& Alfresco’

Alfresco - A Fresh Approach to Content Management
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Overview

This document provides an overview tutorial of the Alfresco™ Open Source Content
Management System to accompany the download of the system available at:
http://www.alfresco.org/download.html. You can also access an on-line demo by going
to: http://www.alfresco.org/flash/alfrescov9d.html.

In this tutorial we will go through the process of starting to work with Alfresco, right
from the point after it is installed and running. We will walk through the process of
logging in, adding a new user, and creating and managing content. We will also introduce
the concept of a Smart Space, which is a collaborative space that uses rules to simplify
the handling, management and transformation of content. We will also show how to use
additional properties and categories to organize and find content.

Before starting, make sure that your system has been installed properly. The installation is
fast and easy for either Microsoft Windows® or Linux. You can also choose to install it
with JBoss® Portal 2.2 or Apache Tomcat. If you have any issues in the installation, you
can find help in the Alfresco Forums at: http://www.alfresco.org/forums/

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

If Alfresco was installed from the JBoss bundle, you may use the same URL as for
Tomcat, or start the web client in the portal from: http://localhost:8080/portal and
navigate to 'web-client' from the Page Menu and then maximize the portlet (top-right-
most icon).
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Starting with Alfresco

When you open your browser to Alfresco the very first time, you are taken to the Guest
Home. This space can be used to hold any content that you would like to be available to
anyone who has access to your Alfresco server.

:-_‘= ﬂ " () http://localhost:8080/alfresco/faces/isp/browse/browse.jsp ¥ "’j )
Q& Company Home @Help 2] Login (guest) [- Q) I

¥ Clipboard . GuestHome .
| This view allows you to browse the items in your space. W @

Create~r More Actions = Icon Viewwr
The guest root space

¥ Recent Spaces

P

Mo items to display. Click the 'Create Space’ action to create a space.
¥ Shortcuts
‘Page 1of1 Id 4 1 b B!

LY

L Alfresco-Tutorial.pdf
| Getting started guide
3.21MB
February, 23 2006 11:38

Page lof 1 id 4 1 b bl

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

Toolbar

P
Y o oemmzm | P e m—y

The toolbar contains two main navigation buttons that take us to the Company Home or
your Home Space, as well as search and help capabilities. We can also hide and show the
Shelf using the icon to the left of the help.

Shelf

The Shelf contains a number of different features to help work with
content, such as the Clipboard and Shortcuts. The Recent Spaces
provides an easy way to go back to a Space we have recently viewed.

¥ Clipboard

¥ Recent Spaces

ﬁ Company Home

A test

W Shorteuts
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Working Area

The working area will change depending on what information we are looking at or what
task we are performing. The top of the working area will always have a navigation
breadcrumb that allows us to jump to any part of the breadcrumb path. For information
views we will usually have a summary area along with actions or alternative views. The
details and options will change depending on what we are looking at and doing, as well as
who we are.

Company Home . _
A This view allows you to browse the items in your space. ‘i @ | éAdd Content Createww More Actions = Browse View -
The company root space

If you want to add and create content, then you will need to login. Click the ‘Login’ link.
When Alfresco is installed, it creates an administration user called ‘admin’ with a default
password of ‘admin’. So, let’s login and we’ll be taken to the Company Home as shown

in the screen below.

{4 http://localhost:8080/alfresco/faces/jsp/browse/browse.jsp ¥ ik

& T T : o o (5T

¥ Clipboard _ - Company Home (.
\ This view allows you to browse the items in your space. ¥ o
The company root space

| dxAdd Content Createwr More Actions ‘ Browse View

¥ Recent Spaces

L Browse Spaces J
Q Company Home a
Data Dictionary BiaDE?2 < %, Guest Home BaE%
¥ Shortauts A User managed definitions A The guest root space
Space T i tion T | Saved Si h
‘Page1of L U4 4 1 & P

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.
Pagelofild 4 2 b bl

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

Before we add some new users and define their own personal working spaces, we need to
decide how we are going to organise our repository and where user home spaces live. For
this tutorial we are going to put the user homes all in the same location, so we need to
make a space to contain them all. We are going to create a space named ‘Users’ in the
‘Company Home’, so, since we are in the right place, we just need to select Create Space
from the Create menu and we will be taken to the Create Space dialog.

T I - - (=

¥ Clipboard i ) Create Space
| Enter information about the new space then dick Create Space.

¥ Recent Spaces

] ; roperties __Jr_eah_e Space
Q Company Home Name: |USe1's ‘ %
Description: |USers Home Space ‘ e
¥ Shortcuts .
‘Other Options

tHaommmckon [@90905}0&3009:‘

To create your space dick Creats Space.

Now fill in “Users’ for the Name with any descriptive text in Description, and choose an
icon to use for the space, then click Create Space. We have now created a space.

(7] http://localhost:8080/alfresco/faces/jsp/dialog/new-space.jsp v

e S ¢ © - - (%

¥ Clipboard . Company Home .
- 1 This view allows you to browse the items in your space. ﬁ @
The company root space

l_}ﬂdd Content Create~s More Actions = ‘ Browse View

¥ Recent Spaces

| Browse Spaces ]
o
Q Company Home | l J

e Data Dictionary XDEz
¥ Shortouts ') User managed definitions
Space Ti ' i on T | | Saved

€ BARER
Users Home Space

(\;Gm"ﬂmﬁ BabhE2

The guest root space

Page1of1id 4 1 b ki

| No items to display. To add an existing document diick 'Add Content’ action. To create an HTML or Plain Text file dick ‘Create Content’ action.

PageloFlH J 1k P
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While we are here, create another space named ‘Projects’ that we will come back to later.
Next we want to add a new user. As we are logged in as an administrator, there is an
action under the More Actions link called Administrative Console that we need to use.

BED)

| éxAdd Content Create~er More Actons ! | =] Browse View

> T I - - (5

uj View Details

ﬁ Delete Space

b Cut J

‘,
Users Home Space

¥ Clipboard Company Home 3.
- This view allows you to browse the items in your space. () @
The company root space
¥ Recent Spaces
l Browse Spaces
Q Company Home
., Data Dictionary B4 DE2 G e
¥ Shortcuts ‘) User managed definiions ‘;) Thietguest rootigmce
Space T 1 ion T | saved
&DEZ

L) Cony ,
[ Paste all k=%
s' Manage Space Users

a Manage Content Rules

Admin'ﬁaﬁ'ﬂn Console

Page 1of L fd 4 1 & b

This opens the Administration Console that has a number of options available.

