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Introduction

The Document Container allows users to upload files and make those files available to some or all users on the
site. This manual will guide you through how to upload files, how to store files in organized folders, how to create
links to resources on the internet, and how to make changes to resources within the Document Container.

Key Information

In order to add, edit, or view your Document Container, to log in to your site using a Username and Password.

If you have not yet registered with the site you can request access by clicking the Signup button. This sends a
request that is automatically routed to an administrator for approval.

LOGIN SIGNUP

User Name Signup
Password Forgot Password?

Login

Creating a Document Container

Go to Page on the Administrative Toolbar and click Document Container Page. Fill in the Page Name field for
your new page.

Design Mode OFF Page Options

Calendar Page
Content Space Page
Document Container Page @

External Link Page

The Page URL field will automatically be filled in. The Page URL is used to build the Friendly URL used to access
the page. If you wish to make modifications to the Page URL, click [*1 and then you can change the text. Keep in
mind that only alphanumeric characters, underscores and dashes can be used. Any other characters will be
automatically removed.

By default, you will be assigned as the Page Owner. If you wish to set someone else as the owner, click
the icon.

When the User Picker opens, choose the user you wish to make the owner, and click Add then click OK.

©2019 West Corp. [07252019]. All rights reserved. May not be reproduced without express written permission. 3
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Search |danner

Users (1 - 2 of 2)

charlie.danner
edanner

Search

Selected Users (1)

charlie.danner

Add

Remove

OK | | Cancel

If you want to set the page as the user
with this page.

's homepage in their user profile, click Replace Page Owner's website

 Note: On some sites, you may also have a Category drop-down that you can use to select a category for the

NEW PAGE x

page.

Page Name”™

Resources

Page URL"

Page Owner

cdanner n

Replace Page Owner's website with this page

EaEZD

To finish creating your Document Container Page, click Create.

©2019 West Corp. [07252019]. All rights reserved.
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Adding Files

To add files to your container, click the Add option and then click File.

+ Add || € Display Settings | & Security | v Activity

B Fie @

B Folder

% Link

Once selected, an upload box will appear on the page. To add files to upload, click and drag the files you wish to
upload in to the upload box. You can drag files one at a time or select a group of files to drag in the box all at
once. You can also drag and drop folders in to the upload box.

In addition to dragging and dropping, you can also use Add Files to select files you wish to upload.

= Document Container

Once you have selected all the files you wish to upload, click Start Upload.

= Document Container
L+ e e
Feb Minutes R... Feb Minutes.pdf Meeting Over...
548 kb 826 kb 1.3 mb
€ Close

Once the files have finished uploading, click Close.

©2019 West Corp. [07252019]. All rights reserved. May not be reproduced without express written permission. 5
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Creating Folders

To create a folder for your files, click Add and then click Folder.

+ Add || £ Display Settings | & Security | « Activity

k rFie
B Folder @
% Link

Enter a Folder Name to be displayed within the document container.

You can also provide an optional Description of the folder.

ADD FOLDER x

&= Document Container

Folder Name

2015 Minutes

Description

The meeting minutes for the 2015 meetings.

s

Add Folder | cancel |

Click Add Folder to create the folder.

©2019 West Corp. [07252019]. All rights reserved. May not be reproduced without express written permission. 6
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Creating Links

To create a hyperlink, click Add and then click Link.

+ Add || 4 Display Settings | & Security | + Activity
E rie

B Folder

% Link @

Give your link a Link Name to be displayed in the document container.

Type in the full URL that you wish to link to in the URL field.

If you wish, you can provide an optional Description to let others know more about the link.

ADD LINK x

&= Document Container

Link Name

Meeting Video Repository

Url

http://'www ourexampleurlwheremeetingvideosareposted.com/2015

Description

A repository containing recerdings of all the board meetings that took
place in 2015

A

Click Add Link to create the link.

©2019 West Corp. [07252019]. All rights reserved. May not be reproduced without express written permission. 7
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Searching for a Resource

In addition to browsing through the document container, you can search for a specific resource you wish to find.

