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&% Alfrescor

Overview

This document provides an overview tutorial of &ifsesco™ Open Source Content
Management System to accompany the download cfytstem available at:
http://dev.alfresco.com/downloadsyYou can also access an on-line demo by going to:
http://www.alfresco.com/products/ecm/taur/

In this tutorial we will go through the processstdirting to work with Alfresco, right

from the point after it is installed and runningeWill walk through the process of
logging in, adding a new user, and creating andamiaig content. We will also introduce
the concept of a Smart Space, which is a collab@rapace that uses rules to simplify
the handling, management and transformation ofezdnt¥We will also show how to use
additional properties and categories to organizefiand content.

Before starting, make sure that your system has imsgalled properly. The installation
is fast and easy for either Microsoft Windows® amux. You can also choose to install
it with JBoss® Portal 2.2 or Apache Tomcat. If yaave any issues in the installation,
you can find help in the Alfresco Forums laittp://forums.alfresco.com/

To begin, if Alfresco was installed from the Tombandle, start the web client from:
http://localhost:8080/alfresco

If Alfresco was installed from the JBoss bundley yoay use the same URL as for
Tomcat, or start the web client in the portal frantip://localhost:8080/portand
navigate to 'web-client' from the Page Menu and theximize the portlet (top-right-
most icon).
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Starting with Alfresco

When you open your browser to Alfresco the verstfime, you are taken to tigiest
Home. This space can be used to hold any contenythatvould like to be available to
anyone who has access to your Alfresco server.

Bk
et
" Q
Shelf J = y l
¥eoippozrd |||, GuestHome o
) This view allows you to browse the items in your space, ci‘ @) Createssr Mare Actions<or | -] Icon View
" The guest root space

W Recent Spaces
Browse Spaces
f Mo items to display. Click the 'Create Space' action to create a space.
¥ shorteuts
Page1ofi | 4 1 b bl
|

Content items

nﬁ’\ Alfresco-Tutorial.pdf
|Yais Getting started guide
3.21MB
February, 23 2006 11:38

Pagelofi lid 4 1 P ki

First, a bit of orientation. There are 3 main argeathe Alfresco user interface: a toolbar
along the top; the Shelf; and the main working area

Tool bar

'il Company Space Il'y" Home - Ld‘i.l CJH:|F| Logout [ e = .__J\ \

The toolbar contains two main navigation buttorat take us to th€ompany Home or
your Home Space, as well as search and help capabilities. Weatsmhide and show the
Shelf using the icon to the left of the help.

Shelf S
The Shelf contains a number of different featuoelselp work with
content, such as the Clipboard and Shortcuts. Rdoent Spaces
provides an easy way to go back to a Space wereaeatly viewed.

¥ Clipboard

¥ Recent Spaces

_} Company Home

_} test

W Shortouts
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Working Area

The working area will change depending on whatrmiation we are looking at or what
task we are performing. The top of the workingaandl always have a navigation
breadcrumb that allows us to jump to any part eftireadcrumb path. For information
views we will usually have a summary area alondnaittions or alternative views. The

details and options will change depending on whatwve looking at and doing, as well as
who we are.

Company Home ]

_ Company Home .
) This view allows you to browse the items in your space. W 0]} | gpAdd Content Create~w  More Actions Browse View
" The company root space

If you want to add and create content, then yourveied to login. Click the ‘Login’ link.
When Alfresco is installed, it creates an adminitsbn user called ‘admin’ with a default

password of ‘admin’. So, let’s login and we’ll taken to th&Company Home as shown
in the screen below.

T—— o o e
@ Alfresco WebGlienti-MozillaiEirefox: =l
File Edit Miew Go Bookmarks Tools Help o

@) \) l::) & http://localhost:8080/alfresco/faces/jsp/browse/browise.jsp ¥ @ Gl

Shelf J Company Home: J

¥ Clipboard . Company Home (). ey

) This view allows you to browse the items in your space. ¢ O | dAdd Content Createwsr  More Actions ' | [ Browse View s
~ The company root space
W Recent Spaces
Browse Spaces
_j Company Home
— . Data Dictionary ARz

h
W Shorteuts User managed definitions
Space Templates | Presentation Templates | Saved Searches

1, Guest Home =P SRE
) The guest root space

Page1of1 4 4 1 I ki

Content items

Mo items to display. To add an existing document dick 'Add Content’ action. To create an HTML or Plain Text file dick 'Create Content’ action.
Pageiof1ld 4 1 b B

When we have finished using Alfresco, we can jlssethe browser window without
logging out. The next time you go to Alfresco, yeill automatically go straight to the
login page. If you click ‘Logout’ in the toolband then close the browser window, you
will be taken to the Guest Home the next time yoteas Alfresco.
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Adding New Users

Before we add some new users and define their @ssopal working spaces, we need to
decide how we are going to organise our reposaorywhere user home spaces live.

For this tutorial we are going to put the user hemiéin the same location, so we need to
make a space to contain them all. We are goimgeate a space named ‘Users’ in the
‘Company Home’, so, since we are in the right plaee just need to seleCreate Space
from theCreate menu and we will be taken to the Create Spaceglial

.
@-‘W (] http‘.;‘flocaIhost:808GjaIfrescojfaces{jspjbrowsefbrwse.jspl v ]

{é Company Home W @He\p EE?Logout (zdmin} [ @v I:l CJ\ ]

¥ Clipboard ‘.}) Create Space
' Enter information about the new space then dick Create Space,

L . —_—
e Space Properties
Q Company Home MName: \Users ‘ £
—_— Description: !Users Home Space ‘
W Shorteuts -

Choose space icon: ‘ @® r‘) ' ‘3) C :]) ] Ezg O @ o a ‘

To create your space dick Create Space.

Now fill in ‘Users’ for theName with any descriptive text iDescription, and choose an
icon to use for the space, then clCieate Space. We have now created a space.

orafll

W 3 N
N @@ @-ﬁ' 0 http:/flocalhost:8080/alfresco/faces/jsp/dialog/new-space.jsp ¥

AR company tiome 0 @rep Gruosoann) (9o |4 |

W Clipboard = Company Home |
) Thiis view allows you to browse the items in-your space, E @)
The company root space

= [B]x]

| 4Add Content Createwsr  More Actions o ‘ [=] Browse Viewwr

¥ Recent Spaces

i Company Home |r 2 |

) .+ Data Dictionary LRhEz
W shorteuts \Q User managed definitions
| Space lates | ion T l | Saved

~ 1, Guest Home PR
> The guest root space

r\)lbers BahEs

Users Home Space

Pagelof 184 4 21 I Pl

Mo items to display. To add an existing document didk 'Add Content’ action. To areate an HTML or Plain Text file dick 'Create Content’ action.

Pageiof1lld 41 b bl!
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While we are here, create another space namecde@®sdihat we will come back to later.
Next we want to add a new user. As we are loggex ian administrator, there is an
action under th&lore Actions link called Administrative Console that we need to use.

@@ @-ﬁ. {0 http://localhost:8080/alfresco/faces/jsp/dialog/new-space.jsp v @
B company tome W @b Doty e &
¥ Clipboard = Company Home |
A This view allows you to browse the items in your space. E @ |_dpAdd Content Createwr More Actions w} | [=] Browse View @
— The company root space =] View Details
¥ Recent Spaces Delete Space e—
Browse Spaces
Q Company Home |r dL et '|
p—— Data Dictionary LhEe H.; S % ey
— . " fomary. E% 4 Guest Home 2] Paste &l bEs
teuts F } ser managed definitions Theigest rooEspaice i
S es| —— | Saved 8 Manage Space Users
_ T 's Manage Content Rules
¢ 1 Users AET [E8 Adminigtration Consale
\)' Users Home Space —4\[}”?
Pagelof 14 « 1 b ki

This opens the Administration Console that hasratbver of options available.