;——-ﬁ -

gforge

@ Firefox Help

% Company Home m

Company Home
Administration Console

Use this view to perform system administration functions.

¥ clipboard

@relp Logout [v

L 1]

V¥ Recent Spaces

a Company Home

D test

$5 Manage System Users
0 sy

«jCategory Management

Information

¥ Shortouts

S ——

| Export

=

The one we are interested in is Manage System Users. Click on this and we will be
presented with the dialog, click the Show A/l button to list the current users, including the
pre-configured ‘admin’ account. We need to select the Create User action, which will

take us to the new user wizard.
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£ 'r http://localhost:8080/alfresco/faces/jsp/admin/admin-console.jsp

% Company Home [T 13 @reip [E>Logout (admin) r.- aQ, ]
¥ Clipboard ] % Manage System Users & Create User | =] User Detailsw
| Manage the users of the repository,
¥ Recent Spaces [ e J I ]
Q Gompsny tiome | W To find @ user search for them using their first name, last name and/or user name. Alternatively to see all users dick 'Show All, however, this may
take some time if there are a lot of users in the system.

W shorteuts ) |

||Seard1 | [showal ] &
Fagetof 14 1P b

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

NS

1Y
% oy Fome

¥ Clipboard @  company Home
| ; New User Wizard
This wizard helps you to add a user to the repasitory,
¥ Recent Spaces -
| Steps Step One - Person Properties
Q Ehmpany o | Enter information about this person.

¥ shorteuts s ' ‘Person Properties

| First Mame: ‘Bobl =
Last Name: 15miih | =
Email: Ibobsmith @alfresca.org &
Company ID: ‘ |
To continue dick MNext.

Home Spaces

In the second step we give the username details, as well as the location for where their
home space should be created. To use the space selector, navigate the links to move up
and down the space hierarchy, selecting the required space’s radio button, then click OK.
For our example, we are going to put the new home space in the ‘Users’ space we created
earlier.
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MozillaiFrefox:

(; ﬂ Qkmp:fftocalhoat:auBﬂ;‘alfrescojfacesfjsp{wizardfnewuserfuserpropemes.jsp

V@) C

¥ Clipboard

¥ Recent Spaces

G Company Home

W shorteuts

E] company tome L N e N Y

9 Company Home
@ New User Wizard
This wizard helps you to add a user to the repasitory,

Steps Step Two - User Properties

1. Person Properties Enter information about this user,
2. User Properties . -

T RETN <

User Mame:

Password:

Confirm:

Home Space Location:

Home Space Name:

| To continue dick Mext.

[bobsmtin

|4=su=o=-==

|ﬂ=ttH=i==

: ...{éo.u.u. = Sore

| A Data Dictionary |

) 0 Q Guest Home
L@ Q Users

Then give the name for their home space: here we are using ‘bobsmith’.

'- http://localhost:8080/alfresco/faces/jsp/wizard/new-user/summary.jsp

% Company Home

¥ Clipboard

¥ Recent Spaces
Q Company Home

W shorteuts

4 @rep [G»Logout (admin) [vl:la\]

@ Company Home
@ New User Wizard
This wizard helps you to add a user to the repository.

Smps‘ B B Step Two - User Properties
L. Person Properties Enter information about this user,
2. User Properties
e

= User
User Mame:
Password:
Confirm:

Home Space Location:

Home Space Name:

To continue dick Next.

iBob émiml

We can select Finish now, or go to the next step to see a summary of the details we have
entered and then finish. This will create the new user and their home space and return us
to the list of users. While we are here, you should create another user for use later on

named ‘Joe Bloggs’.
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Creating Content

We can now login as the newly created user: click Logout from the toolbar and then login
using the details for the new user. This time, the user is taken to their Home Space, but
they can still easily navigate to the Company Space and elsewhere. All the options to
create sub-spaces and add content are available. The first thing we are going to do is see
how we can create web content directly in the browser.

In-line Content Editing

From the Create menu for the user’s home space, select Create Content. A wizard is
started that allows you to create new content.

» k ' (;\ ) http://localhost:8080/alfresco/faces/jsp/wizard/create-content/select-type.jsp @’ _ y

2 T N : o~ - (%

¥ Clipboard 'y Create Content Wizard
| i L% This wizard helps you to create a new document in a space,

¥ Recent Spaces [ Steps B r u |Parag|aph |Defau|l | Fortt size -
- - 1. Select Type = i e 2 , =

3 Campany Home == =4 B @ ‘:?733’7
— ||| L B EE et | EE e % 2| a
— S Piopetis. ! : - | =1 3
W Shorteuts

4, Summary

We can now add some HTML content through the WYSIWYG editor. We will add a
web page as an example, including text formatting and images.

ﬂ {4 http://localhost:8080/alfresco/faces/jsp/wizard/create-content/select-type.jsp

2 T N i o o - ()

¥ Clipboard 4 Create Content Wizard
| L This wizard helps you to create a new document in a space,

I

¥ Recent Spaces . i Steps = | Paramaph | Default | - Font size - .
0 Company Home LSeeEE = 35 | £ L ‘ b y @ mml D
|BE| e A | EE | — s 2| a [ ]
= 3. Properties. [ - ik i R % S i p - = )
¥ Shortcuts i Alfresco Enterprise Content Management 0

P ~
(‘v | The Open Source Altemative for Enterprise Content Management

Alfresco offers true Open Source Enterprise Content Management (ECM) - Document Management,
(Callzboration, Recards Management, Knowledae Management, Web Content Managemeant and Imaging.

* Presentations

* Demonstrations
* Festure tour

® Screenshots

Alfresco uses best-of-breed Open Source technologies such as Spring, Hibernate, Lucene, modem
'standards such as J5R-168, JSR-170, Web Services and Java Server Faces and is built by = team with 15

\years experience in this space, including the co-founder of Documentum. L

|alfresco dramatically lowers total cost of ownership through open source distribution, working in the

user's native environment, minimizing training and using low cost, loosely coupled hardvare.
i -
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Selecting the Next button in the wizard takes us to a step where we can give whatever

appropriate properties we want.

