members who have subscribed to certain ANSI publications, such as the ANSI Reporter.  Once the user has been authenticated, they can browse and search for any documents to which they have rights to view.

After a user opens a folder in the Document Library, a list of documents is presented.  
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By default, the list is sorted by document title, but users can ask the list to be sorted by date or by author.  By clicking the document title, the document will open for the user.  Users can download the document to their computer by right-clicking the title and choosing the option to save the document.

User’s can also view the document’s metadata by clicking the link called Show Actions.  
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This will open a page that contains the document’s profile of metadata, with information such as keywords, abstract and other pertinent fields.
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3.1 Searching for a document

Once inside the Document Library, users can search for documents.  The Public Document Library search covers not only the documents in the Library itself, but also the ANSI Online web site.  Searching in the Members Only section searches just that section of the library.

There are two ways of searching: simple search; and advanced search. Searches can also be performed against the entire Library (Search This Site) or against the particular folder in which the user is currently working. (Search This Folder).  In the Public section, searches will search return any document meeting the search criteria.  In the Members Only section, searches will return only those documents that are in folders to which the user has rights. 

3.1.1 Simple Search

When documents are entered into the Library, a full text index is done on the document, including the document’s profile (metadata).  The simple search option searches against this full text index.  To search, type the search terms into the text box and click the Search button.  A list of documents is returned.  Because this type of search is going against the full text of all the documents, this list can be quite large.  To perform a more precise search, the advance search feature can be used.  Below is a screen shot of the simple search with results:
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This search returned 4 items.  In the Advanced Search Section, we will show how these results can be refined.

3.1.2 Advanced Search

The advanced search allows users to search against the fields in the document profile.  The advanced search contains 3 rows with 3 text boxes.  The first column contains a drop down box with the various metadata fields.  The second box contains a drop down menu with how the search terms are to be processed, and the third box is a text box where users enter search terms.  The second and third rows can be used to further define a search.  The steps in doing an advanced search are as follows:

1. Choose which field is to be searched;


2. Choose how the search is to be processed;


3. Enter the search terms.

Example:

To search for a document that has the word budget in its title, here is what needs to be done:

1. From the drop down list in the first column in row 1, pick the field title;


2. From the drop down list in the second column in row 1, pick the word contains;


3. In the third column in row 1, type the word budget.

This will return all documents that have the word budget in the title, for a total of 2 documents:
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To further refine the search, the second and third rows can be utilized.  For example, all documents from the Board of Directors from 2002 with the word budget in the title can be located as follows:

1. Row 1/Column one, choose Committee Name;


2. Row 1/Column 2, choose the word contains


3. Row 1/Column 3, type Board of Directors;

4. Row 2/Column 1, choose Document Date;


5. Row 2/Column 2, choose the > symbol;


6. Row 2/Column 3, type 12/31/2001;


7. Row 3/Column 1, choose title;


8. Row 3/Column 2, choose the word contains;


9. Row 3/Column 3, type the word budget.

This will return only Board of Directors documents from 2002 that have the word budget in the title, which in this case is only one document:
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4. Subscriptions (Alerts)


The subscription feature is only available in the Members Only section of the Document Library.

Subscriptions are a way to be automatically alerted when documents are added or changed.  Users can subscribe to a folder or a single document.

When a subscription is set up, users are asked to set several parameters:

· Subscription name: This allows the user to give a descriptive name to the subscription.


· Email address: This optional information allows users to receive email messages regarding changes to the folder or document.  If this is not filled out, email will not be sent


· Frequency of updates: This indicates how often a subscription should be updated.  Choices are: once a day; once a week; or whenever a change occurs.

To set up a subscription to a folder, go to that folder and choose the Subscribe option located above and to the left of the document listing, circled in red on the picture below:
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A registration form will open which will ask for the parameters listed above:

 [image: image8.png]A New Subscri rosoft Internet Explorer

Edt Vew Favortes Tools Help

| wosk - 5 - D ) 4| Qesch Clravorees (ristoy | Ehe 2 (0 - 2]

| deress [ mbers{portalitesourcesiCreateSubscription asp?SubscriptonType=FodertDatal=hitp:[/192. 166.0.7 /ANSIMembers{Documentsi TestDocsfELHToReburTo=currertfolder =] (@G | |Links

New subscription

Subscribe to this folder
acaments ¢ Testbocs : Type a name for this subscription: (Required)
TestDocs [restoocs

You can request to be notified when documents in the folder
change. You will also be notified of changes ta dacuments in E-mail notification (optional)
subfolders, as well a5 the creation of new subfolders. Send to

Subseription notifications are autamatically displayed in the portal (For example, someone@microsoft.com)
If you provide an e-mail address, you will be notified by e-mail as
wel How Often:

Once a day

&0 e




Notice that the name of the subscription defaults to the name of the folder.  The user can change that name to something else, if desired.  Once this form is complete, click the OK button to complete the registration process.

To subscribe to a document, first locate the document either through a search or by browsing.  Then click the Subscribe link below the document information, circled in red below:
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The registration screen will open and the user can complete the subscription process as described above. 

Once a subscription is set up, use the Subscriptions navigational link to see results and manage subscriptions:
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 Each subscription is listed, with subscription information at the top, and the list of results listed below ordered by date.  Below is a sample Subscription Management page:
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Besides viewing notifications, users can manage their subscriptions by clearing notifications and deleting subscriptions. To clear notifications, click the Clear all subscriptions link.   Use the Delete subscription link to delete a specific subscription.  All subscriptions can be deleted by clicking the Delete all subscriptions link.

If you have multiple subscriptions, and have requested to be alerted via email on those subscriptions, you may want to consider setting your update choice to either once a day or once a week.  If one of these choices is made, you will receive one email with all your subscriptions included.  If you choose to be updated as changes occur, you may receive multiple email messages throughout the day.

When subscribing to folder, any changes made in that folder, and any subfolders, will be tracked by your subscription.

