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Introduction

The Document Management System (DMS) is a web-based application that enables small workgroups to share information via the web.  The DMS is intended to allow registered users to manage their own DMS sites without the intervention of any system support personnel. All Civil Service users are authorized to create DMS sites as necessary.  Permission to read and/or contribute to a DMS site is granted through the aeroCOMPASS web interface. 

The DMS allows users to access documents from any reasonably current web browser.   The interface is known to work with Netscape Navigator/Communicator version 4.x or higher and MS Internet Explorer version 5.x or higher.  Other browsers may work as well, but no testing has been done to verify this.

In addition to enabling users to post documents to a shared workspace, the DMS allows users to create special pages, using the web browser itself as the editor.  These ‘Smart Pages’ are most appropriately used for relatively small amounts of information that need to be shared.  Larger documents are better left to external applications such as Microsoft Word.

The DMS has certain features that are enabled for sites that are related to a wind tunnel test.  These special features are discussed in the separate ‘Test Planning Guide.’

NOTE:  The DMS makes use of JavaScript to enhance the usability of the web interface.  All text and screen images shown in this guide reflect the way the interface should look and behave with JavaScript enabled.  If you choose to disable JavaScript in your web browser, you will still be able to use DMS. However, some of the functions will require you to perform an extra step or two.  These extra steps typically involve clicking an additional button to invoke an action.

DMS Main Page

Once you have logged in to aeroCOMPASS, your initial access to DMS will depend on your aeroCOMPASS Preferred View (see the aeroCOMPASS System Introduction and User’s Guide for more information on Views).  If your Preferred View is the General View, you will automatically be presented with the DMS Main page when you log in.  If you have selected any of the other aeroCOMPASS views as your Preferred View, you can access the DMS system via the ‘RECORDS’ button located in the main row of buttons.  Click on the ‘RECORDS’ button to be presented with the DMS main page.  The relevant portions of the DMS main page are shown in Figure 1.
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Figure 1. The DMS main page

Central to the DMS main page is a list of DMS sites, shown in the left panel in Figure 1.  The list displays the title of every DMS site to which you have been granted individual access.  In addition, some sites have Guest access enabled.  Guest access allows all registered users to view the contents of a site without being specifically granted access.  By default, sites for which you are solely a Guest member are not listed.  You may include the ‘Guest only’ sites in the list by clicking on the ‘Show Guest Sites’ button located above the site list.

Below the site list are three buttons:  ‘Create DMS Site’, ‘Manage Groups’ and ‘Manage Templates’ (if you are not a civil servant, you will not have the ‘Create DMS Site’ and ‘Manage Templates’  buttons on your display).  The functions invoked via these buttons are discussed below.

Clicking on the title of a site in the site list will initiate a page refresh.  After the page is refreshed, it will look similar to what is shown in Figure 2.
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Figure 2. DMS Main page with a site selected

The selected site is highlighted in the list in the left panel, and some additional information regarding the selection is displayed in the right panel.  This information includes the name of the owner of the site and your access level for the selected site.  Possible access levels are ‘Owner’, ‘Administrator, ‘Member’, ‘Member via group’ and ‘Guest.’  If the site is associated with a registered wind tunnel test, then the name of the test will be shown as well.

Below the Owner/Access Level/Test information are one or more action buttons.  The ‘Visit’ button is used to enter the site.  The ‘Delete’ button is shown only if you own the selected site.  If you click the ‘Delete’ button you will be prompted to confirm the delete action.  You may then confirm the site deletion or cancel the action and return to the DMS main page.

The right panel also includes a “Site Member List” link.  This link allows you to see a list of all registered aeroCOMPASS users who have access to this site.  When you click this link, a new browser window will open containing the Site Member List, as shown in Figure 3 below.
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Figure 3. Site Member List window

The Site Member list serves two purposes.  First, it gives a quick view of everyone who has access to a particular site, regardless of whether they have been explicitly granted individual access or whether they automatically have access by virtue of their membership in a particular aeroCOMPASS group (see “Access Control Lists” below for explanations of the various user access levels).  Second, it allows you to easily send email to any or all users with access to the current DMS site.

If you wish to send a “mass email” to everyone who has access to the selected site, click the link at the top of the Site Member List window.  Or, if you wish to send email to a particular user, click that user’s email address in this window.  Clicking either link will initiate a blank email message for you, using the default email client software for your local machine, with the proper recipient list already filled in.

Creating a DMS site

If you are a NASA employee, you may initiate the site creation process by clicking on the ‘Create DMS Site’ button on the DMS main page.  The relevant portions of the site creation page will appear as shown in Figure 4.
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Figure 4. DMS site creation page

The only required entry on the site creation page is the site title.  You may optionally enable guest access for a site at the time it is created.  Guest access can be turned on or off after the sight has been created, so the decision to enable or disable it here is not final.  You may also opt to use a pre-defined template to determine the initial structure of a site.  By default, a template is not used.

