
Docushare Training



Log-In and Main Menu

Login using your 
Jlab Username and 

Password

Docushare can be found at 
http://Jlabdoc.jlab.org



Main Menu After Login

List of 
documents 

routed by you 
or to you

List of 
documents 

favorited 
by you

Additional 
search 
options

Recently 
edited 

documents

List of 
documents and 
collections on 
your network



Document Upload and Editing



Document Upload

Go to the 
collection the 
document is 

meant for

Use the Drop 
Down under 
“Add” and 

select 
“Document”



Document Upload Cont.

Browse to select a 
document to upload

• Document title 
automatically 
created from 
filename

• Use 
Traveler/Procedure 
title for the 
Document Summary



Upload a New Version
From the More Actions Section, select 

Upload a New Version

Add comments on 
the new version, if 

applicable



More Actions

• Temporarily lock 
document from edits 
until you check a new 
version back in

• Uploading does not 
overwrite old version. 
A record is kept

• Deletes the document
• Adds the item to your 

favorites page
• Routs the document 

for approval
• Locks the document 

from others using it 
(not necessary to 
select when checking 
out)

• Views the document 
in browser without 
downloading

IMPORTANT
Only authorized persons should 

be routing documents for 
approval

Select 
More 

Actions to 
open the 

drop-down



Document Properties

• View the document 
details

• Edit document details
• Edit permissions to 

view and edit 
document

• Add or remove 
notifications for 
documents

• Document locations
• Version history
• Document comments
• View routing status
• View and change 

document history

Select 
Properties 

to view 
Document 

Information



Document Approval



Approval Email
If a Document is 
sent to you for 

approval, you will 
receive an email

Link to the approval



Approving a Document

Comments on the document go here

Download and view 
routed documents

Approve or 
Disapprove

Save 
comments



ViewRouting

View detailed routing 
status

Delete/terminate 
routing (if you 

created it)

Response and 
response dateApprover

General 
Routing Status

Date of last 
action on 
routing



Overdue Documents and What Happens

• When a Traveler or Procedure is overdue, an email will be sent to the 
approvers and routers if the options are selected.



My Tasks

Name of 
documents routed

Date modified and 
status



Thank You For Listening
Questions?

Additional questions or concerns can be directed to pansophy@jlab.org