BED)

% Company Home

¥ Clipboard Company Home
i Create Content Wizard
This wizard helps you to create a new document in a space,
¥ Recent Spaces
Q Company Home Sm- = Step Threes Bniperties
L Select Type Enter information about this content.
2, Enter Content i
v s i
S File Mame: [newfile.htmi [+
| Tvpe: G
ContentType: | HTML =
Titke: [newfle.himl &
Description: |Generic intro black for Alfresco |
Author: [pobsmith| |
To continue dick Mext.

We can now either select Next to take us to a summary page of what new content is going
to be created, or just select Finish now. In all Alfresco wizards, the Finish button
becomes enabled when there is enough information to complete the task, any additional

steps are optional.

.» http://localhost: 8080/ alfresco/faces/jsp/login.jsp

% Company Home

‘T)BnhSmilhg

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

@riep Brtosout Gotmit) [ Eolv Q]

¥ o ‘ __idnAdd Content Crestewr  More Actions = ‘@ Icon View o

¥ Clipboard

:

¥ Recent Spaces [ S onee S
| Mo items to display, Click the 'Create Space’ action to create a space,

W shorteuts

Pagetofl 4 4 1 b bl

]

newfile.html|

Generic intro block for Alfresco
LI13KE

February, 23 2006 13:50

/B3

PagelofL {4 4 1 b bl

We have now created our first piece of content in the repository!

Thursday, 23 February 2006
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Managing Properties and Meta-Data

To see the details of the content item we can select the View Details action, one of the
icons to the right of the content item (not the space details action in the header).

% Company Home iﬂ @tep [ELogout (bobsmith) [v Q, ]

¥ Clipboard Details of "'newfile.html’ Navigation
| | lﬁ Location: /Company Home Users/Bob Smith A3 Check Qut  Actions~r P Mext Item

View the details about the content. 4 Previous Item

¥ Recent Spaces

| | ¥ Links J [(close | |
A Bob Smith | Gt
Wiew In Browser View in WebDAY View in CIFS
¥ shortauts Download Content External Access URL Alfresco Node Reference
I ¥ Propertics ,»gJ
Name: newfile. html
Format: HTML
Title: newfile, himl
Description: Generic intro block for Alfresco

admin

February, 23 2006 13:50
adrmin

February, 23 2006 13:50
fes

| Size: 1.13KB
@ Author: bobsmith

Ib-Woﬂcﬂow ]

IPCa{ggory ]

l P Version History ]

From the content details page, we can change any of the properties by selecting the edit
icon for the Properties panel (right-hand side of the blue Properties bar). Selecting the
View In Browser link in the Links panel will request the content to be viewed or
downloaded through the browser. We may also download the content to your local disk
as a file by selecting the content icon or name in the space browser.
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Spaces

Next, we are going to set up a new project space where we can work on some content
with other team members. Navigate to your Home Space (either from the breadcrumb or
the toolbar). This time, rather than create sub-spaces all by hand, we are going to use a
template space that contains all the standard elements we need. From the Create menu,
select Advanced Space Wizard.

% Company Home eHeIp EE)LoQout {bobsmith) [ B~ Q\ ]
¥ Clipboard :}} Bob Smith
| | New Space Wizard

This wizard helps you to create a new space.

¥ Recent Spaces _—
Steps Step One - Starting Space Next

Q 1: Shartig Spece: Choose how you want to create your space, [~ Einigh |
p————————————— 2. Space Options L=
W Shorteuts 2 Details How do you want to create your space?
4, Summary ) From scratch S

O Based on an existing space
@® Using & template

To continue dick Next.

It is possible to create a complete tree of sub-spaces by basing the new space on an
existing space or a template. We are going to use a template, so selecting Next takes us to
a step where we can choose which template.

2 O I i o 5= =~ (%

¥ Clipboard * i Bob Smith
\ MNew Space Wizard
This wizard helps you to create a new space.

¥ Recent Spaces _
Steps Step Two - Space Options

[ Bob Smith ‘
Q TSkt Soaee Select space options.
—
¥ Shortouts 3. Space Detail Template Space
4, Summary Select the template you want to use.
Software Engineering Project [l |

Mote: Any content rules for spaces will also be copied.

To continue dick Mext.

Working with Space Templates

We are going to use the Software Engineering Project template, so we choose this and
select Next to specify the details we want for the new space including its name — in this
case ‘Project Voodoo’.
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¥ Clipboard 9 Bob Smith
pr—— New Space Wizard
This wizard helps you to create a new space.
¥ Recent Spaces
| Steps Step Three - Space Details
Bob Smith ‘ g :
Q 1, Starting Space Enter information about the space.

s A

| 45 . Name: |Proje::t Voodoo | *
Description: |Tou sewret project for next release |
Other Options
i [ E €

00Se space icon: O & @ P 0 O

To continue dick Next.

Again, we can select Next to go to the summary page or select Finish now. We can see
that a new space has been created with standard sub-spaces for an engineering project.

& T S - - -~ (5

Thursday, 23 February 2006

¥ Clipboard Bob Smith . ! :
5 Add iten | More Act Browse Vi
| | This view allows you to browse the items in your space, i(o) ‘} Conli el s fovs Sl el i
Bob Smith ‘ =
° « Project Voodoo BiDE2
{Q Top secret project for nextrelease
W Shorteuts Documentation | Discussions | UL Design | ...
Page LoF LI (1) b1
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Smart Spaces

One of the key features of Alfresco is the ability to define rules that affect content within
a space. These rules can be used to provide all kinds of creative solutions to automation
and management of content. Rules are fired when content comes in or out of a space and
may also apply to content directly in the space or in sub-spaces. A rule is made up of two
main elements: the conditions on the content for the rule to match and the actions that are
then performed. Any number of conditions and actions may be defined in a rule.