You may cancel the site creation process by clicking the ‘Cancel’ button.  Doing so will return you to the main DMS page.  If you choose to confirm the site creation you will then be taken to the newly created site.  The DMS site view will look similar to what is shown in Figure 5.
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Figure 5. A newly created DMS site

DMS Site View

A DMS site view is split into two frames. The left frame (navigation frame) allows you to access certain DMS-specific tools, such as the interactive Notes tool and the Site Search tool, and also shows the folder hierarchy of the site. The right frame (content frame) displays the contents of the folder currently being viewed.

Figure 5 shows a sample navigation frame for a site with several nested folders.  The green right-facing triangle (called a disclosure triangle) to the left of the third folder in Figure 6 indicates that there are subfolders contained within the indicated folder. When you click on the disclosure triangle, the next layer of folders is revealed. To once again hide the contents of a folder, click the disclosure triangle a second time.  This operation can be repeated as many times as desired. Figure 7 shows a sample navigation frame with some of the sub-folder hierarchy exposed.
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Figure 6. Unexpanded folder hierarchy
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Figure 7. Partially expanded folder hierarchy


If you want to expand the entire folder hierarchy with a single click, you can use the “Expand” link located at the top of the folder hierarchy in the navigation frame.  You may collapse the entire hierarchy with a single click by using the “Collapse” link.  Clicking the “Explode” link allows you to view the entire contents of a site in a single window (Figure 8).  Once in the Exploded view, click the “Return” button to return to the two-panel view.
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Figure 8. Exploded Site View

The “Refresh” link at the bottom of the navigation frame is used to update the contents of the site with the most current information.  This is sometimes necessary when multiple users are working within a site at the same time.

Clicking on a folder icon in the navigation frame will cause the contents of that folder to be displayed in the content frame.  The content frame is where most of the activity in DMS occurs.  A sample content frame is shown in Figure 9.  The folder shown in Figure 9 contains several different types of items, as shown by the various icons.  If you are uncertain what type of file a particular icon denotes, hold the mouse stationary with the cursor positioned on that icon, and a message will appear showing the file type that is represented by it.  In addition, note that that there are two folder icons used in Figure 9.  Folders displayed with a plain icon are currently empty, and folders whose icon contains a black dot have at least one item in them.
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Figure 9. Sample content frame

The “Site Member List” link at the top right of the content frame brings up the Site Member List window.  This operates in exactly the same fashion as the identical link that exists in the DMS Main Page (see above). An explanation of its use is detailed in that section of this guide.

The “Location” pop-up in the upper left corner of the content frame shows the title of the folder currently being viewed.  This pop-up also serves as an alternate way of navigating to a higher-level folder within the site.  Clicking on the “Location” pop-up will reveal a list of folders that exist between the current folder and the top level of the site.  Making a selection from this list will cause the contents of the selected folder to be displayed in the content frame.

Items within a folder can be sorted according to Sequence, Title or Modification Date.  By default, folder contents are sorted by user-defined Sequence.  Unless action is taken to alter the sequence of items, the sequenced view will reflect the order in which items were added to the folder.  The sequence of items may be altered by using the up and down arrows located to the left of each item in the Sequence view.  Clicking on an arrow next to an item will move that item one step in the indicated direction within the sequence.  For instance, if you click on the ‘up’ arrow next to the third item in the list, the screen will refresh, and the new sequence will show that the item you selected is now second in the list.  You may change the sort type by making a selection from the “Sort by” pop-up.

If you wish to bookmark an item within the current site so that you can access it directly in the future, you may create a local bookmark using the corresponding bookmark icon for that item in the content frame.  In order to do this, right-click on the icon (or use ctrl-click if you are running on a Macintosh) and follow your browser’s normal procedure for creating a bookmark.  To bookmark the current folde, instead of one of the items within it, use the bookmark icon in the upper left corner of the content frame, next to the “Location” pop-up.

In order to prevent inadvertent deletion of information, deleting an item is a two-step operation. The first step in the deletion process is moving the item to the trash. This is accomplished by clicking on the small trash can icon located at the right side of an item row.  You may reveal the contents of the trash by clicking on its disclosure triangle.  To hide the contents of the trash, click on the disclosure triangle once more.  This operation can be repeated as necessary.  A sample view of the contents of a trash can is shown in Figure 10.
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Figure 10. Trash container contents

To permanently delete a single item from a site, you must click on the appropriate Delete link shown in the trash.  To permanently delete all items in the trash at once, you can click on the ‘Empty Trash’ button.  To remove an item from the trash and restore it to its previous location in the folder, just click on the appropriate ‘Restore’ link.

Creating New Folders

Just as you would organize documents on your desktop computer by placing them into folders or directories, you can create a nested hierarchy of folders within a DMS site to organize its content.  To create a new folder, click on the ‘New Folder’ button in the content frame (see Figure 8.)  The ‘New Folder’ action is immediate – there is no opportunity to cancel.  However, if you inadvertently create a new folder, you can easily remove it from the site by following the steps previously outlined for deleting an item.

Folder Properties

Once you click the ‘New Folder’ button, you will be presented with a page containing the Folder Property Editor, which allows you to inspect and modify the properties of a folder.  You can set the properties for a folder when you create it, and you may return to the Folder Properties Editor later to update them.