To search for a file, navigate to the folder in the container you wish to search. If you wish to search the entire
container, you can do so from the top level of the container.

Typing a full or partial name of a file in the Search box and click Q) to run your search.

+ Add | £ Display Settings | & Security | v Activity A Subscribe
February @ n
File Namea Size

+ Note: When you search a container, the search will normally only look at the name of the resource. However if
you have the display settings set to include usernames, you can also search for files that have been uploaded by

a particular user.

Sorting Resources

Users have the ability to sort resources by File Name, User, Size and Date Modified.

7 Note: By default, only File Name and Size are available to a container. However, you can use Display Settings
to add the User and Modified fields. Users are not able to sort by fields that are not visible. For more information
on configuring which fields appear, please see the Configuring Document Container Fields section.

To sort the contents of the container by a property, click on File Name, Size, User or Modified. This will sort the
container by the given item in ascending order. Clicking the item again will sort the contents in descending order.

+ Add | £ Display Settings | & Security | v Activity A Subscribe
February a :
File Namew Size
September 2019 Meeting Minutes 708 KB
May 2019 Meeting Minutes 184 KB
March 2019 Meeting Minutes 7.78 KB

©2019 West Corp. [07252019]. All rights reserved. May not be reproduced without express written permission.
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Managing a Resource

When you click on a file or link within the document container, you will see a number of options available to you.
As a guest, you can copy a link, subscribe for updates and download the actual files. These options are also
available to a user with full control over the resource but those users have additional options, including editing,
moving, and deleting resources, viewing activity and editing file security.

To access these options for a file or link, click on the name of the object. To access these options for a folder,
click to the right of the folder.

[ 2015 Meeting Minutes 5 Item(s)

charlie.danner

To copy a link to a file, folder or link, click on the resource and then click Copy Link.

Jan Minutes 763 KB
= charlie.danner 101318

lwantto: Iy Copy q_ibnk (¥ Edit % Move To... @Delete & Download A Subscribe + Activity & Security

This will copy the link to your clipboard so you can paste it elsewhere.

You may wish to change the Name or the Description of your resource. To do so, click on the resource and then
click Edit.

You will be taken to the edit window, where you can make changes to the name and description of your resource.
In the case of a link, you will also be able to update the URL field.

UPDATE FOLDER b 4

= Document Container

Folder Name

2015 Meeting Minutes

Description

The meeting minutes for 2015.

i

Update Folder m

When editing a file, you will also be able to see the version history of the file.

©2019 West Corp. [07252019]. All rights reserved. May not be reproduced without express written permission. 9
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If you have an updated version of the file that you wish to share, you can use the Add Revision interface to add
your new version of the file. Either click Select a File or drag and drop your file into the Drag & Drop File Here

box to upload the new version of the file.

= Document Container

File Name

Mar Minutes

User
charlie.danner

Description

Anocther update here

Version History

Size
548 KB

Date
10/17/16 03:25 PM

Add Revision m
)
|
|2 Move |
Name Size Author Created On Version# |Action
Mar Minutes.pdf | 548 KB | charlie.danner | 10/17/16 023:25 PM 1 Live Version

Once you have uploaded the new version of the file, you can see it is now the Live Version. This means that
when users download the file from the container, this is the version of the file they will be downloading.

Version History

Add Revision
Re:

ate

ncr

Select a File

Name Size Author Created On Version # | Action
Apr 2017 Meetin... 358 KB charlie.danner 2017-07-13 00:52 AM 2 Live “ersion
Apr 20177 Meetin... ET 2 KB | charlie.danner 2017-07-13 09:51 AM

If you wish to make another version of the file active, click Make Live next to the desired version. You can also
click Delete next to any non-live version of the file to permanently remove that version.

When you have finished your changes, click the Update button.

©2019 West Corp. [07252019]. All rights reserved. May not be reproduced without express written permission. 10
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If you are wishing to move just a single file, folder or link, you can also click to the right of the resource and
then click the Move To... option.