@@ @ i@ m r . http:/localhost:8080 /alfresco/faces jsp/browse browse. jsp ‘%’-\ @ l(gﬂ:rge )

@ Firefox Help
% Company Home W eHeIp Logout [v q ]
¥ Cipboard | Company Home
o Administration Console

Use this view to perform system administration functions.

W Recent Spaces

% E:rt"pa”“ i 88 Manage System Users [ |
&1
i sy Information
¥ Shorteuts

« ] Category Management

[ Export

The one we are interested inManage System Users. Click on this and we will be
presented with the dialog, click taow All button to list the current users, including the
pre-configured ‘admin’ account. We need to selleeCreate User action, which will

take us to the new user wizard.

Friday, 23 June 2006 6



/( + " @ | http://localhost:8080/alfresco//faces/jsp/admin/admin-console.jsp . ;‘.'.-';1‘“

% Company Home W eHelp EﬁLngout(admin) [v|:|q W

¥ Clipboard w Manage System Users
Manage the users of the repository.

& Create User ‘ [1=] User Detailswr

¥ Recent Spaces [Users l||
Q Company Home ( ‘ ]

m To find & user search for them using their first name, last name andjor user name. Alternatively to see all users dlick 'Show All', however, this may
take some time if there are = lot of users in the system,

e | | [searan | [(showar ) N

Page 1of 1 U4 4 1 b Wi

The new user wizard prompts us for details of tespn’s name and email in the first
step.

% Company Home

¥ Cliphoard @  Company Home
@ New User Wizard
This wizard helps you to add a user to the repasitary.
¥ Recent Spaces - . -
Q Company Home Sliees Step One - Person Properties
1. Person Properties Enter information about this person. I pem— i
—— 2. User Properties =
¥ Shorteuts Sy Person Properties
| . First Name: Bob| = |
Last Name: Smith |=
Email: Ibobsmith @alfresco.org =
Company ID: | |
To continue dick Mext.

Home Spaces

In the second step we give the username detailgekhas the location for where their
home space should be created. To use the spactosehavigate the links to move up
and down the space hierarchy, selecting the redjgjpace’s radio button, then cli€iK.

For our example, we are going to put the new hgmaeesin the ‘Users’ space we created
earlier.

Friday, 23 June 2006 7
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/( %] -} f_‘:) X http://localhost:B080/alfresco,/faces/jsp/wizard/new-user/user-properties.jsp v "‘;,l, %
% Company Home W EHelp EﬁLngout(admin) [v|:| ':J‘ W
¥ Clipboard @  company Home
@ New User Wizard
This wizard helps you to add a user to the repository,
¥ Recent Spaces —_—————
Steps - i
Q Eompany Home - i Step Two - User Properties
A b bl Enter information about this user,
¥ shorteuts e — User Properties
[ = : User Name: |bobemtin [*
Password: |“*“¢‘ ‘ =
Confirm: |z—uu—u== ‘ ¥
&Gn Up
() Q Data Dictionary |
Home Space Location: : (@) Q Guest Home :
® Q Users
Home Space Mame: |
To continue dick Next.

Then give the name for their home space: here wesing ‘bobsmith’.

AR company tiome

¥ Cliphoard Q@  company Home
@ New User Wizard
This wizard helps you to add a user to the repository.
¥ Recent Spaces N
@ Company Home 5-‘:“5_ T Step Two - User Properties Next
A e oo Enter information about this user,

L — = User Properties

{ : User Mame: ibmﬂ’ ‘ - Cﬁﬂoej
Password: |"‘="“""'%= ‘ =
G e B
Home Space Location: Users
Home Space Name: Bob Smith]
To continue dick Next.

We can seledEinish now, or go to the next step to see a summaryeofiéails we have
entered and then finish. This will create the neser and their home space and return us
to the list of users. While we are here, you sti@ukate another user for use later on
named ‘Joe Bloggs'.

Friday, 23 June 2006 8
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We can now login as the newly created user: dlmout from the toolbar and then login
using the details for the new user. This time,uber is taken to their Home Space, but
they can still easily navigate to the Company Sgackelsewhere. All the options to

create sub-spaces and add content are availahkefirst thing we are going to do is see

how we can create web content directly in the besws

In-line Content Editing

From theCreate menu for the user’'s home space, seleate Content. A wizard is
started that allows you to create new content. fifeestep is to give it some basic

properties, such as its name.

|\ TiGraats ontentWizarnd = ozl Hreton:

Bl Edt Vew Go Bookmarks Tools Help

BEE]

) lD- @ &) @http:jﬂocalhost:8080,."3If'resco,’faces,."jsp.."browse,ﬂ:ro\:\'se.jsp

.
"ﬁf @ ’QL&D map luxembaourg

@F\refcx Help 35\‘ http: f/data2.itc.nps.q...

_a;:-.' Company Home My Home Guest Home u‘i (E\Help [ Logout (bsmith) [ ES= =9 |
shekf | eobsmitn J
W Clipboard Create Content Wizard
! This wizard helps you ta create a new document in a space,
— |
¥ Recent Spaces Steps Step One - Specify name and select type
) Bob Smith 1. Details Spedfy the name and select the type of content you wish to ceate. c
2. Enter Content
:
v 3. Summary General Properties
Shortauts
= - -Canoel
@ Name: Inewfile,html -
Type: Content 4
Content Type: | HTML ]
Other Properties
Rules applied to thiz content may require you to enter additional information,
Modify all properties when this wizard doses.
To continue dick Next,

Notice that by default we have asked to modifypadiperties once the content has been
created. We can now add some HTML content thrahglWYSIWYG editor. We will
add a web page as an example, including text farmgaand images.
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@@ @ @ m m r@ http:/lacalhost:2080/alfresco/faces fjsp/wizard/container jsp \g;\ @ F:AD i et Y

@rrefoxHelp 9 http:/jdataz.itc.nps.g...

¥ Clipboard 4 Create Content Wizard
L This wizard helps you to create a new document in a space.
¥ Recent Spaces Steps Step Two - Enter Content
Q Bih Smith 1. Details Enter your document content into the repository.
b
—_— 3, Summary B 7 U | =E=E=E ||Heading1 | Diefault |---F0nt size -~ i
¥ Shorteuts —_

mm) e | b
==

:@' ‘ = | :b g =

o E | i Q| | — Q@H X, X | a

|9 o= 5y B F @ B o e ]
| =

4

‘NﬁesccConwuwty
Alfresco Feature Tour

The Alfresco Feature Tour will demonstrate some of the key features in the technolegy
preview releasa.