You can access the Folder Properties Window for an existing folder in one of two ways.  First, you can click on the “Properties” link next to the folder’s name in the Content Frame (see Figure 8), in which case you will be allowed to view and/or modify the properties for the selected subfolder.  You can also click on the “Properties” link at the top of the content frame, just below the Location Menu (see Figure 8), in order to view and/or modify the properties of the current folder.  Clicking this link in the top-level folder is the only way to access the properties of the top-level folder for the site.

Figure 11 shows the Folder Property Editor as it would appear when creating a new folder. Typically, all you need to do at the time of folder creation is to change the folder's name from the default name, “New Folder”, to whatever you desire.  You must click the ‘Save’ button after changing either field in the General tab of the Folder Properties Editor.  You can then click on the ‘Return’ button, located in the upper right corner of the Folder Properties page, to return to the content frame.
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Figure 11. Folder Property Editor showing properties available to site owners

In addition to changing the name of the folder, the General tab of the Folder Property Editor also enables users to control Guest access permission for the folder and to propagate access permissions to subfolders.  (Only the site owner or a designated Administrator can enable Guest access on a top-level folder.) When Guest access is enabled on a particular folder, any registered user can view the contents of the folder, if the top-level folder of the site and all intermediate folders also have Guest access enabled.  If the top-level folder in a site has Guest access disabled, neither the site nor any of its sub-folders will be visible to non-member users.

By default, the Guest access setting is inherited from a folder’s parent folder when a new folder is created.  If you would like to change the Guest access setting for any folder, either when you first create it or at a later time, you must click the “Allow guest access” check box so that it shows the desired setting and then click the ‘Save’ button.  If you wish to copy the Guest access setting of a folder to all nested subfolders below it, click the ‘Propagate Guest Access’ button.   Similarly, you can propagate the access list for a folder to all of its nested subfolders by clicking the ‘Propagate Access List’ button.

Access Control lists

The Users and Groups sections of the Folder Property Editor enable users to edit and/or view the various access lists for any folder in the site.  Once you have selected which users and user groups have access to the site's top-level folder, you can further restrict access to selected portions of the site by changing the access control settings of individual folders.  Any user with write access to a given folder in a site may not only modify the contents of the folder, but is also allowed to change the access permissions for that folder.

The site owner or a site Administrator must use the Folder Property Editor on the top-level folder to add or remove users or user groups to the access list for the entire site.   In addition, the Folder Property Editor for the top-level folder includes an extra section that allows the site owner to specify certain users as site Administrators. 

In order to set access controls for individual users on a particular folder, enter the Folder Property Editor for that folder and click on the Users tab.  In the top-level folder of a site, the Users tab also allows the site owner or a site Administrator to add and remove individual users from the access list for the entire site.  A sample user access list editor for a top-level folder is shown in Figure 12.
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Figure 12. User access editor for top-level folder

User Access

The user access list editor consists of a list of users with read-only permission, a list of users with read/write permission and various buttons to enable you to add and remove users from the two lists. A user with read permission will be able to view contents of a folder, but will not be able to alter any content. Users with read/write permission will be able to create new sub folders, upload documents and add ‘Smart Pages’.  They will also be able to modify and delete existing items in the folder.

To add a member to the access list for a top-level folder, you first type all or part of the desired member’s name in the ‘User search’ entry box.  When you are finished typing, click the ‘Find’ button.  This will cause the page to be refreshed showing the results of the search.  If you need more information about any of the user names that are shown in the search result list, click on the user name in question and then click the “User Info” button.  The selected user’s name and contact information will appear for reference.  An example search result is shown in Figure 13, containing user information on one of the search results.
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Figure 13. Results of a user search

The final steps in adding a member are selecting the desired user's name in the search result list and then clicking either the ‘(Writers’ or ‘(Readers’ button.  To grant read/write permission to the new member, click the ‘(Writers’ button. To grant read-only permission to the new member, click the ‘(Readers’ button.

If you add a user with read-only permission and later decide to give the user read/write permission you would select their name in the read-only list and then click the ‘Move (’ button to move them to the read/write list.  Moving a user from the read/write to the read-only list is accomplished in a similar way.  If you wish to completely remove a member from the access list, select their name from either the read-only or read/write list and click the ‘Remove’ button.  All of the selection lists on the access list editor pages allow for multiple selections.  This enables you to add/move/remove more than one user at a time.

If you are working with the user access lists for a folder below the top level of a site, the behavior is slightly different than it is at the top level.  A sample sub-folder user access list editor is shown in Figure 14.  Note that the Administrators tab does not appear in this view.  This tab is only available when editing the Properties for the top-level folder.
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Figure 14. User access editor for a subfolder

Instead of the ‘User search’ box at the right side of the page you will see a list of ‘Site Members.’  This list will contain the name of every user who is on the access list for the top-level folder in the currently active site.  Note that at this level, there is no way to add new users; you can only grant or deny read and write permission to users who were added to the top level of the site.  The remainder of the interface is operated in the same way as for top-level folders.