3 September 2019 Meeting Minutes 708 KB

lwantto: EyCopylink FEdit B Mov@l’o... @Delete & Download  MSubscribe

+ Activity & Security

If you are within a sub-folder and you wish to move the resource to a higher level within the container, use the
breadcrumb to choose the level above your desired destination. For example, in the screenshot below, if you
wanted to move the file to the main Document Container level, you would click Top Level and then click Select to
the right of Document Container.

MOVE TO... x

Please select destination folder for "All selected items™ :

& TopLevel » Document Container

I 2015 Meeting Minutes
I 2016 Meeting Minutes
I 2017 Meeting Minutes

I 2018 Meeting Minutes

Once you are at the desired level, click Select to the right of your destination folder.

You can also move a resource into a folder by dragging and dropping the resource into the desired folder on the
page.

B 2075 Mesing MM e dannerlis ke10i316 13 ltem(s)
charlie o atpisstaging devnatBs intr __i2¥ayFile sspx?itemid=4313304

Jan Minutes 763 KB

<1 charlie.danner IR

lwantto: W4yCopylink & Edit & Move To... mDelete & Download A Subscribe « Activity & Security

1 PAGE 1 OF 1

©2019 West Corp. [07252019]. All rights reserved. May not be reproduced without express written permission. 11



&) SCHOOLMESSENGER®

Document Container Guide

If you wish to remove a resource from your container, click on the resource and click Delete.

Delete?

Yes, delete il

Confirm your decision by clicking Yes, delete it! in the confirmation window. Once deleted, the items are

permanently removed, so only delete files you are sure you will no longer need.

If you wish to download a file, click on the name of the file. Alternatively, you can download the file by clicking

== w

to the right of the file's name and then clicking Download.

+ Add | # Display Settings | & Security | + Activity

Search._.
File Namea~
BB 2017 Meeting Minutes
BB 2018 Meeting Minutes

April 2019 Meeting Minutes @

A Subscribe

Size
4 |tem(s)

12 Item(s)

803 KB

©2019 West Corp. [07252019]. All rights reserved. May not be reproduced without express written permission.
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If you want to be notified of any files, folders or links being added or updated on a container, you can use the
Subscribe button on the top right of the container.

+ Add | £ Display Settings | & Security | " Activity Afubscribe
Search... aa
File Name= Size

If you wish to be notified when changes are made only for a specific file, folder or link you can click on the
resource and then choose Subscribe.

If you are signed in, you will be able to choose if the alert is for My alert online (accessible at /alerts) or Email
Alerts.

Feb Minutes 1.48 MB
< charlie.danner g

Iwantto: EMyCopylink [ Edit & Move To.. mDelete & Download lSubi%ribe + Activity @ Security

Fill out the desired Title and Email Address for your alert.
Use the Email Type drop-down, choose if you want the emails sent with HTML or Text formatting.

Use the Frequency drop-down to choose if you wish to receive immediate alerts about any update or if you would
like to get daily or weekly summaries of any updates.

If you are not signed in, you will also need to check the I’'m not a robot option for the reCAPTCHA.

ADD SUBSCRIPTION x

= Document Container > 2015 Meeting Minutes

Title
Meeting Minutes
Email Address

charlie danner@ourexampleemaildomainforemaildelivery.com

Email Type

Html v
Frequency

Send an alert summary immediately v

o |
\/ I'm not a robot

v | o

Click Add Alert to confirm your alert settings.

©2019 West Corp. [07252019]. All rights reserved. May not be reproduced without express written permission. 13
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To view activity from signed-in users on a resource, click on the resource and then click on Activity.

ACTIVITY x

= Document Container > Feb Minutes
Activity List
Action Occured At |User Description
Upaated |53I2121 TOV25 | oiina west #ﬂgssg]g@?ated the properties on
6/21/17 10:45 " A user updated the properties on
Updated Al karina.west this object.
101716 11:07 " A user updated the properties on
Updated AM karina.west this object.
. - 101716 11:07 . A user has marked this item as
karina.west read this object A karina.west read.
316 K] i
charlie.danner read this object 10/13/16 12:32 charlie.danner A user has marked this item as
PM read.
1316 114
Created }1\?;3“' 181147 | charlie.canner | A user created this object.