The features include:

* Smart Spaces

* Desktop File Access
* Audtable Content
* Worlflow

* Categories

* Advanced Search

* Adminstration

‘Click an the link below to take the tour,

View Alfresco Feature Tour (opens in new window)

To continue dick Next,

We can now either selelext to take us to a summary page of what new conseging
to be created, or just selddgnish now. In all Alfresco wizards, thieinish button
becomes enabled when there is enough informationrtglete the task, any additional
steps are optional. As we asked to edit all priggepnce the content has been created,
we are now presented with the full set of propsrti€he list of properties may vary for
different Types and Smart Spaces (we see thesg late

@@ @ @ m & r@ http: /localhost: 3080/alfresco /faces fsp/wizardfcontainer jsp \g;\ @ r:AD b e 1

UF}!EFarHelp 9 http://data2.itc.nps.g...
% Company Home My Home Guest Home W @Help EWLOQOLIt {bsmith) [v Q\ l

W Clipboard ;ﬂ Modify Content Properties
o *=1 Madify the content properties then dick OK.
v Recent Spaces T ‘ -m ‘
Q Bob Srmith @ Name: |newﬁ|e.htm| | i |

Content Type: | HTML

¥ shortouts

. Title: | |
Description: | |
Author: | |

Edit Inline:
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When we seleddK, the properties are saved. If there are propsettiat we are required
to fill in, the OK button will only become enabled when all thesgprtes are
completed.

e~ =i
%”@$TE )
{é Company Home @ Help [ErLogout (bobsmith) [ =R Q W
¥ Cliphoard o Bob Smith ). E i
1 = This view allows you to browse the items in your space. W 0] |age S Contmat (Ceeatewr Mare Scodner: pakon ke

¥ Recent Spaces i Browse Spaces
d Mo items to display. Click the 'Create Space’ action to create a space.
W Shorteuts PagelofL {4 4 1 kb Pl

newfile.html

Generic intro block for Alfresco
L13KB

February, 23 2006 13:50

@2

Page 1oft ld { 1 b bl

We have now created our first piece of contenherepository!

Managing Properties and Meta-Data

To see the details of the content item we can s#ie®iew Details action, one of the
icons to the right of the content item (not thecgpdetails action in the header).

Friday, 23 June 2006 11



{é Company Home

8 @rep [Logout (bobsith) [ o Q)

¥ Clipbaard . Details of 'newfile.html' Havigation

L:: Location: [Company Home/Users/Bob Smith 3 Check Qut Actions = b Next Item

—_— View the details about the content, 4 Previous Item

¥ Recent Spaces i o -

¥ Links |

Q Bob Smith | ‘ | Close ]

View In Browser View in WebDAY View in CIFS )

¥ Shorteuts Download Content External Access URL Alfresco Node Reference

| v Pm?'evﬁe'_s

d

el

newfile. html

HTML

newfile, html

Generic intro block for Alfresco
L13KB

bobsmith

admin

February, 23 2006 13:50
admin

February, 23 2006 13:50
‘es

| & workfow

| & category

| # version Hitory

From the content details page, we can change atheqdroperties by selecting the edit
icon for the Properties panel (right-hand sideheflblue Properties bar). Selecting the
View In Browser link in the Links panel will request the contentae viewed or

downloaded through the browser. We may also doachtbe content to your local disk
as a file by selecting the content icon or naménspace browser.

Friday, 23 June 2006
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Next, we are going to set up a new project spacewve can work on some content
with other team members. Navigate to your Homec8gaither from the breadcrumb or
the toolbar). This time, rather than create suzep all by hand, we are going to use a

template space that contains all the standard elesmes need. From théreate menu,

selectAdvanced Space Wizard.

QT

¥ Clipboard + % BobSmith
New Space Wizard
This wizard helps you to create a new space.

%é Company Home W @ Help [ErLogout (bobsmith) [ =R Q W

W Recent Spaces
Step One - Starting Space

a Bob Smith 5 5
5 20aee Ehoose how you want to create your space,

ey 2. Space Options .
How do you want to create your space?
¥ shorteuts 3, Space Detals " o s
4. Summary O From scratch

O Based on an existing space
® Using a template

To continue dick Next.

It is possible to create a complete tree of sulzespay basing the new space on an

existing space or a template. We are going taausenplate, so selectimdpxt takes us to

a step where we can choose which template.

§ (. http:/flocalhost:8080/alfresco/faces/jsp/wizard/new-space/details.jsp

O

19
%‘5‘ Company Home

W @ Help [SrLogout (bobsmith) [v (=} W

- rem)
| Software Engineering Project |
Mote: Any content rules for spaces will also be copied.

To continue didk Next.

¥ Clipboard © % BobSmith
New Space Wizard
This wizard helps you to create a new space.
W Recent Spaces S ——— —
Steps _: 2
Q Bob Smith S Step Two - Space Options
Select space options,
o -
Te X Finish
¥ Shortcuts 3. Space Detals St S e
4, Summary Select the template you want to use. Cancel

Working with Space Templates

We are going to use ti@ftware Engineering Project template, so we choose this and

selectNext to specify the details we want for the new spactiding its name — in this

case ‘Project Voodoo'.

Friday, 23 June 2006
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¥ Clipboard

W Recent Spaces
Q Bab Smith

¥ Shorteuts

Again, we

2 T T : ¢ o (5

Q Bob Smith

New Space Wizard
This wizard helps you to create a new space.

B Step Three - Space Details
AEE B e Enter information about the spac.,
P Pame: Project Voodoo =
i iTop secret project for next release ‘

Description:

o [oB0B 0B 0P 0B 0B

To continue dick Next,

can seleddext to go to the summary page or seléictish now. We can see

that a new space has been created with standaispsgles for an engineering project.

Q http://localhest:8080/alfresco/faces/jsp/browse/browse.jsp

% Company Home m

“ @ Help [SrLogout (bobsmith) [.‘— Q‘W

Friday, 23 June 2006

¥ Clipboard - % Bob Smith 3. ) - o
e J S e o _dsAdd Cantent Create<y  More Actionsw | [-=] Browse View =
¥ Recent Spaces | Browse Spaces 1
Q Bab Smith _ E .

- Project Voodoo ABER

EQ Top secret project for next release
¥ Shortouts Documentation | Discussions | UI Design | ...

iPage tof1 Ul 4 1 b bl
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Smart Spaces

One of the key features of Alfresco is the abildydefine rules that affect content within
a space. These rules can be used to providenal kif creative solutions to automation
and management of content. Rules are fired whatenbcomes in or out of a space and
may also apply to content directly in the spacm@ub-spaces. A rule is made up of two
main elements: the conditions on the content ferrthe to match and the actions that are
then performed. Any number of conditions and axtimay be defined in a rule.

For now, we are going to add a few rules to illatgtheir capabilities. We are going to
make part of our new project space work in a motesired and auditable way. First
we need to navigate to the Project Voodoo Docuntientapace.

[ IWlresco WEb GlienE MBIl Farsfox A=
File Edit View Go Bookmarks Tools Help e

C}) ‘ 'D &ﬂ http://localhost:8080/alfresco/faces/jsp/browse/browse.jsp ’ @ ICl

Shelf J Bob Smith > Project Yoodoo 3 Documentation J

¥ Clipboard + Documentation . = -
2 o o & Add Content Createwr  More Actions [==] Browse View
) This view allows you to browse the items in your space. @ © Lo i ¥ (= =

W Recent Spaces Browse Spaces

j Documentation

) Project Voodoo ) Drafts Bi0E2 ) Pending Approval B4 D22
A Baob Smith )
') Published B4DE2 ) Samples BihE2
¥ shorteuts ; e
Pageloftlld 4 1 p Pl
Content items
Mo items to display, To add an existing document dick 'Add Content’ action. To create an HTML or Plain Text file dick 'Create Content’ action,
Pagelof1 4 4 1 p Pl

Here we can see 4 spaces that contain the documehtsr different stages of
completion, as well as a space with sample contéfd.are going to use the rules to set
up a simple workflow that allows the documentsrogoess through these spaces. Also,
since we want to allow several people to work andbcuments, plus keep track of the
different versions as they are edited and be abte¢ who changed the documents and
when, then we are going to make all the contergisred. Since all the documents are
going to start their lives in draft form, we naviganto the Drafts space and select the
Manage Content Rules action (undeMore Actions).