Group Access

In addition to controlling access on an individual user basis, you can grant access to groups of users.  To work with the group access editor, click on the ‘Groups’ tab on the Folder Properties page.  Similarly to the Users tab, the Groups tab allows groups to be added to the access list for the entire site when used for the top-level folder.  A sample group editor for a top-level folder is shown in Figure 15.  The list on the right side of the Figure contains all of the groups that are available to you.  That is, it displays the names of all public groups, as well as the names of groups in which you are a member.  Public groups are those groups that are available to all registered aeroCOMPASS users.  The name displayed next to each group name in the “Available Groups” identifies the user who created that group.
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Figure 15. Group editor for a top-level folder

Adding a group to one of the access lists is done in the same manner that users are added.  Select the name or names of the desired group(s) from the ‘Available Groups’ list and then click either ‘(Writers’ or ‘(Readers’ to add them to the appropriate list.

Below the top level of a site, the Group access list editor has a slightly different appearance than it does at the top level.  Instead of seeing a list of all available groups to choose from on the right side of the editor, you see a list containing only those groups that have been granted access to the top-level folder of the site. 

Administrator Access

The Administrators tab allows the site owner to grant administrator privileges to specific users.  A site Administrator is allowed to do everything that the site owner can do, except for deleting the site and granting Administrator access to other users.  Note that Administrators do not have to be separately added to the Users access list before being added as Administrators. Users are added to the Administrators list in exactly the same manner as they are added to the Users list for the site.

Uploading Files

One of the main purposes of the DMS is to allow you to post documents from your desktop computer to a DMS site. To upload a new document, you first click on the ‘Upload’ button in the content frame (see Figure 8.)  You will then be presented with a File Upload form, as shown in Figure 16.
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Figure 16. File Upload form

The file upload procedure is as follows:

1. Enter the path for the file you wish to upload, or click on the “Browse…” button and follow your system’s file navigation dialog to locate and select the file you wish to upload from your local system.

2. Enter a title for the file to be uploaded.  The title will initially be filled in by default with the file name used on your local system.  You can accept this default file title or modify it as you wish.  Don't add a file type suffix, such as .txt for plain text files, to your title.  The proper file extension will be added when a user downloads the document.

3. Enter a descriptive comment (optional).

4. Select the type of file that you are uploading from the “File type” pop-up.  Most of the most-popular file formats are supported in DMS.  If the type of file you are uploading isn't listed in the “File type” pop-up, contact aeroCOMPASS support at aeroCOMPASS@larc.nasa.gov for assistance.

5. If you want aeroCOMPASS to generate a notification email message to all users who have access to the current site, click the check box at the bottom of this window.  Then, once the file upload is complete, the system will automatically notify all site members that the new file is available for download.

6. Click the ‘Upload’ button.  The file that you selected will then be uploaded to the DMS site.  If all goes well, you will see a confirmation message appear just below the File Upload form.  

7. If you wish to upload additional files, repeat steps 1 through 6.  Otherwise, click the ‘Return’ button to return to the content frame.

Document Properties

Once a document has been uploaded to a DMS site, you may want to change its title or alter some of its other properties.  These types of changes are made via the Document Property Editor.  A sample Document Property Editor is shown in Figure 17.  You can access the Document Property Editor via the ‘Properties’ link corresponding to a document in the content frame (see Figure 9.)
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Figure 17.  Document Property Editor

After changing a document's title, file type attribute, or comment, you must click on the ‘Save’ button to save your changes.  Clicking on the ‘Return’ button will take you back to the content frame without saving your changes.  If you wish to replace a document, click on the ‘Upload Replacement’ button.  You will then be presented with a File Upload form (see Figure 15), where you can follow the normal uploading procedure, as outlined above.  However, once you have uploaded a replacement for the existing document, the previous version will no longer be available.  Should you wish to have access to the revision history of a document, including previous versions, you must turn on Version Control.

Version Control

Version control enables a workgroup to keep track of a document's history and allows you to access previous versions of a document.  By default, version control is not enabled for documents stored in DMS.  You may turn on version control for a given document by clicking the ‘Use Version Control’ button in the Document Property Editor.  The Document Property Editor will appear as it does in Figure 18 if you have enabled version control.
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Figure 18. Document Property Editor - Version control

With version control enabled, you will see a tabulated document revision history at the bottom of the Document Property Editor page.  You may retrieve previous versions of a document by clicking on the appropriate revision number in the table.  In order to upload a new document revision, you must first obtain a lock on the document.  You do this by clicking on the ‘Obtain Lock’ button.  As long as you hold a lock on a document, no other user may upload a revision for that document.

Once you have obtained the lock, the Document Property Editor page will be updated, as shown in Figure 19.  Note that the “Obtain Lock” button has now been replaced with a “Release Lock” button, and the upload button now says “Upload New Revision”.  Once you have obtained the lock, any other user with write permission in the same folder who looks at that file’s Properties will not be presented with an “Obtain Lock” button. In its place, they will only see a message telling them who currently has locked the file.  Note that locking a file does not prevent other users from downloading any of the versions of the file, it only prevents them from uploading a new one. Once you have uploaded a new file, you should release the file lock so that other users may be allowed to update it in the future.  To do this, simply click the “Release Lock” button.
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Figure 19. Document Property Editor with Version Control lock obtained

When using Version Control, you do not need to lock a file to change the Title, File Type, or Comment fields in the Document Properties window.  However, any changes made will only affect the current revision.

