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Log-In and Main Menu

Docushare can be found at

Xerox DocuShare® Search th EntreSte http://Jlabdoc.jlab.org By @ oo 0 cen i

Q  QUICK SEARCH
B q GETTING STARTED
: e Not sure what to do?
L & %)

LOGIN

) Jlab Username and
Password

Domain: JLAB

—~—

LOGIN Retain login for future

Note: You must login to add content or see restricted content.

o

Publish & Share e

Contact your administrator.

o
- COMMUNITIES
COLLECTIONS < OTHER LINKS 1) Explony oty commmenty s
Top level collections ~~ Links to other content O
BB Workspaces
D 12 GeV Upgrade St
Documentation supporting CEBAF's 12 GeV Upgrade.
Wikis seemore
D Facilities
Technology or research and development documentation and information generated by or
related to the laboratory's major facilities. Weblogs See more

[:] Infrastructure

Documents related to the Laboratory's core administrative services.
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Main Menu After Login

XeI'OX DOCUShGI’E® Search the Entire Site n Q Advanced D samuels Logout

£ MY TASKS ¥r MY FAVORITES Q  QUICK SEARCH @ RECENT
§ & d L]

HOME MY DOCUSHARE

q GETTING STARTED

NOETEAVIEIRGE Yl Take a Tutorial

COMMUNITIES 0<z

Explore our community areas

»
List of List of List of — p
! Additional Recently
documents and documents documents . BB Workspaces
! : search edited i
collections on routed by you favorited :
options documents RN —

your network or to you by you ‘ -~ R

S ““ \\)‘ Web[ogs See more
| - \
ﬂ | = 4 E
. J
\eg : Publish & Share WHAT'S NEW A
o % Lists all modified content. See what's new today! =
Period... e
COLLECTIONS <> OTHER LINKS 2
. 2 i o
Top level collections Links to other content
D 12 GeV Upgrade D My DocuShare
Documentation supporting CEBAF's 12 GeV Upgrade. Your personalized DocuShare home page

[ Faciities

Technology or research and development documentation and information generated by or
related to the laboratory's major facilities.

D Infrastructure

L Documents related to the Laboratory's core administrative services.
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Document Upload and Editing
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.
Document Upload

Xerox DocuShare® Search this Collection

HOME r MY DOCUSHARE £ MY TASKS ¥ MY FAVORITES Q, QUICK SEARCH [E RECENT

Location: Home % ... % SRF Institute 01 - SRF Projects % 01 - Open ' 1.04.80.014 - P1 Refurbishment (Tony Reilly) ' 06 - Process Documents and Travelers (P1- refurb) \ Approvals Listing
=) Approvals Go to the

Place holder for documents going through approval

collection the

Edit Selected... ~ Add... document is

Calendar

[] e s Collection meant for

] FEI been W Use the DfOp

oo Down under
“Add” and
select
I{4 V24
Document
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Document Upload Cont.

Add Document

Add Document By: e Uploading a document now B rowse to Se I eCt a
Uploading a documeni docu ment to upload

L ane oo ot sk « Document title
[ s L i automatically
— T T T ET T T Ceatecirom
filename
Use
Traveler/Procedure
title for the
Document Summary )

Author (enter usernames):
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.
Upload a New Version

From the More Actions Section, select
Upload a New Version

200 KB th &% ---
Check Out S8 Add Version
Upload a Mew Version X F”{iﬁﬂii Mo file selected.
Comments 2 Title: P1-TRAIN-STUFF-R1.docx
[required)
Delete Document o Change the title of the document to this title
Permissions qQ Version Comments:
Motifications [ Add comments on

the new version, if
applicable

§

Route

Lock &
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=
More Actions

Select
More
Actions to

open the
drop-down

[] @@  P1-TRAIN-STUFF-R1.docx

samuels

= P1-TRAIN-STUFF-R1.docx

Version 1
View View Properties
Edit
Title
Permissions Summary
Motifications Description
Locations Keywords:
Version History Handle
Owner:

Comments (0)
Routing

Change History

Pansophy

Create Date:

Modified Date:

Modified By:

Expiration Date:

Locked By:

Abstract:

Add Versions:

Author (enter usernames):
Content Type:

Document Classification:
File name:

|5 Placeholder:
Keyword1:

Keyword2:

Keyword3:

Lessons Leamed:

A System DB niversal Knowledge

P1-TRAIN-STUFF-R1.docx

Documeni-248214
Allen Samuels (User-2008, samuels:JLAB) B
Friday, September 17, 2021 11:36:43 AM EDT

Friday, September 17, 2021 11:36:43 AM EDT

Monday, September 20, 2021 12:00:00 AM ECT

Allowed

Microsoft Word (.docx) - applicationivind.openxmiformats-oficedocument wordprocessingml.document

Other
P1-TRAIN-STUFF-R1.docx
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200 KB