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

AEH)
i
- ) http://localhost:8080/alfresco/faces/jsp/browse/browse.jsp f/ IE (5] )
4 ! g & ith) | Eow| a |
‘,;“ Company Home [EIETLTIEY @ @Help [BLogout (bobsmith) | 5]+ <l
¥ Clipboard 1 Documentation 3. | ; ’
Thie vidw ks Y b bhowse e Thams in your Soace: 'ﬁ' (@ | dAdd Content Createwr More Actions o | [=] Browse View o
¥ Recent Spaces Browse Spaces
A Documentation o
= ] B i i = N e 2
) Project Voodoo ) Drafts &7 ‘) Pending Approval &NEv
A Bob smith
— )Publﬁhed BahE2 _")Samples Biha2
¥ Shorteuts =
Pagelof L ld 4 1 I
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 b Pl

Here we can see 4 spaces that contain the documents in their different stages of
completion, as well as a space with sample content. We are going to use the rules to set
up a simple workflow that allows the documents to progress through these spaces. Also,
since we want to allow several people to work on the documents, plus keep track of the
different versions as they are edited and be able to see who changed the documents and
when, then we are going to make all the content versioned. Since all the documents are
going to start their lives in draft form, we navigate into the Drafts space and select the
Manage Content Rules action (under More Actions).
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@Help [BLogout (bobsmith) [.- q]

¥ Clipboard Con_tenl ques W Creste Rule Filter Conterts

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

¥ Recent Spaces [ Rules | [ [ o ] ‘
A Drafts Title = Description = Local®  Created Date = Modified Date = Actions
A Documentation Page1of1 i 41 b bl
Q Project Yoodoo :

Adding Rules

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

1Y
% Company Home

¥ Clipboard Drafts :
New Rule Wizard
This wizard helps you create a new rule.
¥ Recent Spaces —
| Slis Step One - Enter Details
g o e o
g Documentation S ot Type: Inbound | Firish |
O s Vohdon 3. Actions. Title: [all versioned =
G Bob Smith /
ey Description: iMake &ll content versioned |
¥ Shorteuts Other Options
. Apply rule to sub spaces

S —————
] Run rule in background
la If this option is selected the rule will execute in the background so the results may not appear immediately,

To continue dlick Mext,

The first step allows us to choose what type of rule it is, that is to say, when the rule gets
tested. Currently, the options are inbound, which means when content is copied, created
or added to the space, and outbound, when content is moved or deleted from the space.
We can give a title to identify the rule as well as a brief description — in this case we will
give it the title ‘All versioned’. We will also enable the rule to be inherited by any sub-
spaces in Drafts. The second step allows us to define the conditions that are tested on the
content before the action is performed.
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¥ Clipboard Drafts
T New Rule Wizard
This wizard helps you create a new rule.
¥ Recent Spaces -
| Steps Step Two - Select Conditions
D Drafts 1. Detals
\; Documentzation 1, Select Condition
3 Project Voodoo = | &l Ttems
Q Bob Smith B
S ey 2. Click to 2dd to st
|
¥ Shortauts Add to List
| Selected Rule Conditions
—
No selected items,
To continue dick Mext.

In this example, we are going to select A// Items, so that the action is performed on any
content added to the space. We must make sure we click the 4dd To List button to set
any condition settings. Since there are no condition settings in this case, the condition is
added to the list.

} :‘) - ﬂ '- http://localhost: 8080/ alfresco/faces/jsp/wizard/new-rule/condition.jsp

2 T T : ¢ o (5]

¥ Clipboard Drafts
I New Rule Wizard
This wizard helps you create a new rule.
¥ Recent Spaces —_——
| teps Step Two - Select Conditions
D orafis 1. Details
\3 Dac.umenmﬁan 1, Select Condition
‘3 Project Yoodoo T Select a condition. ..
Q Bob Smith .
. Summary 2. Click to set values and add to list
| T
——— [(SetValies and Add |
| Selected Rule Conditions

.

Matd’1 y}tem ﬂ

To continue dick Next,

We have no additional conditions to add, so click Next to define the actions.
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¥ Clipboard Drafts
T New Rule Wizard
This wizard helps you create a new rule.
¥ Recent Spaces -
| Steps Step Three - Select Actions
D Drafts 1. Details
Q Documentation 2. Conditi 1, Select Action
@ Project Yoodao [ Add aspect to tem
Q Bob Smith R
e . Summary 2. Click to set values and add to list
|
¥ Shortcuts Set Values and Add
| Selected Rule Actions
—
No .sele.ched items,
To continue dick Next.
"
Adding Aspects

For the action we are going to select Add aspect to item, since we want to add the
“versionable” aspect to all content. After clicking Set Values and Add, we give the
relevant action settings, in this case choosing the actual aspect.

20 8 0 Brmceres B
¥ Clipboard Drafts

P New Rule Wizard

This wizard helps you create a new rule.

¥ Recent Spaces = ey

Q Drafts SeERaGs

@ Doamentation SR s

A Project Voodoo

Q Bob Smith -

After clicking OK, we can now choose to finish the rule wizard, or go to a summary page
to check the details of the rule before adding it.
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. (- ﬁ ) http://localhost:8080/alfresco/faces/jsp/dialog/rules.jsp

2 T N - - o< (57—

¥ Clipboard Content Rules ; % Creste Rule Filter Contents
This view shows you all the rules to be applied to content in this space.
¥ Recent Spaces l Rules | ‘ Close ‘
B Drafis Title = Description = Local@ Created Date Modified Date = Actions
2\ Documentation W Al versioned Make all content versioned ~ Yes February 23, 2006 Z:03PM  February 23, 2006 Z03PM | @
a Project Voodoo ‘Pageloft i 4 1 p Kl
Q Bob Smith — :

We also want to add a rule that applies a simple workflow to content in this space, so
select Create Rule again. Going through the wizard, add an inbound rule with title ‘All
simple workflow’, again with a condition of A/l Items. For the actions, select Add simple
workflow to item and click Set Values and Add to fill in settings for the Approve Flow.
For the name of the approve step, enter ‘Request approval’, leave the setting to the default
of Move and then select the space where it should be moved — in this example, ‘Pending
Approval’. Finally, select No for providing a reject step and click OK.

¥ Clipboard Drafts

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

¥ Recent Spaces

a Drafts Set action values
A Documentation Approve Flow
a Project Voodoo Mame for approve step: |Request approval |

Q Bob Smith

Choose whether you want to move or copy the content and also the location.

¥ Shortouts @ move O Copy  To: Pending Approval

_ Reject Flow
Do you want to provide a reject step?

O ves @ o

Choose whether you want to move or copy the content and also the location.