If you click the “Remove Version Control” button, the Revision History table will disappear and the interface will again look and operate as picture in Figure 15.  Any future uploads that you perform after removing version control will replace the most recent version of the file.  The previous versions of the file are not actually deleted from the aeroCOMPASS database when version control is turned off, however.  Therefore, if you should once again turn version control back on at a later date, the previous versions which had been saved when version control was enabled will still be visible; however, any intermediate version that were uploaded to aeroCOMPASS while version control was disabled will be lost.

Creating Smart Pages

Smart Pages are documents that you create and view within the context of a web browser itself.  No external program such as a word processor is required to work with Smart Pages.  Smart Pages may include portions of text, lists, tables, embedded images and hyperlinks.  To add a new Smart Page to a DMS site, click on the ‘New Page’ button in the content frame (see Figure 9). You will begin editing a new Smart Page, as depicted in Figure 20.
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Figure 20. A new Smart Page

The title of the new page defaults to ‘Untitled.’  This title is the text that will be used to identify the Smart Page in the content frame, and it also appears at the top of the page when in view mode.  There are several buttons located at the top of the Smart Page Editor:

· ‘Save & Return’ – saves your changes to the contents of a page and returns to the content frame.  

· ‘Save & View’ – saves your changes and switches to view mode for the page being edited.

· ‘Save’ – saves your changes to the page, but without leaving the Smart Page Editor.  

· ‘Append’ – adds a new element to the bottom of the page, based on what you have selected in the pop-up menu which is attached to it. The options contained within the pop-up are: ‘Text’, ‘List’, ‘Table’, ‘Image’, and ‘Link.’

· ‘Return’ – returns to the content frame without saving changes.  Any new changes made since the last time one of the ‘Save’ buttons was clicked will be lost.

At this point, you may begin adding items to the content of the page by using the pop-up to select the type of item that you want and then clicking ‘Append’.  Once you have added any content to a Smart Page, the buttons at the top of the Smart Page Editor are duplicated at the bottom as well.  This will prevent you from having to scroll back to the top of the page each time you wish to save your changes.

The next several sections detail what you need to do in order to add each of the various item types to your Smart Page.

Adding Text

Possibly the most basic item type is the Text block.  In order to add text to a Smart Page, select “Text” from the pop-up at the top of the page and click “Append”. You should now see a new blank Text element such as that shown in Figure 21. 
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Figure 21. A text element

The text element offers you an entry area where you can enter an arbitrary amount of information.  You will probably want to edit the heading field in addition to the body of the text element.  The heading will appear in view mode as bold text above the text element.  If you select the ‘Render as list’ option for a text element, the text element will be displayed as a numbered list in view mode, instead of as a paragraph.  When using the ‘Render as list’ feature, you must delineate list items by entering a blank line between them.

NOTE: Once you have added an element to a page you are provided with an alternate means of adding more elements, as seen in Figure 21.  In addition to the pop-up/Append button combination at the top of the editor, you will see another pop-up with ‘Insert after’ and ‘Insert before’ buttons just above each page element. Use the pop-up just as you use the one at the top of the editor, and then click “Insert after” to insert a new item directly after the current item, or click “Insert before” to insert one directly before the current item.  You also will see a ‘Delete’ button corresponding to each page element. Click the ‘Delete’ button to remove an element from the page.  You will not be prompted to confirm the deletion.  If you accidentally delete a page element, you will have to click on ‘Return’ at the top of the page to return to the content frame without saving the deletion.  However, any other changes that have been made since the last ‘Save’ will also be lost in the process.

Adding a List

To add a list element to a Smart Page, select ‘List’ from an available pop-up menu and click on the corresponding button to insert or append it at the desired location.  You should then see a new blank List element such as that shown in Figure 22.

[image: image25.jpg]Ted  =]_Insertafier || Insert before Delete.

List

s Heading [

sat





Figure 22. A list element

A newly added list element consists of one list item and a heading.  You can set the size of the list by using the Size box to the left of the list element editor.  Simply enter the number of List items that you want in the list and click ‘Set.’  You will then be presented with your chosen number of list item entry boxes.  These items will be displayed in View Mode as a numbered list.

Adding a Table

To add a table element to a Smart Page, select ‘Table’ from an available pop-up menu and click on the corresponding button to insert or append it at the desired location.  You should then see a new blank table element, such as that shown in Figure 23.
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Figure 23. A table element

A newly added table element consists of a two by two matrix of table cells and a heading.  The first row of table cells is reserved for column headings, and they will be displayed as bold text centered above each column.  You can set the size of the table by using the Rows and Columns boxes to the left of the list element editor.  Simply enter the number of Rows and Columns that you want in the table (including the header row) and click ‘Set.’  The Smart Page Editor window will then refresh, and the required number of table cells will be displayed so that you can enter data into them.