Check Out 2

Upload a New Version

Delete Document i1}
Add to Favorites o
Route L)
Lock &
View in HTML




.
Document Properties

] P1-TRAIN-STUFF-R1.docx (=D samuels 0917121
—
. . > P1-TRAIN-STUFF-R1.docx
0o Version 1
Ueld
View View Properties
C o[0 - geld
Edit
Title P1-TRAIN-STUFF-R1.docx
C ols 0 O :
Permissions Summary
= dlld €0 Notifications Description
do O Locations Keywords
. . Handle Document-243214
A dd o = 0 = Wersion History
Owner.  Allen Samuels (User-2008, samuels:JLAB) [E
Comments (0}
O 3 0 O Create Date Friday, September 17, 2021 11:36:43 AM EDT
Routin
4 Maodified Date Friday, September 17, 2021 11:36:43 AM EDT
a
Go Change History Modified By
DO > olors O Expiration Date Monday, September 20, 2021 12:00:00 AM EDT
Locked By:
= O O
Abstract
DO C O C AddVersions:  Allowed
A O o 3 Author (enter usernames)
Content Type
= dl1( dlEeE
O Document Classification Other
00 a O File name P1-TRAIN-STUFF-R1.docx

Pansophy
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Is Placeholder:
Keyword
Keyword2:
Keyword3:

Lessons Learned:

Select
Properties
to view

Document
Information

Microsoft Word (. docx) - applicationdind.openxmiformats-officedocument wordprocessingmi. document
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Document Approval
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.
Approval Email

If a Document is
sent to you for

approval, you will
receive an email

You have a new DocuShare document routing task:

Subject: P1-TRAIN-STUFF-R1.docx
Date: 09/17/2021 15:26:48

To view vour pending document routing tasks_ click on the link below to login to DocuShare:

[https:.-’filabduc_ilab.crgfducusharﬂfdswcbfmutiuﬁa’muting email jspTurl=request base. jsp&routingShipRequestIlD=21667 &workFlow]obName=21662 ]

Link to the approval
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.
Approving a Document

For Your Approval

Download and view

From: Allen Samuels
Subject: P1-TRAIN-STUFF-R1.docx

Date: Friday, September 17, 2021 03:26:48 PM EDT route d d ocuments

Type Title Actions

B8 P1TRAN-STUFF-R1 docx P

Comments:

BIU =:

[
(1}
B
=2

Comments on the document go here

Save as private

Save Approve or

comments Disapprove

Respond Later Disapproved Approved
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.
ViewRouting

General Date of last
. Routing Status action on
o routing
Desc&tion Owner Status Date
[ 2 P1—TRAIN-STUFF-R1.EIUCX] samuels Approved W'
= My Tasks X

View detailed routing

Report on Routing for Approval
status

From: DocuShare Document Routing Service
Subject: Re: P1-TRAIN-STUFF-R1.docx
Date: Friday, September 17, 2021 03:26:48 PM EDT

Type Title Actians
@ P1-TRAIN-STUFF-R1_docx '“ @

Status: Approved

Recipient Response Date Added Versions  Response Versions

Step 1. Approval, 100% respond

1 (Version-

136256)

.
& Allen Samuels Approved 0917210 -

Response and
response date

Delete/terminate

Approver
Pansmph Y
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Keep for Later Delete This Job F Created It)




.
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.

You have a new DocuShare document routing task:

Subject: C100R-CAV-RFIN-R2 docx
Date: 10/14/2021 00:00:07

Step 1 OVERDUE: 10/13/2021

To view your pending document routing tasks, click on the link below to login to DocuShare:

https-//jlabdoc jlab.org/docushare/dsweb/routing/routing email jspTurl=report base_jsp&reportType=ForApprovalOverdue&routingSlipRequestID=21808 &notifyID=21822 &workFlowJobName=21808
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My Tasks

Xerox DocuShare®

> MY DOCUSHARE S MY TASKS

Search the Entire Site

Y MY FAVORITES

Q  QUICK SEARCH

(® RECENT

<= My Tasks

view Page 1 of 25 - [:/ 3 \:]

Desoription

ﬁL2HE—PR—CLNRI‘«‘I—NEG—PREP—R1.docm

% L2HE-PR-CLNRM-GV2SA-ASSY_R1.docx

% LZHE-PR-CLNRM-GV2SA-ASSY_R1.docx

Name of
documents routed

’ % [ 2HE-PR-CLNRM-NEG-PREP-R1 docx
% L2HE-PR-CLNRM-GV1SA-ASSY-R1.docx
% L2HE-INSP-CAV-R4 docx

@ [ 2HE-INSP-CAV-R4 docx

¥  C50R-CM-CMTF-ACTS-R2 docx

Q L2HE-CLNRM-CAV-ASSY1-R3.docx )
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Tasks Assigned to Me

(Typs

Step 1
Completion

Step 1
Completion

Step 1
OVERDUE

Step 1
OVERDUE

Step 1
Completion

Step 1
Completion

Step 1
OVERDUE

Step 1
Completion

Step 1

ujnmpletinn

Date \

12/09/21
12/09/21
12/08/21
12/08/21
12107121
12/06/21
12/04/21

12/03/21

-

Date modified and
status

12/03/21
J




Thank You For Listening

Questions?

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