To change the security settings on a resource, click on the resource and then click Security.

From the Direct Permissions tab, you can see users that have been assigned permissions to the file. To add
permissions for additional users, click Add.

% Document Container Security of 'Meeting Overview'

Direct Permissions || Actual Permissions

PERMISSIONS GRANTED TO

charlie.danner

Add | | Remove

©2019 West Corp. [07252019]. All rights reserved. May not be reproduced without express written permission. 14
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In the user picker window that appears, search for the users or groups that you wish to use. Click the user(s) or
group(s) you wish to select and click Add.

Search |bert Search

Groups (1 - 0 of 0) Users (1 - 12 of 12)

barbara.seibert

bert.tate

cuthbert.dmello

donna.robertson

GGilbert

gilbert.guina

jeffery. seibert

robert.allen

robert. bordner

robert. harper -

Add

Selected Groups and Users (2)

charlie.danner
bert.tate

Remove

OK Cancel

Once you have added all desired users and groups, click OK.

To change the permission for a user or group under Direct Permissions click the + to the left of their name and
specify the permissions you wish to apply.

PERMISSIONS GRANTED TO
= bert.tate

#| Full Control
Create
Delete
Read

Browse
Write

Apply

charlie.danner

Once you have selected all the options you wish to grant, click Apply.

©2019 West Corp. [07252019]. All rights reserved. May not be reproduced without express written permission. 15
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If you wish to limit access to the resource so that only users and groups listed in the Direct Permissions can
access the file (as well as users in the Administrators group on your site), under Inherit Permissions uncheck
the option to Allow inheritable permissions from parent to propagate to this object and click Apply.

INHERIT PERMISSIONS

#| Allow inheritable permissions from parent to propagate to this object

Apply

To view all permissions that are being applied to a resource, click on the Actual Permissions tab. Here you will
see a list of all users on the site that have been granted permission to access your file, including those that may
have inherited the permission because they have been granted access at the page or site level (for cases where
you have not unchecked the option to inherit permissions.

SEARCH USER OR. GROUP NAME: Search All Permissions

Actual Permissions Granted To (1 - 4 of 4)
bert.tate

charlie.danner

katrina.west

mdevaon

Page:1of 1 =< =>

Viewing Container Activity

To view activity from signed-in users on a container, click on Activity.

ACTIVITY x

= Document Container
Activity List

Action Occured At User Description
T ayCeing Overview (ID=4S4TITE)WAS | g/31/17 02:55 PM karina west

gglr&;:deo Minutes Revised' (ID=4841171) Was | 2447 0055 pig bert tate

Lo Jan Minutes (1) (ID=484T169) was 6/21/17 02:55 P chariie danner

Bglrgte':deb Minutes (1)’ (ID=4841173) was 512117 02-54 P bert tate

Item 'Third Folder' (ID=4814117) was deleted 6/21M17 10:39 AM charlie.danner

ey Cona Folaer (ID=4514110) was 6/21/17 10:39 AM karina. west

Item "Stuff & Such' (ID=4821592) was deleted | 6/21/17 10:38 AM karina west

1 2 PAGE 1 OF 2

©2019 West Corp. [07252019]. All rights reserved. May not be reproduced without express written permission. 16
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Setting Security on a Container

To change the security settings on a resource, click on the resource and then click Security.

From the Direct Permissions tab, you can see users that have been assigned permissions to the file. To add

permissions for additional users, click Add.

% Document Container Security

| Direct Permissions || Actual Permissions

PERMISSIONS GRANTED TO

[ charlie.danner

Add Remove

In the user picker window that appears, search for the users or groups that you wish to use. Click the user(s) or

group(s) you wish to select and click Add.

Search |bert

Groups (1 - 0 of 0)

Selected Groups and Users (2)

charlie.danner
bert.tate

Search

Users (1 - 12 of 12)

barbara.seibert
bert tate
cuthbert.dmello
donna.robertson
GGilbert
gilbert.guina
jeffery.seibert
robert.allen
robert. bordner
robert. harper

Add

Remove

OK Cancel

Once you have added all desired users and groups, click OK.