Adding an Image

To add an image element to a Smart Page, select ‘Image’ from an available pop-up menu and click on the corresponding button to insert or append it at the desired location.  You should then see a new Image element such as that shown in Figure 24
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Figure 24. An image element

A newly added Image element consists of a placeholder for an embedded image and a caption.  To incorporate an image into the page use the ‘Browse…’ button to locate the desired image on your desktop and then click ‘Load Image.’  Only GIF, JPEG, and PNG images are supported.  The uploaded image will appear in the editor window, and its dimensions will be displayed (in pixels) next to it.  Large images will be scaled when viewed in the editor, and a message is displayed as a reminder of this fact, as shown in Figure 25  All images appear full size when in View mode.
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Figure 25. An image element after uploading a large image

Adding a Hyperlink

To add a Hyperlink element to a Smart Page, select ‘Link’ from an available pop-up menu and click on the corresponding button to insert or append it at the desired location.  You should then see a new Hyperlink element such as that shown in Figure 26
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Figure 26. A Hyperlink element

A Hyperlink element consists of link text and a URL.  The link text is the text that will appear as the hyperlink when the page is viewed.  The URL is the location that will be referenced by the hyperlink. You must enter an absolute URL in the URL field.

Printing Smart Pages

DMS provides a simple mechanism to allow you to access a printer-friendly version of a smart page.  Once you have generated the printer-friendly version of a page, you could then use your browser's print capability to get a hard copy.  When viewing a smart page, you will see a small printer icon in the upper right-hand corner of the browser frame.  (The same printer icon is shown in the sample content frame depicted in Figure 9.)  If you wish to view the printer-friendly version of a smart page, just click on the printer icon.  The results will be displayed in a separate browser window.

You can view/print a collection of smart pages at once by clicking on the printer icon in a content frame (Figure 9).  This will direct the system to display all of the smart pages contained within the current folder and all of its descendant folders.  When generating output from a content frame, the title of each folder will appear as a heading in the resulting page.

Moving Items

DMS provides you with a mechanism to move items from one folder to another within a site.  You also have the option of moving items from one site to another.  You must own both the source and destination sites for inter-site moves.  All move operations are initiated via the ‘Move’ link that is conditionally displayed in the content frame (see Figure 9).  After clicking on the “Move’ link, you will see a page which lists all of the items in the folder that you have permission to move, with check boxes next to each item. An example is shown in Figure 27. 
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Figure 27. Moving item 

To complete a move operation within a site, first check the appropriate box for each item you wish to move, and then select the destination folder from the ‘Move to’ pop-up.  To complete the operation, click the ‘Move’ button.  You may cancel the ‘Move’ by clicking the ‘Return’ button.  When the  move operation is complete, you will return to the content frame, showing the contents of the folder that you were moving items out of.  You should no longer see the items that you chose to move.  You can navigate to your chosen destination folder to verify that the items were moved properly.

To move items from one site to another, first select the name of the destination site from the pop-up at the top of the page (remember, only site owners will have this option.)  Once you have selected the destination site, check the box for each item you wish to move, and then click the ‘Move’ button.  For inter-site moves, all items will be placed in a new folder at the top level of the destination site.  This new folder will be named ‘Moved Items - MM/DD/YYYY’, where the “MM/DD/YYYY” string displays the date that the items were moved. If you perform multiple moves to a site on the same day, there will be a separate folder created for each move, each with the exact same name. You may therefore wish to navigate to that site and move or rename items in order to reduce confusion.

Copying Items

DMS also provides you with a mechanism to copy documents, smart pages, and folder hierarchies.  As with the move operation, you have the option of copying items from one site to another, provided that you have write permission on the destination site's top-level folder.  All copy operations are initiated via the ‘Copy’ link that is conditionally displayed in the content frame (see Figure 9).  After clicking on the ‘Copy’ link, you will see a page similar to that shown in Figure 28.  The page lists all of the documents, smart pages, and folders in the current folder that you have permission to copy, with check boxes next each one.

To complete a copy operation within a site, you must first select the appropriate check boxes for the items you are copying.  Next, select the destination folder for the copy operation from the ‘Copy to’ pop-up.  Complete the operation by clicking on the ‘Copy’ button.  You may cancel the ‘Copy’ by clicking the ‘Return’ button.

To copy items from one site to another, first select the name of the destination site from the pop-up at the top of the page, and then click the check boxes for the items you wish to copy.  To complete the operation, simply click the ‘Copy’ button.  For inter-site copies, all items will be placed in a new folder at the top level of the destination site called ‘Copied Items - MM/DD/YYYY’.
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Figure 28. Copying items

Searching a Site

DMS includes a file searching capability that allows you to quickly locate files within the current site.    Note:  This feature is only able to search the names and properties of DMS files.  It does not have visibility into the content of any of the files, including Smart Pages. Use the text input area and the ‘Search’ button in the Navigation frame (see Figure 5) to begin a search.  If you click ‘Search’ without entering any text in the input area, you will see the Site Search Page appear in the content frame, as shown in Figure 29.
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Figure 29. Site Search Page

You can use the Site Search Page to search on any or all of five properties: Title, Author, Mime Type, Date Modified, and Comment.  Enter the property that you wish to search on in the appropriate box and click ‘Search’. The page will refresh and display a list of all files in the current site which match the criteria that you entered.  If no matches were found, no search results will be displayed.  Multiple properties can be entered to perform a search on a combination of several criteria at once.

Note that several of the Search properties do not apply to Smart Pages.  If you search using any of these properties, Smart Pages will be ignored during the search and none will be returned in the results.  If, however, your search properties list contains only items that pertain to Smart Pages, then the results will include both uploaded files and Smart Pages which match your inputs.