Friday, 23 June 2006 15



¥ CresteRule Filter Contents-r

” Close

) Modified Date = Actions
2\ Documentation Page Tof 1 04 4 1 B bl
Q Project voodoo

Adding Rules

To add a new rule, select tBeeate Rule action, then we will be taken through the rule
wizard to define it.

{é Company Home

¥ Clipboard . Drafts
New Rule Wizard
This wizard helps you create a new rule.
¥ Recent Spaces — —
D Orsfis Steps Step One - Enter Details
Finis!
A Documentation S oot Type: Inbourd [ s
B et Moo % Ackons e [l Versioned E
Q Bob Smith L
ey Description: |I"'lake all content versioned ‘
¥ shorteuts Other Options
Apply rule to sub spaces

[[] Run rule in background

w If this option is selected the rule will execute in the background so the results may not appear immediately,

To continue dlick Next,

The first step allows us to choose what type d iuis, that is to say, when the rule gets
tested. Currently, the options anbound, which means when content is copied, created
or added to the space, amatbound, when content is moved or deleted from the space.
We can give a title to identify the rule as wellaalsrief description — in this case we will
give it the title ‘All versioned’. We will also eble the rule to be inherited by any sub-
spaces in Drafts. The second step allows us foaldie conditions that are tested on the
content before the action is performed.

Friday, 23 June 2006 16
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oy

Company Home

&
==

¥ Clipboard @ Drafts :
New Rule Wizard
This wizard helps you create a new rule.
W Recent Spaces — r
Steps . =
Q Brafls S Step Two - Select Conditions
Q Documentation 1, Select Condition
Q Project Voodoo S | All Ttems |
Q Boh Smith o
ey 2, Click to add to lst
¥ shorteuts [Addtovst |
Selected Rule Conditions
No selected items.

To continue dick Next.

In this example, we are going to sel@lititems, so that the action is performed on any
content added to the space. We must make suréckdhe Add To List button to set
any condition settings. Since there are no camgiettings in this case, the condition is

added to the list.

http://localhest:8080/alfresco/faces/jsp/wizard/new-rule/condition.jsp

% Company Home

¥ Clipboard @ Drafts
New Rule Wizard
This wizard helps you create a new rule.
W Recent Spaces - y e
Steps = i
o Brofs = mm Step Two - Select Conditions
Q Documentation 1. Select Condition
A Project Voodoo S Select a condition... [+
Q Bob Smith T
< Summary 2, Click to set values and add to list | ]
¥ shorteuts | SetValesand Add |
Selected Rule Conditions
P

Match .a.l"ly.llr.em fill

To continue dick MNext,

We have no additional conditions to add, so dhekt to define the actions.
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»Q @ C
] company tome (TR 08 @rep Gotosoutbomniy (e [&]
¥ Clipboard Drafts
New Rule Wizard
This wizard helps you create a new rule.
W Recent Spaces —
Steps - i
Q Erafis Step Three - Select Actions
2\ Documentation R . 1, Select Action
3 Project Voodoo : | Add espect to item
3. Actions
® nen ==
< Summary 2, Click to set values and add to list |
¥ shorteuts Set ¥alues and Add
Selected Rule Actions

No selected items.

To continue dick Next.

Adding Aspects

For the action we are going to sel&dd aspect to item, since we want to add the
“versionable” aspect to all content. After clicliBet Values and Add, we give the
relevant action settings, in this case choosingtteal aspect.

<& )
% Company Home

¥ Clipboard Drafts

New Rule Wizard
This wizard helps you create a new rule.
¥ Recent Spaces

Q Brofis Set action values @
Q Documentation Select required feature | Versionable

Q Project Voodoo
Q Bob Smith

After clicking OK, we can now choose to finish thibe wizard, or go to a summary page
to check the details of the rule before adding it.
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¥ Recent Spaces

I

This view shows you all the rules to be applied to content in this space.

¥ CresteRule | [:=]Fiter Contents

a0
& Alfresco
@ Uls - el Firofon /=S
File View Go Bookmarks Tools Help &
.‘) O ﬁ .} http://localhost:8080/alfresco/faces/jsp/dialog/rules.jsp &} @ @
[ Shelf J Bob Smith > Project Yoodoo > Decumentation > Drafts J
| ¥ Cipboard Content Rules

Rules

_} Drafts Title = Description @ Local@ Created Date @ Modified Date = Actions
) Documentation m All Versioned Make all content versioned  Yes February 23, 2008 2:03PM  February 23, 2006 2:03 PM W ?
3 Project Voodao Pagelof1 4 {1 f bl

\} Bob Smith

We also want to add a rule that applies a simplkflaa to content in this space, so
selectCreate Rule again. Going through the wizard, add an inbowre with title ‘All
simple workflow’, again with a condition &fll Items. For the actions, selegtld smple
workflow to item and clickSet Values and Add to fill in settings for theApprove Flow.
For the name of the approve step, enter ‘Requesbeagl’, leave the setting to the
default ofMove and then select the space where it should be mewethis example,
‘Pending Approval’. Finally, sele®o for providing a reject step and cli€).

LOINEWIRIIE = SimbleWordlow ol lEiretox: B=E
e Edt View Go Bookmarks Tools help 4]
t ) O % . http:/flocalhost:8080/alfresco/faces/jsp/wizard/new-rule/action-simple-workflow. jsp WV &0 ) I@

Shelf | | Bob Smith > Froject Vosdoa > Doumentation > rafts |
[ ¥ Clipboard Drafts
New Rule Wizard
: This wizard helps you create a new rule.
W Recent Spaces
) Drafis Set action values
) Documentation Approve Flow

3 Project Voodoo Name for approve step: [Request approval

\} Bob Smith
Choose whether you want to move or copy the content and also the location.
¥ Shortcuts @ Move O Copy To:  Pending Approval
Reject Flow
Do you want to provide a reject step?
O Yes @ no

Mame for reject step; |
Choose whether you want to move or copy the content and also the location.

@ Move O Copy To:  Clickhere to select the destination

You may clickFinish at this point to complete the wizard. Now we hanieshed
defining rules on the Draft space, we can navigatee Pending Approval space to add
the next step in the workflow. Click tli@ose button from the list of rules or select
Documentation from the location breadcrumb and navigate intodenApproval.
Again, select thiManage content rules action and define a simple workflow rule:

1. SelectCreate Rule and give it a title ‘Add simple workflow’;

2. SelectAll items
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3. SelectAdd simple workflow to item

4. Add ‘Publish’ as the name for the approve stepsiteit as aviove and selecting
the ‘Published’ space in Project Voodoo Documents

5. SayYesto providing a reject step and enter ‘Reject'tasiame, again leaving it
as aMove and then selecting the Draft space for it to Iberned to.

\iNEyRUIE = SimpIE WorkEloy = Mozl SN =foxs 0 (=1Ed
File Edit View Go Bookmarks Tools Help £
Q", ‘) l\) & http://localhost:8080/alfresco/faces/jsp/wizard/new-rule/action.jsp S @ @ )
o R - ) : - oo [
Shelf Bob Smith > Project Yoodoo > Documentation = Pending Approval J
' Edit Rule Wizard

¥ Clipboard [3H  Pending Approval
| This wizard helps you modify a rule.