® move O copy  Tor | Click here to select the destination

You may click Finish at this point to complete the wizard. Now we have finished
defining rules on the Draft space, we can navigate to the Pending Approval space to add
the next step in the workflow. Click the Close button from the list of rules or select
Documentation from the location breadcrumb and navigate into Pending Approval.
Again, select the Manage content rules action and define a simple workflow rule:

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

2. Select All items
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Select Add simple workflow to item

&% Alfrescor

4. Add ‘Publish’ as the name for the approve step, leaving it as a Move and selecting
the ‘Published’ space in Project Voodoo Documents

5. Say Yes to providing a reject step and enter ‘Reject’ as its name, again leaving it
as a Move and then selecting the Draft space for it to be returned to.

——r

@) @ @ m ru http://localhost:8080/alfresco/faces/isp/wizard/new-rule/action.jsp

VW@'T

S
% Company Home

W @Help EQLogout {bobsmith) [@v C« ]

. Baae
Name for reject step: Reject |
Choose whether you want to move or copy the content and also the location.

® move © Copy To:  Drafts

W Clipboard y Pending Approval
' Edit Rule Wizard
This wizard helps you modify a rule.
W Recent Spaces 7
G Pending Approval Set action values
\:} Documentation Approve Flow Cancel
g Drafts Name for approve step: L@wove ‘ o
D Project Yoodoo
‘; Bob Smith Choose whether you want to move or copy the content and also the location.
@ move O Copy To: Published
W Shortcuts
Reject Flow
Do you want to provide a reject step?
® ves O no

We can then complete the rule. We do not need to add a rule to make all content
versioned, since content should only normally be placed in here if it has been through the
Drafts space, in which case it will versioned already. To see these rules in action, we

need to add some content.

Using the Clipboard

We have a sample software overview document that was created as part of the template
we based our project space on, which can be found in the Samples space within
Documents. Navigate to the Samples space and the select the Copy action for ‘system-
overview.html’ using the clipboard icon next to the scissors. This will place the item in

the clipboard.

Thursday, 23 February 2006

19



e \ R R R RS —emenN——
D @ (- ﬁ () http://localhost:8080/alfresco,faces/jsp/browse/browse.jsp S
& O N : o 5=~ (%
¥ Clipboard « % Samples . . i
- ~ i Tt e AGWE Y00 £ raWsS AP Hers i Yo Space, W {0y | dpAdd Content Crestewr More Actions = [+=] Browse View =
qj @ system-overview.html Q
Paste All Remove Al e -
| Browse Spaces J
¥ Recent Spaces | Mo items to display, Click the ‘Create Space’ action to create a space.
- Page lof 1 dd 4 1 & P
Q Samples \
Q Documentation " = g
a Pending Approval l . J
D Drafts Q] system-overview. html JadB@2
{2 Project Voodao system-overview, html
Bob Smith r
0 Page1oflid 41 b bl
W Shorteuts

Now navigate back to the Drafis space and select the Paste action in the clipboard. This
will create a new copy of the content. If we use the Cut action for content, a reference to
it is placed in the clipboard and the content remains in its original place until we use the
Paste action, when it is then moved to the new location. The clipboard contents are not
retained over login sessions, so if you cut some content and then logout, the content will
stay where it was originally.
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Collaborating with Other Users

We want to work with other users on this project, so we are going to invite them to the
Drafts space. From the More actions menu for the space, select the Manage Space Users
option. This shows a list of users that have permission to work on content in the space.

MEREEEN RVited IESrS Mozl aN = [E]X]
) | ) 4 ru http://localhost:8080/alfresco/faces/jsp/roles/manage-invited-users.jsp %’\ -'(_- 1
%& Company Home W @Help [E»Logout (bobsmith) [ R Q j

¥ Clipboard Manage Space Users 'Drafts’
User ‘bobsmith'is the current owner of this space. s Invite User Details
Manage the permissions you have granted to users who access your space.

¥ Recent Spaces i -
B oo [ eene fic=s]
Documentation Hame @ Username = Roles @ Actions
2 :
Page 1of 1 |4 A1k

Q Samples

O Pending Approval
Q Project Voodoo
& Bob Smith

Inherit Parent Space Permissions

Choose the Invite action to invite a user to the space. This opens a page to select the
users and the role they can play in the space. To choose a person we need to search for
them and then pick them from the list along with their role and click the 4dd button. As
there are not many users in the system, we can just click the Search button without giving

any text to match their name against.

21
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¥ Clipboard Deate
Invite Users Wizard
This wizard helps you to give other users access to your space.

¥ Recent Spaces

© CI— - o — =

Q Drafts
g Documentation
a Pending Approval
Q Project Voodoo

| Q Bob Smith

1. Invite Users

2, Notify Users

Steps ‘ Step One - Invite Users

Specify Users/Groups
1. Select user/group and their role(s)

‘Users | |[5eafd1]
Results for " in Users'. Clear Results

¥ Shorteuts

Select the users and roles they will play in this space.

Administrator -

EBob Smith

Role

Contributor A
Coordinator
Editor

Collaborator v

2

Selected usersfgroups and their role(s)
Name

Joe Bloggs {Consumer) ﬂ

To continue dick Next.

Choose the user ‘Joe’ and add them with the ‘All’ role. When we click on Next, we are
given the option to send the invited users an email telling them about being invited. As

we haven’t configured email, just select the No option and finish.

Click the Close button to return to the Drafts space.

Thursday, 23 February 2006
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Checking Out Content

Since several people may collaborate to work on this content, we will do a “check out” of
it to create a working copy, while locking the original. Select the Check out action for
‘system-overview.html’ — if you are not sure which icon does what action, hold your
mouse over the icon and a tool tip should popup with its name. The check out action is a
green downward arrow. This brings up dialog that gives us the choice of checking out the
working copy to the same space as the original, or any other space. Some people like to
work with one space that contains all their current work-in-progress, so may have created
a specific folder in their home space for working copies. We are just going to keep the
working copy in the current space.