If you know all or part of the name of the file or folder that you want, you can enter it in the text box and click ‘Search’.  DMS will then search for your text in the all of the object names in that site and display a list of all objects whose name contains the text you entered.  Figure 30 shows the results of a search that was initiated in this way.  For each file listed in the search results, clicking on the file name will open that file or page, while clicking on the corresponding ‘Visit Folder’ link will take you to the folder that contains the file.
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Figure 30. Site Search Result

Template Manager

A template in the DMS system can be optionally employed during site creation to give a site a pre-defined initial structure.  The DMS system may contain “system” templates that are available to all users.  In addition to these globally available templates, you may define your own templates based on the sites that you own, and if desired, make them available to other users as well.

The Template Manager is the tool that enables you to create your own templates.  To enter the Template Manager, click on the ‘Manage Templates’ button in the DMS Main Page, as shown in Figure 1. The Template Manager interface might appear as shown in Figure 31.
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Figure 31. Template Manager - Initial view

To return to the DMS Main view, click the ‘Return’ button.  To begin creating a template, first select the ‘Sites’ tab in the Template Manager.  The page will then be updated to show a list of all sites that you own. It should appear similar to what is shown in Figure 32.
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Figure 32. Template Manager - Sites tab selected

Select the site upon which you wish to base your template, and click the ‘Save as template’ button.  The page will be updated to look similar to what is shown in Figure 33.  If you wish to include a comment describing the site, you may enter it in the ‘Description’ box.
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Figure 33. Saving a site as a template

At this point, you must select the level of inclusion with regards to Smart Pages.  You have three choices:

1. Don't include Smart Pages
2. Include Smart Pages--structure only:  Selecting this option will save only the structure of your Smart Pages in the template.  For example, if the site includes a Smart Page containing a text element, then the new template will include also a Smart Page containing a text element.  However, only the text element's heading will be stored in the template – not the content of the text element itself.

3. Include Smart Pages--structure and content:  Selecting this option will place an exact copy of all of your Smart Pages into the template, including all headings and data.

You may optionally modify the title and enter a description for your template.  Once you have made the changes you desire, click on the ‘Save’ button to create the template.  If you have created at least one template, or if there are public templates available, then the ‘Templates’ tab of the Template Manager will appear as it does in Figure 34.
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Figure 34. Template Manager with new template listed

To change the name or description of a template, select the name of the template from the list and click ‘Edit.’  The page will then be updated as shown in Figure 35.
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Figure 35. Template Manager – editing a template

To change the title or description for a template, enter the new information and click ‘Save.’  You can also make your template available to anyone who can create a site on aeroCOMPASS by clicking the check box near the bottom of this window.  Once you click the ‘Save’ button, the template will then become publicly visible within aeroCOMPASS, and can be used by any registered user when creating a new DMS site.  If you wish to remove public access to a template, return to this window and click the check box to deselect this option.

To delete the selected template, click on the ‘Delete Template’ button.  You will be prompted to confirm the deletion.  You cannot change the structure of a template after it has been created.  To achieve this effect, you must create a new site based on the template that you wish to change, modify the site structure, and then create a new template based on the modified site structure.  You could then delete the old template, if it was no longer needed.

Group Manager

As a convenience when granting access to your sites, you can work with groups of users in addition to individuals.  The DMS system may contain publicly visible groups that are available to all users.  In addition to these universally available groups, you may manage your own set of groups that are only accessible to you.  The Group Manager is used to manage your personal group list.  To access the Group Manager, click on the ‘Manage Groups’ button on the DMS Main page (see Figure 1).  The main page of the Group Manager appears, as shown in Figure 36.
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Figure 36. Group Manager

You may edit an existing group by selecting its name from the group list and clicking the ‘Edit’ button.  To create a new group, enter the desired group name in the ‘New group’ entry area, and then click the ‘Create’ button.  The page will be refreshed and it will appear similar to what is shown in Figure 37.  
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Figure 37. Group Manager – editing a group

You may change the makeup of the group in much the same manner as you modify folder access lists (see Figure 14). Type part or all of a user’s name in the User Search window and click ‘Find’.  The ‘User Info’ button works exactly as described above for the Users access list above.   To add a user to your group, select the desired user’s name from the returned user list and add that user to the group using the ‘(Add’ button.  To remove a member from a group, select that user from the list of group members on the left, and click the ‘Remove (‘ button.  You may change the name of the group by editing or typing over the existing group name and then clicking ‘Rename.’  To delete a group, you must select it and then click ‘Edit’.  From the Group Manager, click on the ‘Delete Group’ button.  You will be prompted to confirm the deletion.

By default, the groups that you create will only be available for you to use.  You may make a group available to all DMS users via the "Make Group Public" button.  Once you make a group public, you can never delete it, and you can never make it private again without system administrator intervention.

Interactive Notes

DMS includes a utility that allows you to make and maintain text notes online to be shared among team members. Notes are divided into user-defined Categories.  For each site, you can define the note Categories that are appropriate for that particular site.