¥ Recent Spaces

Set actis I
A Pending Approval =taction values
_} Documentation Approve Flow
i Drafts Marme for approve step: | Approve
) Project Voodoo
) Bob Smith Choose whether you want to move or copy the content and also the location,
@ Move O copy To:  Published
W Shorteuts
Reject Flow
Do you want to provide a reject step?
@ ves O o

Mame for reject step: Reject
Choose whether you want to move or copy the content and also the location,

& move O Copy To: Drafts

We can then complete the rule. We do not needdaaaule to make all content
versioned, since content should only normally lze@dl in here if it has been through the
Drafts space, in which case it will versioned aliyeaTo see these rules in action, we
need to add some content.

Using the Clipboard

We have a sample software overview document thatoneated as part of the template
we based our project space on, which can be fautttei Samples space within
Documents. Navigate to the Samples space anckbet $heCopy action for ‘system-
overview.html’ using the clipboard icon next to #wssors. This will place the item in
the clipboard.
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& Alfresco
gt - Hozilla Firefox aEs|

| fle Edit Miew Go Bookmarks Tools Help

@)\) D- % &3 @http:jﬂocalhost:8080,."3If'resco,’faces,."jsp,."browsefbrov\'se.jsp ‘?/ @ :ADmapquembourg

@F\refcx Help @1 http: f/data2.itc.nps.q...

!
W Clipboard * Samples
—— ‘-) This view allows you to browss the W (0) | _d&Add Content Createsr Mare Actions~wr | =] Icon View=sr
17 [@ system-overview.htm! [l [ & " iteme in this space. |

Paste All Remove Al

- ¥ Browse Spaces Items Per Page 9
¥V Recent Spaces ¥ =4

Mo items to display. Click the 'Create Space’ action to create a space,

i Samples
_} Documentation Pagelofi |4 4 1 b @l
_) Project Voodoo —
_} Bob Smith ¥ Contentitems Items Per Page 9
_]) Samples
) Documentation Q system-overview.html
! | system-overview. html
0.54KE
¥V Shortouts 23 June 2006 12:29
/@3

Page1of1 4 4 1 b bl

Now navigate back to thBrafts space and select tRaste action in the clipboard. This
will create a new copy of the content. If we useQut action for content, a reference to
it is placed in the clipboard and the content retsan its original place until we use the
Paste action, when it is then moved to the new locatidhe clipboard contents are not
retained over login sessions, so if we cut someetdrand then logout, the content will
stay where it was originally. We can also pagimg as ‘Links’, which creates an item
that “points” to another space or content, butltave a different name and description.
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Collaborating with Other Users

W

& Alfresco

We want to work with other users on this projeoty& are going to invite them to the
Drafts space. From the More actions menu for flaes, select thielanage Space Users
option. This shows a list of users that have pssian to work on content in the space.

AEH
-
.
%
20 =]
O c
L e ) — ;
',“‘. Company Home JEiG TS il @ relp [Srlogout (bobsmith) | 3w el
Shelf || Bob Smith > Progect Vodoa > Documentation > Drafts J
|
¥ Clipboard Manage Space Users 'Drafts’
b User ‘babsmith is the current owner of this space. @ Invite |[=| User Detailswr
Manage the permissions you have granted to users who access your space.
¥ Recent Spaces
= Users and Groups o
b Drafis
} Documentation Name @ Username » Roles @ Actions
D samples Page 1of 1 {4 4 1 b Wi
} Pending Approval
) Project Voodoo [#] Inherit Parent Space Permissions
A Bob Smith

Choose thénvite action to invite a user to the space. This opepage to select the
users and the role they can play in the spacechdose a person we need to search for
them and then pick them from the list along witkithole and click thédd button. As

there are not many users in the system, we cawljoktthe Search button without giving

any text to match their name against.
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/( % ' *J K http://localhost:B080/alfresco//faces/jsp/wizard/invite-users/invite.jsp

% Company Home

¥ Clipboard Drafts
Invite Users Wizard

This wizard helps you to give other users access to your space.

¥ Recent Spaces

Q Drafts

\a Documentation
Q Pending Approval Specify Users/Groups

Q Project Yoodoo 1. Select userfgroup and their rolefs)

‘aﬁnbsrmth ‘Users | |[Search]
Results for " in "Users'. Clear Results

Administrator )

Buob Smith

1. Invite Users

2, Notify Users

Steps Step One - Invite Users
Select the users and roles they will play in this space.

¥ Shorteuts

Role

Contributor -
Coordinator
Editor

Collaborator v

2. [ Add to List

Selected users/groups and their role{s)
Name

Joe Bloggs {Consumer)

To continue dick Next.

Choose the user ‘Joe’ and add them with the ‘Aller When we click oiNext, we are
given the option to send the invited users an etabithg them about being invited. As

we haven’t configured email, just select tfeoption and finish.

Click the Close button to return to the Drafts spac
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Checking Out Content

Since several people may collaborate to work as¢bntent, we will do a “check out” of
it to create a working copy, while locking the anigl. Select th&€heck out action for
‘system-overview.html’ — if you are not sure whicbn does what action, hold your
mouse over the icon and a tool tip should popup wstname. The check out action is a
green downward arrow. This brings up dialog the¢g us the choice of checking out
the working copy to the same space as the origimany other space. Some people like
to work with one space that contains all their entwork-in-progress, so may have
created a specific folder in their home space forkimg copies. We are just going to
keep the working copy in the current space.

Lch; A=)

File Edit View Go Bookmarks Help
D O ﬁ ) http://localhost:8080/alfresco/faces/jsp/dialog/checkout-file.jsp '%‘ @ @

 Bob Smith > Project Voodoa > Documentation > Drafts

¥ Clipboard

¥ Recent Spaces

A Drafts

} Documentation
5 samples

_} Project Yoodoo
_} Pending Approval
b Bob Smith

.. Check Out 'system-overview.html'
" Enter information about the check out.

w A copy of the file 'system-overview.html' wil be made for you to work with,
When you have completed your changes you need to check in the file to allow others to view the changes.
Where do you want to keep the copy of this file?
@ In the current space
O mthe space selected:

Click here to select a Space

Clicking theCheck Out button takes us to a page where we can choosaamolodad the
content for editing in some other program. ClickidK takes us back to a view of the
space, now containing 2 items.

EIBIX)

R

¥ @ i«

shelf 5ob Smith > Project Voodoo > Documentation = Drafts J
¥ Clipboard 1 Drafts ). |
3 i 2) sAdd Content Createwyr More Actions~r | [o=| Browse View
) This view allows you to browse the items in your space. W 2 | L k=l

W Recent Spaces Browse Spaces

.} Drafts Mo items to display, Click the 'Create Space’ action to oeate a space,

3 Documentation Pagelofi dd 4 1 & pl

) Samples

_} Project Voodoo Content items

A Pending Approval I

2 Bob Smith e system-overview (Working Copy).html S By e system-overview.html Gi =By

system-overview. himl system-averview, himl

W shorteuts Page1of1 04 4 1 i Rl
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Checking In Content

The lock icon against the original lets us knowt tha cannot change it. The only way
we can modify it is to undo the check out on thekivay copy, or to “check in” the
working copy. If there is a key on the lock it meave are able to check in or cancel the
check out. We can see who has checked out therttdoy hovering the mouse over the
lock. First we are going to edit the document add some minor changes to the text.
Once saved, we can now check in the content. QOftartent will stay checked out for
several days while someone makes their changes liois possible to take a copy of the
content onto the desktop and work with it off-linéwe do this, we can always upload
any alterations to the working copy using tadate action (from the popup menu)
without the need to check in.