1 http://localhost:8080/alfresco/faces/jsp/dialog/checkout-file.jsp ‘%‘

& O S : o 5= (%

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

\ £ 1

¥ Recent Spaces m A copy of the file 'system-overview. himl' will be made for you to work with,
! E When you have completed your changes you need to checkin the file to allow others to view the changes.

it

0 Pocimentation Where do you want to keep the copy of this file? ' 3

a Samples

Q Praject Yoodoo @ I the current space

Q Pending Approval O In the space selected:

G Bob Smith Click here to select a Space

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

{0 http://localhost:8080/alfresco/faces/jsp/browse/brovese.jsp -l

% Company Home W @Help [5»Logout (bobsmith) [ 35w Q ]

¥ Clipboard 4, Drafts . . i
s Add Content Create More Acti Br Vi

| ) This view allows you to browse the items in your space. li @ ,j an reatesy More Actions = OWSE VIEW

¥ Recent Spaces i’ Browse Spaces J
O Drafts Mo items to display, Click the 'Create Space’ action to create a space,
Q Documentation ‘Pagelofilid 4 1 b Pl
Q Samples
Q Project Voodoo L Rk rhere J
Q Pending Approval |
& Bob Smith system-overview (Working Copy).html It B2 system-overview.html Zi, ==k

system-averview, himl system-overview, hitml
- Ty
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Checking In Content

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

SEE)
a*s
i
8 . 2 5)
ap == B P
l;““ Company Home [LVEIITITS @ @Help [GrLogout (hobsmith) | [gw =y
shelf 5ob smith > Project Voodao > Goaumentation > Drafts
¥ Clipboard 1+ Drafts | | y ‘ i
This view aI%ws it AN T Hisihs L VL A w @ __dnAdd Content Createss More Actions o [*=] Browse View w

¥ Recent Spaces | Browse Spaces

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

3 Documentation Page 1of L[4 4 1 ¢ Wl

_) Samples

;} Project Voodoo Fe e

2 Pending Appraval a

3 Bob Smith 6 system-overview (Working Copy).html J o HE@% g system-overview.html i @2

7 system-overview, html ‘Q_ Update system-overview,himl
¥ shorteuts %55 Undo Chedk Out Page 1of1 04 4 1 & bl
X cut
4] Copy
s s @ Start Discussion
nnnnnnnnnnnnnnnnn rabiestor eyaepnni ||
2 Alfraso™ | Alfreseo Softwars Inc. © 2005 Al rights reserved

Selecting the Check In action will overwrite the original with the updated working copy,
making it available for people to edit it again. Make some changes by editing the content
(pencil icon) and check in the content. If we had a more up-to-date copy of the content on
our desktop, we could choose to upload it at this point and check it in. In this case we are
just going to use the copy that is currently in the space, so just click the Check In button.
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% Company Home @Help [ZLogout (bobsmith) r.- a]

¥ Clipboard ﬁ Check In 'system-overview (Working Copy).html'
| Check in your working copy for other team members to work with,

¥ Recent Spaces | Check 1n options
g Drafts Version Naotes
\3 Documentation i
Q Samples

0 Project Voodoo
Q Pending Approval
Q Bob Smith [ checkin changes and keep file checked out

Miror Change
e ng

! v
v 5”10”111‘3 Which copy do you want to check in?

@ Use copy in current space
O Use copy uploaded from my computer

1. Locate document to upload

Location: | [ Browse_. ]

2, Click upload

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

We can expand and contract the version history block by clicking the triangle alongside
Version History. The current version is also listed in the history.
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I g Drafts WS
Q Documentation ‘iew In Browser View in WebDAV View in CIFS
Q Samples Download Content External Access URL Alfresco Mode Reference
& Project Voodoa
Q Pending Approval i § ’
Q Bob Smith ik i li
———— Mame: system-overview.html
¥ Shortauts Format: HTML
P Tite: System Overview
|.7_ Description: system-overview.himl
Size: 0.54KB

Version Label:
Auto Version:
Creator:
Created Date;
Modifier:
Modified Date:

it

Yes

bobsmith

February, 23 2006 14:28
bobsmith

February, 23 2006 14:31

This document is not inline editable.

Allow Infine Editing

> wordon

| # Category

¥ Version History

Motes:a.

Dates

1.0
11

February, 23 2006 14:28
February, 23 2006 14:31

View

o Mew
Page lof1hd {1 b b
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Sending Content for Review

Now that we are happy with our content, we can send it for review. Any workflow steps
that are available for an item of content are shown in its actions, either from the popup
actions available in the space view, or from the actions on the item’s details view. In this
example, the only available workflow step is Request Approval. Select this action to
move the content to the Pending Approval space, so it no longer shows in the Drafts
space.

j) Project Voodoo

} Pending Approval
A Bob Smith

Content items

@) system-overview.html /a2 @&
system-overview, html ﬂf Delate

¥ Shortouts L Update Page 1of L Ud 4 1 b bl
&._‘,» Request sporoval -
\ ) & cut

1] Copy

[EamTENT HANAGED B o
i | Alfiesco Softw v Start Discussion |

We can define a rule for all content with an action that will allow email alerts to be sent
to people, which can be used in this case to let the appropriate person know that there is
some content waiting to be approved. If we navigate to the Pending Approval space, we
can see the ‘system-overview.html’ content. This time, if we look at the workflow steps
available we see Publish and Reject, because the rule for this space added these steps
when the content was moved here. Select the Publish action to move the content on to
the Published space, whereas if we had selected the Reject action it would have been sent
back to the Drafts space.
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Uploading and Transforming Content

In this next example, we are going to define a transformation rule that will convert
content added to a space into a different format. The scenario is that we need to re-use
marketing content, which is available in PDF, within some of our software documents, so
getting the basic text of the marketing content is very helpful. Navigate back to the Drafts
space in Project Voodoo and select the Manage Content Rules action. Create a new rule
named ‘Transform PDFs’ and select Items which contain a specific value in its name as
the condition. For the condition setting, enter a pattern of “*.pdf’.

¥ Clipboard Drafts

* New Rule Wizard
This wizard helps you create a new rule.

¥ Recent Spaces

a Drafts Set condition values
G Documentation Enter the text pattern required, induding any wildcards. The file name indudes the file type extension when matching,
Q Samples | = pdt
Fi ttern: (7
Q Project Voodoo SRS ot
Q Pending Approval [[] Check the item does not match the criteria above
Q Bob Smith
Hints:
v Use 7z to match any name that begins with zz; use *.tet to match any text file; use *7z* to match any file name that contains zz anywhere induding
Shorteuts the beginning or end.

On the action step, choose Transform and copy content to a specific space and for the
action settings, select Plain Text. By default this is the only option unless you have
OpenOftice installed (www.openoffice.org), which enables a wide range of
transformations to be configured for use. Next select the destination space for the
transformed content, in this case we will keep it in the Drafts space.