To access Notes, click on the ‘Notes’ link at the top of the Navigation Frame (see Figure 5). This will send you to the Notes main page, which contains two items: a search input area, and a list of all note Categories that have been defined for the current DMS site.  A typical Notes Categories List is shown in Figure 38, containing several Categories that have been previously defined by a site user.  Note that this page also displays the number of notes that currently exist in each Category.
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Figure 38. Notes Categories List

Creating and Modifying Notes Categories

The first time you enter the Notes tool, the Categories List will be empty, since you have not yet defined any Categories.  Your only available option at this point will be to click on the “New Category” link at the top of the page, which will send you to the Category Editor.  Within each note Category, you can also define a set of headings that site users can utilize to delineate individual note entries. Note that only site users who have been granted Write access at the top-level folder can create and edit Categories and Headings.  Figure 39 shows the Category Editor after a user has entered a name for a new Category and a number of Headings to be used within it.  
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Figure 39. Notes Category Editor

You can also access the Category Editor by clicking the ‘Properties’ link next to an existing Category name in the Categories List (see Figure 38).  This will allow you to change the name of Category, and will also let you modify its Headings list.  Remember to click the ‘Save’ button after making any changes.

Categories can also be deleted, as long as no notes have been entered under them.  In Figure 38, note that there are two Categories that contain no notes, and next to each one is a small trash can icon.  To delete an empty category, click on the trash can icon next to it.  You will be prompted to verify that you wish to delete the selected Category.  Note that this action is not reversible.

Entering and Modifying Notes 

Once you have created at least one note Category, you can begin entering notes using the Notes tool.  First, choose one of the Categories from the Categories List by clicking on its name. You will be presented with a calendar of the current month, with the current date highlighted.  Click on the “Select a Year” or the “Select a Month” link at the bottom of the calendar, and you will be presented with a list of all years, or months within the currently selected year, in which each selection contains at least one note entry.  If you chose to select a year first, then you will next be asked to select a month within the chosen year.  Once you select a month from the choices offered, you will see the Notes Calendar for that month.  An example Notes Calendar is shown in Figure 40.
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Figure 40. Notes Calendar

In the Notes Calendar view, all of the dates for which Notes entries exist will appear as hyperlinks.  To view the notes for a certain date, select the date that you want.  You will then enter the Notes Display Page for the chosen Category.  Notes are accessed according to the date that they were initiated, and several notes can be created in a single day. Figure 41 shows a typical Notes Display Page, which contains some notes that were previously created.  Note that the calendar now has the selected date highlighted.
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Figure 41. Notes Display Page

To create a new note, click the ‘New Note’ button on the Notes Display Page.  You will be sent to the Note Entry Page.  You can add and edit notes in the large text entry window. The Headings menu, which accompanies this text entry area, allows you to insert time-tagged headers into the note that you are working on.  A typical Note Entry Page is shown in Figure 42 with the Headings menu expanded.  To add a note heading to the text, simply choose a heading from the menu and click ‘Append’.  A heading line will appear at the bottom of the text area that includes the heading you chose and a time and date stamp.  Once you have added text to or modified a note, click on ‘Save’ to save the changes.
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Figure 42. A Note Entry Page

You can also change the effective creation date of a note from this page, using the Creation Date entry box at the top.  By default, all new notes are tagged as having been created today, and so the current date will be shown in the Creation Date box.  However, if you wish to add a note to a previous date, or to the note list for a future date, enter the desired alternate date and click the ‘Set’ button.  Then, when you click the ‘Save’ button for your new note, it will be stored with any other notes dated with the date you specified.

Once a note has been created, it can only be modified or deleted any time in the 24 hours after its creation date.  An ‘Edit’ button will appear in the header of any notes whose creation date was less than 24 hours ago.  If you wish to modify or add to an existing note, click on this ‘Edit’ button in its header.  Remember, however, that Notes is a real-time interactive tool that is available to all authorized site users.  Therefore, it is possible for multiple users to click the ‘Edit’ button from different aeroCOMPASS logins and begin modifying the same note simultaneously.  Should this occur, there is no way to predict whether any of the changes would be lost, or which changes would be saved.  aeroCOMPASS does not include any mechanism for detecting or preventing this occurrence.

Also, remember that once you change the creation date of a note to be some date in the past, it will automatically appear to be more than 24 hours old, and therefore cannot be edited or deleted once it has been saved.  For this reason, creation date modification of notes should be done only with great caution.

Searching Notes

Notes includes a text search capability that allows you to find all of the notes for a given site that contain a certain word or set or words.  To use this capability, navigate to the top-level Notes page for your site, and enter the text that you wish to search for in the “Find:” text box.  If the text you entered contains multiple words, you can use the “Matching” pull-down to specify whether you want the search to return all notes that contain any of the words that you entered, or whether you want only those notes which contain all of the words.  Figure 43 shows the result of a completed text search.
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Figure 43.  Result of a Notes Search

Printing Notes

If you wish to create a hard copy of a note, you must save it and return to the Notes Display Page that contains it.  Click the printer icon in the header of the note that you want, and a separate browser window will open which contains a printer-friendly version of the text, including a page header containing important information about the note.  You can then use the printing capability of your browser to print out the page.  A typical Notes Printout Page is shown in Figure 44.
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Figure 44. Notes Printout Page