@ AlfrescoWeb GlienteMozillairefox: =]
File Edit View Go Bookmarks Tools Help ie
C}) \) I\:)- f; http://localhest:8080/alfresco/faces/jsp/browse/browse.jsp ¥ @ Gl
é’:.:'u. Company Home G [l@ @Hep [SLogout (obsmit) [ B+ -~
Shelf J Bob Smith = Project ¥oodoo. > Decumentafion > Drafts J
W Clipboard v Drafts Y B . . N
X This view sllaws you to browse the items in yaur space # o |dpAdd Content Createyr More Actionswr | =] Browse View o
W Recent Spaces Browse Spaces
j Drafts Mo items to display, Click the 'Create Space’ action to create a space,
) Documentation Page 1of 1 Ud 4 1 & bl
A Samples
j Project Voodoo Content items
3 Pending Approval
A Bob smth @ | system-overview (Working Copy).html /e @)% system-overview.html G, 2E@z
| system-overview. html ¢ Undate system-overview, html
¥ shorteuts %5 Undo Check Out pagetofi 4 4 1 b b
4 Cut
L) Copy
e ¥ Start Discussion
[CoTENT MARAGER B |
P Alfresco™ | Alfesce Software Inc. 8 2005 All ights reserved

Selecting theCheck In action will overwrite the original with the upddte/orking copy,
making it available for people to edit it again.alké some changes by editing the content
(pencil icon) and check in the content. If we batiore up-to-date copy of the content
on our desktop, we could choose to upload it atpbint and check it in. In this case we
are just going to use the copy that is currentlthaspace, so just click ti@heck In

button.
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f( ¥ . *J ) http://localhost:8080/alfresco//faces/jsp/browse/browse.jsp ""'.':j;

{é Company Home @ Help [ErLogout (bobsmith) [v|:| Q W
¥ Clipboard F’d Check In 'system-overview (Working Copy).html'
Check in your working copy for other team members to wark with.

¥ Recent Spaces | CheckIn options

Q Drafis Wersion Notes i

n
\3 Documentation .
Q Samples

Q Project Voodoo

Minor Change
Q Pending Approval ¥ g

Q Bob Smith [ checkin changes and keep fille checked out
copy loc:
'Ehorhmls Which copy do you want to chedk in?

@ Use copy in current space
Q© use copy uploaded from my computer

1. Locate document to upload

Location: | [ Browse... |

2, Click upload

As the content is versioned, then the original eonis still available to view from its
version history. Seledafiew Details for ‘system-overview.html’.

Version History

We can expand and contract the version historykithycclicking the triangle alongside
Version History. The current version is also listed in the higtor
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Q http://localhost:8080/alfresco/faces/jsp/dislog/document-details. jsp

A Drafts

0 Documentation
Q Samples

A Project Voodoo
g Pending Approval
A Bob Smith

¥ Shorteuts

™

{

View In Browser View in WebDAV View in CIFS
Download Content External Access URL Alfresco Node Reference
Mame; system-overview.html
Format: HTML
Title: System Overview
Desoription: system-overview.html
Sizes 0.54KB
Version Labei: 1.1
Auto Version: fes
Creator: bobsmith
Created Dats: February, 23 2006 14:28
Modifier: babsmith
Modified Datet February, 23 2006 14:31
This document is not inline editable.
Allow Inline Editing
Version + Notes®  Author = Datem ]
1.0 bobsmith February, 23 2006 14:28
11 bobsmith February, 23 2006 14:31

Page tof 1 4 4 1 b Bl
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Sending Content for Review

Now that we are happy with our content, we can sefw review. Any workflow steps
that are available for an item of content are showits actions, either from the popup
actions available in the space view, or from th#oas on the item’s details view. In this
example, the only available workflow stegRequest Approval. Select this action to
move the content to the Pending Approval spacé,rsmlonger shows in the Drafts
space.

) Project Yoodoo | Contenk fims

_:I Pending Approval | |

' Bob smith | @ ] system-overview.html P =i
- " | system-overview, himl fiil Delete

¥ Shorteuts | AL Update
| | fv‘ Reguest approval
‘ d & cut

[] Copy

Page 1of L lid 4 1 P kil

2 Alfresw‘..' Alfresco Softw (3 Start Discussion | reserved
We can define a rule for all content with an actioat will allow email alerts to be sent
to people, which can be used in this case to &afipropriate person know that there is
some content waiting to be approved. If we naedatthe Pending Approval space, we
can see the ‘system-overview.html’ content. Time{ if we look at the workflow steps
available we sePublish andReject, because the rule for this space added these steps
when the content was moved here. SelecPtiotish action to move the content on to
the Published space, whereas if we had selectdgejbet action it would have been sent
back to the Drafts space.

Friday, 23 June 2006 28



%"} Alfresco’

Uploading and Transforming Content

In this next example, we are going to define adf@mation rule that will convert

content added to a space into a different formaie scenario is that we need to re-use
marketing content, which is available in PDF, witsbme of our software documents, so
getting the basic text of the marketing contenieis/ helpful. Navigate back to the

Drafts space in Project Voodoo and selectMlamage Content Rules action. Create a

new rule named ‘Transform PDFs’ and selégins which contain a specific value in its
name as the condition. For the condition setting, eatpattern of “*.pdf’.

T T o T
LN ey RS SO LA Siox. (=]ES
File Edit View Go Bookmarks Tools Help e
D O ﬁ . http://localhost:8080/alfresco/faces/jsp/wizard/new-rule/condition.jsp &} QD ) @

shelf ‘Bob Smith > Project Vaodoa > Dowumentation > Drafs |
¥ Clipboard gl Drafts ;
' New Rule Wizard
This wizard helps you create a new rule.

¥ Recent Spaces

) Erafis Set condition values

} Documentation Enter the text pattern required, induding any wildcards. The file name indudes the file type extension when matching.

5 samples s o

@ Project Voodaa File name pattern: [*.pdf

L} Pending Approval [[] Check the item does not match the criteria above

} Bob Smith

Hints:

£ v Use zz* to match any name that begins with zz; use *.txt to match any text file; use *zz* to match any file name that contains 2z anywhere induding

Sharteuts the beginning or end.

On the action step, choo$eansform and copy content to a specific space and for the
action settings, selePlain Text. By default this is the only option unless yowéda
OpenOffice installedvfww.openoffice.ory, which enables a wide range of
transformations to be configured for use. Nex¢atethe destination space for the
transformed content, in this case we will keep ithie Drafts space.

t . http://localhost:8080/alfresco/faces/jsp/wizard/new-rule/action-transform. jsp &} QD ) @
a"‘.‘ Company Home ia @ Help [ErLogout (bobsmith) [ Bl Q
shelf * Bob Smith > Project Voodoa > Doaumentation > Drafts |
¥ Clipboard i Drafts .
' New Rule Wizard
This wizard helps you create a new rule.

¥ Recent Spaces
) Drafis Set action values
2 Documentation Required format: | Plain Text [~]
5 samples
3 Project Voodao Destination: Drafts
_} Pending Approval
} Bob Smith
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Finish the rule and we will return to the Draftasp. Now we can upload a file to
exercise the rule. Select tAdd Content action within Drafts and browse to a PDF file —
a sample file is available in the Alfresco instadia folder.

‘ y @ [ ﬂ (0 http://localhost:8080/alfresco/faces/jsp/browse/browse.jsp v ""T':‘j;
ARl company ome [T @ Boiogoutoonrit) (e &

¥ Clipboard Drafts
Add Content Wizard

This wizard helps you to add a document to & space.

W Recent Spaces —

@ refis Steps Step One - Upload Document Next
Locate and upload your document to the repository, Finist
Do Finish
acumentation 2.pr =5 E
S5 1 Locate d tto d

# % EIT.IDIES o oy acate document to uploa
Q Project Voodoo |C'\d AT Testpd |[ J W
Q Pending Approval Locauar: il : =
Q Bob Smith 2, Click upload

W Shorteuts
| To continue dlick Mext,

Select theJpload button and wait while the file is uploaded to &i&esco server. A
message will appear confirming the upload and therman click théNext button.