¥ Clipboard Drafts

* New Rule Wizard
This wizard helps you create a new rule.

¥ Recent Spaces

a Drafte Set action values

i Decumentation Required format:
Q Samples = T
Q Project Voodoo Destination: | Drafts |

Q Pending Approval

Q Bob Smith
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Finish the rule and we will return to the Drafts space. Now we can upload a file to
exercise the rule. Select the Add Content action within Drafts and browse to a PDF file —
a sample file is available in the Alfresco installation folder.

ﬂ [+ http://localhost: 8080/ alfresco/faces/jsp/browse/browse.jsp

% Company Home @Help [S»Logout (bobsmitn) [‘— Q ]

¥ Clipboard Drafts
[ Add Content Wizard
This wizard helps you to add a document to a space.

¥ Recent Spaces —_— "
@ orais Steps Step One - Upload Document ==
Q i bR _M Locate and upload your document to the repository. i_Fl_msh_l

2, Properties ——
a Samples " 1. Locate document to upload
Q Project Voodoo i | —
_ Location: |C'\demo\NfrEches{ pdf [ Browse... ]

Q Pending Approval
@ Bob smith 2, Click upload

¥ shortouts

| To continue dick Mext.

Select the Upload button and wait while the file is uploaded to the Alfresco server. A
message will appear confirming the upload and then we can click the Next button.

1Y
% Company Home

¥ Clipboard Drafts
[ Add Content Wizard
This wizard helps you to add a document to a space.

W Recent Spaces —
Q Drafts i Ens Step One - Upload Document
0 G Locate and upload your document to the repository.
2. Properties.

Q Samples 1. Locate document to upload
3, Summary
Q Project Voodoo i

A Pending Approval Wby | [ Browse . ]
3 Bob smith 2. Click upload

W Shortcuts
e q 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 spedified.

[ ———————

To continue dick Next.

We will get taken to the next step in the wizard, which has the same options as we
completed for creating the content within the browser earlier. On finishing the wizard,
we will be returned to the Drafts space, but there will be two new documents: the PDF
and the text version of it.
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[*] http://localhost:8080/alfresco/faces/jsp/wizard/add-content/properties.jsp L%

ﬁ [T ELIR BT Y My Home H‘ﬂ @Help [GLogout (bobsmith) [" 410"]

¥ Cliphosrd 1 Drafts 3 ) ) ) ) -
— T e T R ek O | Akt ontent Crestew More Actons | [5] Bromse Viewwr
¥ Recent Spaces Browse Spaces
0 Drafts | Mo items to display. Click the 'Create Space’ action to create a space. S
3 Documentation Page 1of L4 4 1 b W
g e | bedis okt A il 00,5}
D ProjectVoodoo | Content items.
g Pending Approval |
3 Bob Smith | ml\i&mﬁﬁtpﬂf V| =k AlfrescoTest.txt JagB@2
A i) | vetem-overview.html JadB%
| | _| system-overview,html
—_—— ‘Page 1of 1 id | 1 99‘!5
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Categories and Advanced Search

One of the other features of Alfresco is the ability to assign categories to items. This
allows information to be classified in any number of different ways. With this, we can
retrieve items that match combinations of constraints, including categories. The smart
thing that categories provide is that they are aware that they are hierarchical, so searching
for an item in a higher-level category will also find anything classified below it. In the
following example, we are going to add some content to a category and then search for it.

The first step is to make the content able to be categorized, which can be done through
the content’s properties page. Navigate to the Published space and select the View
Details action for ‘system-overview.html’ (one of the icons next to the content, not the
space details). If we expand the Category block and if the item is not categorized, we can
select the Allow Categorization action. Now we can choose the Change Category icon in
the right-hand corner of the block, which opens a view to allow a category to be selected.
Select through ‘Software Document Classification’, ‘Software Descriptions’, ‘Main
Software Descriptions’ and select ‘Short System Description’.

a=E)
o
(¢ http://localhost:8080/alfresco/faces/jsp/dialog/edit-category.jsp W EO )
»‘\“ C Hol My H 12 B)Help [Slogout (bobsmith) | Bo]e| il
o ‘ompany Home [T U @tep [E»Logout (bobsmith) | B5]w @ |
Shelf ‘Boh Smith > Project Voodoo > Documentation > Publshed
¥ Clipboard »1 Modify categories of 'system-overview.html’
2 Set the category for the document then dick OK.
¥ Recent Spaces |
} Published 1, Select a category
) Documentation
. ; ‘QGO Up
} Pending Approval =
D Drafts (& < Short System Description
;) Sra ; Q «_] Requirement Description
¥ T () €7 Architecture Description
_} Project Voodoo ey
O ¢ Implementation Description
e = e O 4] Configuration Description
Aategories:
¥ Shortouts

2
Selected categories

HName
No categories selected,

As we can put this content in any number of categories, we need to click ‘Add to List’
even though we are only going to set one category.
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% Company Home

@Help [ Logout (bobsmith) [v Q\']

Q Documentation
a Pending Approval
G Drafts

Q Samples

Q Project Yoodoo

W shorteuts

P ——

¥ Clipboard Iﬂ Modify categories of 'system-overview.html’
Set the category for the document then dick OK.
¥ Recent Spaces
| Q Published | 1. Select a category

! 2 [Addtolist |
Categories:

| Selectsd categories.

| Short System Description ﬁ

We can now use the advanced search to try and find this content. The advanced search
page is opened from the popup menu in the toolbar search. When we enter text in the
toolbar search, it will search throughout all available spaces, although we can constrain it
to just find the text in names or also the content. Select the Advanced Search option.