©2019 West Corp. [07252019]. All rights reserved. May not be reproduced without express written permission.
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To change the permission for a user or group under Direct Permissions click the + to the left of their name and

specify the permissions you wish to apply.

PERMISSIONS GRANTED TO

= L bert.tate

# Full Control
Create
Delete
Read

Browse

Write

Apply

charlie.danner

Once you have selected all the options you wish to grant, click Apply.

If you wish to limit access to the container so that only users and groups listed in the Direct Permissions can
access the file (as well as users in the Administrators group on your site), under Inherit Permissions uncheck
the option to Allow inheritable permissions from parent to propagate to this object and click Apply.

INHERIT PERMISSIONS
#| Allow inheritable permissions from parent to propagate to this object

Apply

To view all permissions that are being applied to a resource, click on the Actual Permissions tab. Here you will
see a list of all users on the site that have been granted permission to access your file, including those that may
have inherited the permission because they have been granted access at the page or site level (for cases where

you have not unchecked the option to inherit permissions.

SEARCH USER OR GROUP NAME:

Actual Permissions Granted To (1 - 4 of 4)
bert.tate

charlie.danner

katrina.west

mdevon

< =

Page: 1 of 1

Search All Permissions

©2019 West Corp. [07252019]. All rights reserved. May not be reproduced without express written permission.
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Configuring Document Container Fields

Administrators have the ability to determine how the Document Container is rendered throughout the site. They
can also allow many of these settings to be configured on a per-container basis.

If the administrators have enabled the appropriate setting, users with full control on a container will see an option
called Display Settings. By clicking on this option, they can control which fields are displayed in the container as
well as the default sort option that will be used when viewing the container.

To access these settings from the container, click Display Settings. If you do not see this option, you can speak
with your administrators about the possibility of enabling this option.

When clicking Display Settings you will see the following options.

e Data Columns: You can use these checkboxes to hide one or more fields within the document container.
® Sort by column: Set the sorting default of the items in the document container.
® Sort by order: Choose if items should be sorted by ascending or descending order by default.

DISPLAY SETTINGS x

&= Document Container

Data Columns

[ ] Hide The Last Modified Column
Hide The User Column

Hide The Size Column

Sort by column

Modified v

Sort by order

Descending

Update Display Settings m

To save your changes, click Update Display Settings.

©2019 West Corp. [07252019]. All rights reserved. May not be reproduced without express written permission. 19
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If you are an administrator, you have the ability to configure the display settings for all containers on the site. You
can also add the Display Settings option to containers so that users with full control on the containers can choose
how to display their container contents.

To access the document containers settings, click Collaboration Server Settings under Collaboration Server
Administration on the System Administration page. Choose the Content Manager tab.

The customizable settings include:

Data Columns: Allows administrators to determine which document container fields to display for visitors of
the site. You can use these options to hide one or more fields within the document containers.

Default Sort: Set the sorting default of the items in the document container.

Maximum File Upload: Administrators can set the maximum file upload size for users. You cannot increase
the file size to a value higher than the default maximum.

Additional Settings:

Show above settings on each container: This option will add a new tab called Display Settings to each
document container on the site. You will then be able to use that tab to configure the Data Columns, Default
Sort and Maximum File Upload on individual document containers on the site.

Disable the File Details Page: Instead of viewing the File Details when you click on a file in a document
container, you will be able to download the file directly if this option is checked. This allows users to download
files with one fewer click.

Content Manager H e-Learning Server || Collaboration Server |

DISPLAY SETTING

Hide the Last Maodified Column
Data Columns [Hide the User column
Hide the Size column

Default Sort Sortby|Name ¥ |in|Ascending ¥ order

® Default maximum (1024000 KB)

Maximum File Upload Size Set maximum size to KB

o ] Show above settings on each container
Additional Settings #Disable the file details page (Clicking on the link
downloads the file)

Update Settings Cancel

Click Update Settings when ready to save your changes.
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