¥ Clipboard ‘. Drafts
Add Content Wizard

This wizard helps you to add a document to a space.

¥ Recent Spaces —_—
Q rafic Steps Step One - Upload Document
. 1. Upload Document Locate and upload your document to the repository. Finish
\3 Documentation 2P - i
S 1. Locate d tto d ance
Q arr.lples - ary ocate document to uploa
Q Project Yoodoo - | |[ J L
Q Pending Appraval S Bmvise:,
0 Bob smith 2, Click upload

W Shorteuts

w The file 'AlfrescoTest.pdf was uploaded successfully, If the file you uploaded does not exist, then an empty file wil
be created with the name you specified.

| ——
S —

To continue dick Next.

We will get taken to the next step in the wizartijok has the same options as we
completed for creating the content within the bremesarlier. On finishing the wizard,
we will be returned to the Drafts space, but thveitebe two new documents: the PDF

and the text version of it.
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$ Company Home W BHFJp El#Lngnut (bobsmith) [v Q\J

¥ Clipbozrd 9 Drafts . i o) ‘ | dAdd Content Create~sr  More Achons ‘Elﬁ"rowsé‘ﬁmv

This view allows you to browse the items in your space.

¥ Recent . . | ]
0 Drafts Mo items to display, Click the 'Create Space’ action to oreate a space,
gboumemanan | Pagatof Ll {1 b K|
Samples . s
A Project Voodoo lc o=, ]
a Pending Approval |
A Bob Smith " AlfrescoTest.pdf QQQ@Q AlfrescoTest.txt s 1=l

| system-overview.html

;PEQE 1ofifd 41 b Bl
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Categories and Advanced Search

One of the other features of Alfresco is the aptiiit assign categories to items. This
allows information to be classified in any numbg&different ways. With this, we can
retrieve items that match combinations of constsaimcluding categories. The smart
thing that categories provide is that they are awlat they are hierarchical, so searching
for an item in a higher-level category will alsadianything classified below it. In the
following example, we are going to add some contieiat category and then search for it.

The first step is to make the content able to begmized, which can be done through
the content’s properties page. Navigate to thdighdal space and select tfiew

Details action for ‘system-overview.html’ (one of the icnext to the content, not the
space details). If we expand t@ategory block and if the item is not categorized, we can
select theAllow Categorization action. Now we can choose tBhange Category icon in

the right-hand corner of the block, which openseawto allow a category to be selected.
Select through ‘Software Document ClassificatioBgftware Descriptions’, ‘Main
Software Descriptions’ and select ‘Short Systemdiipson’.

\JEdit GatesorieseMpzillaiFirefoxi = 2]k
File Edit View Go Bookmarks Tools Help £
O) 3 -) gﬁ http://localhost:B080/alfresco//faces/jsp/dialog/edit-category.jsp ¥ @ |C|
;}‘I‘ Company Home [SIEINES [l@ @Help [BLogout (obsmith) [ g b
Shelf Bob Smith > Project Yoodoo > Dacumentation > Published J
¥ Clipboard | »1 Modify categories of 'system-overview.html’
s Set the category for the document then dick OK.
k
¥ Recent Spaces I
) Published | 1. Select 3 category @
A Documentation |
g 44 6o Up
A Pending Appraval | o .
A Drafts | (@) < Short System Description
| () €] Reguirement Description
) Samples SR
| (™ 7 Architecture Description
_‘,\ Project Yoodoo | = e
| r:\ 4] Implementation Description
:—’. i ™y ¢ Configuration Description
ategories: -
S (o ]
§ 2
Selected categories
Name
Mo categories selected,

As we can put this content in any number of catiegoiwe need to click ‘Add to List’
even though we are only going to set one category.
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(.0 http://localhost:8080/alfresco/faces/jsp/dialog/edit-category.jsp

%’- 'ﬁ:

{é Company Home

2]

@HElD I:n}Lognut (bobsmith} [ = l: Q\ W

G Project Voodoo

W Shorteuts

¥ Clipboard Modify categories of 'system-overview.html'
Set the category for the document then dick OK.
¥ Recent Spaces -IE
Q Published 1. Select a category =
Q Documentation
u Pending Approval -
Q Drafts 2. | Add toList
g Samples Categories:

Selected categories.
Short System Description m

We can now use the advanced search to try andHisdontent. The advanced search
page is opened from the popup menu in the tookeaick. When we enter text in the
toolbar search, it will search throughout all aahié spaces, although we can constrain it
to just find the text in names or also the conte&3elect the\dvanced Search option.

L)
{g Company Home

@relp [BLogout (obsmith) [ = CJJ
= ® Al Ttems
I File names and contents

O Fle names only

Q Drafts
Q Samples

G Project Voodoo

Categories:

W Shorteuts

¥ Clipboard \ﬂ Modify categories of 'system-overview.html'
Set the category for the document then dick OK. GSpacE names only
Advanced Sear Q@ [
W Recent Spaces oK
Q Published 1. Select a category l
Q Documentation
u Pending Approval -
2. | Add tolist

Selected categories.

Short System Description m

From this page there are a number of options adail®eyond what text to search for. It
Is possible to specify the starting space for #ach, so that only content beneath that
space is searched. In this example, we will lakte text ‘system’ - clicking the

Search button will start the search. We will get a lidtall content that has ‘system’ in
its name, or somewhere in its content.
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¥ Cipboard Advanced Search ) il ResetAll | F=My saved Search Options o | Select a Saved Search.., |
Perform & more detailed search of the repasitory. e
Vi o tookor: | | ‘
D Published ¥ Show me results for P More search options | filktlese
\a Documentation ®
Q Pending Approval Al Ttems
Q Drafts ' File names and contents
‘a Samples O File names only
Q Project Yoodoo o Space names only
¥ shorteuts | ¥ Look in location
[OF] Spaces
—_—
——— (@] Specify Space:

Click here to select a Space |
Include child spaces

P show me results in the categories

TheDetails View is usually the best for viewing search resultésoAif we view an
item’s details, we can navigate through the resudisg the Next Item and Previous Item
navigation actions.

¥ Clipboard . Search Results
- Search for system” resits shoin below | Close Search G, New Search  More Actions | [-=] Details View o
This view allows you to see the results from your search,
W Recent Spaces
Browse Spaces
A Published | J
A Documentation Name @ Description @ Path= Created @ Modified @ Actions.
Q Pending Appraval Page 1of 1 {4 4 1 b bl
Q Drafts s
A samples | Content items J
Q Project Voodoo | = — . |
Name @ Description ™  Path Size@ Created @  Modified @  Actions
—_——————————, [Company Home Dats Dictionary/Space -
W Shorteuts system-overview.html yste iew . him Template: tware Engineering 0.54KB ;ggui%‘éaza ;g?igészﬁ EI %
e Project/Documentation/Samples i, =
T vyt /COMPaNY Home Uisers Bob Smith Project : February, 23 February, 23 7 o /=%
@ = html system-overview.htmi 2 < o.5aKE e e =R
;. [Company Home/Users/Bob Smith /Project February, 23 February, 23 s
Susterovrview bt system-averview-Ntml; 0 Dacumentstion/Publihed DSHKE s i mos e ¢ HEER
- i [Comparty Home Users/Bob Smith/Project  52.05  February, 23 February, 23 ik
T AlffescoTest.pdf Vioodoo Documentation/Drafts KB oo 4o mosiade ¢ REER
[Company HomeUsers /Bob Smith/Project February, 23 February, 23 " ¥
Al Yoodao/Dacumentation/Drafts 553K oot Tk oome ke ¢ HEEZ
- i e = : i E t February, 23 February, 23 == 5
£ Alfresco-Tutorial, pdf Getting started guide /Company Home/Guest Home 320 e 06 11sa 1=k

‘Page 1of Lkl 4 1 b bl

We can also choose a category in which the comest be in to be found. Run the
search again, but set it to look only for contenthie ‘Software Descriptions’ category.
For this example, we only have one document thatmesa this, because ‘Short System
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Description’ is within the ‘Software Descriptionsategory. If we were to choose a
different category, such as ‘Development Plang€ntho content would be found. We
can also include other options for the search, ssdie kind of document we are looking
for, or a range of dates for its creation or madifion.

Look for: |system|

P Show me results for ¥ More search options

Content Type: Content
P Look in location kit =

Content Format: | All Formats ]
¥ Sh Its in th t i
ow me results in the categories Title:
Software Descriptions
Description:
Indude sub-categoaries
Author:
Add to List
[IModified Date:
Category Include sub-categories

From:| 23 [| February [| 2006 3
To: 23 B3| February [E3| 2006 E3

[Jcreated Date:
From:| 23 B3| February 2| 2006 B2
To: 23 B3| February [E3| 2006 E3

b= Additional options

p

Software Descriptions  Yes

=
1=
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Forums and Discussions

Alfresco provides an easy way for people to coliab®using forums and discussions.
Forums contaimopics of discussion and topics contaiasts from different users. A

forum space is used to contain a collection ofritguso the first step needed is to use the
New Space Wizard to create a forum space.

{é Company Home @Help EE?Lugout ({bobsmith} [ v I:l CJ\ W

W Clipboard Ly Bob Smith
New Space Wizard
Thiz wizard helps you to create a new space.
¥ Recent Spaces r—— _—
Steps - 3
Q Bab Smith 1. Starting Stlep Two SW Dotions
D Published Select space vpbams
3 E Firist |
# 3 D:Tenmhan | = S Space Type L Fimish
g ;r ﬂl:g Aproia 4, Summary Select the type of space you want to create,
5 .
Q Samples IS
S o D o W
Folder Space. Forum Space
¥ Shorteuts s J
@ A place to discuss content with other users.

Note: If you can only see one type of space then other space types may not be enabled. See your System
Administrator for further help.,

To continue dick Next.

A forum space can contain any number of forumgven other forum spaces if wanted.
Select the Create Forum action a forum.

ﬂ (. http:/flocalhost:8080/alfresco/faces/jsp/forums/create-forums.jsp

{é Company Home

@Help [ Logout (bobsmith) [ vl:k:d

¥ Cliphoard W Open Source Software Createwr  Mare Actions = ‘@ Browse View

This view allows you to browse forum spaces and forums,

W Recent Spaces | Browse Forum Spaces and Forums
Open 5 Softw =
% E:‘:mrﬁ e Open source Content Management X U 2
W Discuss on CMS Software
A Published

A Documentation Page1ofl il 41 b W

Q Pending Approval

From within a forum, select the Create Topic actmadd a new topic and the first post
to it. You can choose a different icon for thetgoshighlight the type of posting.
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?< oy 4) @ (- http://localhost:8080/alfresco/faces/jsp/farums/forum.jsp .' ';‘;';'j,"

% Company Home
¥ Clipboard Create Topic
Enter information sbout the new topic then dick Create Topic.

¥ Recent Spaces Topic Properties
Q Open source Content Management Subject: ‘Nﬁesm? *

Q Open source Content Management

QOpensaurcesuﬂware Choose icon: | @ QEJ Q) @ 9] ‘

Q Bob Smith
A Published :
Q Documentation SR
I've heard Alfresco is great - does anyaone have any pointers to how i get
started easily?
W shorteuts
Sl Message:

To create the topic dick Create Topic,

Once a post is created, it is always possible itca@d change it, or even delete it (the
icons on a post determine what actions you arevaticto take).

7( Xy 4) @ f- ! http://localhast:8080/alfresco/faces/jsp/forums/create-topic.jsp .' I';"";'.I,‘-

% Company Home @ Help [2»Logout (bobsmith) [@vl:l <@ W

5 ?
¥ Cliphoard Alfresco? ) ) Createwyr More Actionsw | [-=] Bubble View
This view allows you to browse posts in this topic.
¥ Recent Spaces 'm se Posts l
B et @ pests ebruary, 23 2006 1501 Al
Q Open source Content Management ‘ - S
Q Open source Content Management bobsmith TI've heard Alfresco is great - does anyone have any pointers to how i get started easily?
Q Open Source Software o .
A Bob Smith Pagetofild 41k b
A Published -

Now any other user with the right permissions wélable to reply to the post (using the
green reply icon). By default, the most recent at the top, but this can be changed.
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[ @relp [ELogout (obsmith) [ I C;J

(0 http://localhost:8080/alfresco/faces/jsp/forums/create-reply.jsp

L)
%e Company Home

¥ Clipboard

=| Alfresco?

Create<or More Actions<p | [-=] Bubble View =
This view allows you to browse posts in this topic,

¥ Recent Spaces | Browse Posts |
A Afresco? - ; = @
Post: Alfresco? Reply to: bobsmith On: February, 23 2008 15:02 Q¢
Q Open source Content Management I '
Q Open source Content Management Yeg it's great. Head for their downloads area and pick a download for your platform. Should only tzke a few minutes to get babsmith
Q Open Source Software up and running!
Q Bob Smith _J
A Published @ . o . .
o st February, 23 2006 15:01 S
W Shorteuts bobsmith I've heard Alfresco is great - does anyone have any pointers to how | get started easily?

Page 1of L U4 4 1 Kl

Discussions are just like a forum attached to aga content. Where ever the
document is moved, the discussion goes with iteyTrovide an ideal way to record
decisions or annotations about a document withloahging the content. To start a
discussion on an item, select the Start Discussttion from its more actions menu.
Once a discussion has been started, other addit@pias for discussion can be added
later.

e
[-l:'@\

& 0 http:/flocalhost:8080/alfresco/faces/jsp/forums/create-discussion.jsp

19
%e Company Home BRil Gl

¥ Clipboard

W @Help EE?Logout {bobsmith)

Is this the right kind of presentation for our website?

?

This view allows you to browse posts in this topic,

Create=or More Actions ‘ [=] Bubble view =

Q Company Home

¥ Recent Spaces | Browse Posts |
lethistherightkinanpra... @ . :sﬂ_ﬁ o % = '—'..,; v ‘23 — Q“zm
T newfile, html discussion L == : : ol A L
Q Bob Smith bobsmith ‘What do people think?
Q Users

Page 1of1 4 4 1§ bl

Q Guest Home

It is easy to see whether there is a discussicanadtem, as an icon action to view the
discussion is shown alongside it in the space view.

If you check out a document that has a discussienworking draft will not
automatically have one, but you can start a disonsm it. When the working copy is
checked in, then any discussions on it are add#wb&e in the original discussions (with
a date stamp). While content is checked out, tlggnal content is locked, but
discussions can still continue on it.
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Summary

We have meandered around much of the Alfrescomsyst&h a view to giving you
some ideas about the approaches Alfresco is ta@inganaging content. The
functionality of the system will be expanded coesably over the following months,
providing an ever growing list of Enterprise CoritBfanagement features.
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