(4] hitp://localhost:8080/alfresco/faces/jsp/dialog/edit-category.jsp

% T T : ¢ o= (7 ]

0 Documentation
Q Pending Approval
G Drafts

Q Samples

Q Project Voodoo

W Shortcuts

© Al tems
A ... -
¥ Clipboard Iﬂ Modify categories of 'system-overview.html' O File names only
| Set the category for the document then dick OK. 9] Space names only
= Advanced Seal Q\ —_—
¥ Recent Spaces i
| Q Published | 1. Select a category

» 2. [(Addtoist
Categories:
| Selected categories
! :I'._
' short System Description ﬂ

From this page there are a number of options available, beyond what text to search for. It
is possible to specify the starting space for the search, so that only content beneath that
space is searched. In this example, we will look for the text ‘system’ - clicking the
Search button will start the search. We will get a list of all content that has ‘system’ in
its name, or somewhere in its content.
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¥ Clipboard Advanced Search ; =
Z . Reset all Saved Search Options Select a Saved Search... 2
| Perform a more detailed search of the repository, ﬂ sy e ¥ et el —.|
¥ Recent Spaces Lok i | ‘ Gearch ‘
QPubthed ¥ Show me results for P More search options |
\; Documentation - 3
Q Pending Approval © i 1tems
o Drafts O File names and contents
Q Samples O File names anly
Q Project Voodoo O space names orly
W shorteuts | ¥ Look in location
| @ al Spaces
—
— © specify Space:
 Click here to select a Space |
Include child spaces
| » Show me results in the categories

The Details View is usually the best for viewing search results. Also, if we view an
item’s details, we can navigate through the results using the Next Iltem and Previous Item
navigation actions.

@ @Heip [BLogout bobsnith) [-:q']

¥ Clipboard Search Results
7 @\ﬂ Search for “system" resuts shown below o8 Close Search (), Mew Search  More Actions o Details Viewwr
This view allows you to see the results from your search.
¥ Recent Spaces o
| Browse Spaces
A Published [ J
A Documentation Name @ Description = Path@ Created @ Modified @ Actions
Q Pending Approval ‘Page 1ofl ld 4 1 @ B!
Q Drafts
A samples [Cnntl:ntitems J
Q Project Yoodoo
Name. Description®  Path = Fecl realed T PN Acions
—_————, /Company Home/Dats DictionarySpace pre
W Sharteuts [ system-overview.html yste iew. html Template: tware Engineering 0,54k FEbmuary; 23 February, 23 =HEY
2006 11:38 2006 11:38
f Project/Documentation/Samples
- — [Company Home fUsers/Bob Smith/Project February, 23 February, 23 L
‘system-overview.html syste-!:-overmew.hmv m tation/S 0.54KB 9006 1357 2006 14:95 f @,._.1 g
i y fCompany HomeUsers/Bob Smith/Project February, 23 February, 23 3 ¥
system-overview.html Sysm_ﬂvemew‘hh“‘\u'oodoamocumema_hpnﬁubhshed OB e e 0s 14 Vil 1=k
[Company Home/Users/Bob Smith/Project  52.05 February, 23 February, 23 R
T AlfiescoTest pdf Vioodoo,/Documentation/Drafts ; K mosied e iedo ¢ HEER
[Company HomeUsers/Bab Smith/Project February, 23 February, 23 ]
B Arescoresne Voodoa/Dacumentation/Drafts 5348 3006 1490 2006 14:40 /@
= Alfresco-Tutorial,pd? Getting started guide [Company Home/Guest Home 3.2 MpTEDeTy, 23 Pebuary, 23

T2006 11:38 2006 11:38. |
Pagetoftid 4 1 Pkl

We can also choose a category in which the content must be in to be found. Run the
search again, but set it to look only for content in the ‘Software Descriptions’ category.
For this example, we only have one document that matches this, because ‘Short System
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for, or a range of dates for its creation or modification.
Look for: systeml
I Show me results for ¥ More search options

I Look in location

Content Type: Content

[V

Content Format: | All Formats

¥ show me results in the categories

Title:
Software Descriptions
Description:
Incdude sub-categories
Author:
Add to List
[IModified Date:
Category Include sub-categories = e
From:| 23 2| February
Software Descriptions Yes lﬁ_i] ; T

To: |23 (] February
[Jcreated Date:

From: :_?_3 Q February
To: |23 ] February

P Additional options

Thursday, 23 February 2006
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Description’ is within the ‘Software Descriptions’ category. If we were to choose a
different category, such as ‘Development Plans’, then no content would be found. We
can also include other options for the search, such as the kind of document we are looking
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Forums and Discussions

Alfresco provides an easy way for people to collaborate using forums and discussions.
Forums contain topics of discussion and topics contain posts from different users. A
forum space is used to contain a collection of forums, so the first step needed is to use the
New Space Wizard to create a forum space.

% Company Home @Help [ELogout (bobsmith) [- Q) ]

¥ Clipboard L 4 i Bob Smith
| New Space Wizard
This wizard helps you to create a new space.
¥ Recent Spaces
| Steps Step Two - Space Dptions
Bob Smith

% published 1. Starting Space Select space options,

Q Dnc:mentzﬁnn : 3, Space Dells Space Type

Q P Apprava 4. Summary Select the type of space you want to oeate,

Q Drafts

Q Samples L

o D o W
Fo{dﬁ Space Forum Space

W shorteuts
| W A place to discuss content with other users,

Mote: 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 forums, or even other forum spaces if wanted.
Select the Create Forum action a forum.

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

% Company Home @Help [S»Logout (bobsmith) [‘— = ]

b : W ) o_pe_n SDI.IHI:E Sofware Createwr More Actions= | [#=] Browse View o
| This view allows you to browse forum spaces and forums.

¥ Recent Spaces lmwsefnmmmmﬂfnﬂmls J
Oy S Softw: I
e ot Open source Content Management PRI
Q Bob Smith W - =
Discuss on CMS Software

A Published
Q Documentation
Q Pending Approval

iPage 1oF 114 1 1 b bl

From within a forum, select the Create Topic action to add a new topic and the first post
to it. You can choose a different icon for the post to highlight the type of posting.
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) f/; ¥ al (0 nhttp://localhost:8080/alfresco/faces/jsp/forums/forum.jsp

¥ Clipboard

B R

Create Topic
En_tér information ahaut the new topic then dick Create Topic,

¥ Recent Spaces

\; Open source Content Management
Q Open Source Software

Q Bob Smith

A Published

G Documentation

G Open source Content Management

¥

Subject: |ifresco?

=
e © 3 0P 0@
‘Message.
I've heard Alfresco is great - does anyone have any pointers to how i get
started easily?
Message:

To create the topic dick Create Topic,

Once a post is created, it is always possible to edit and change it, or even delete it (the
icons on a post determine what actions you are allowed to take).

G -

% Compaary Home

] - —Y

Q Open Source Software
g Bob Smith
A Published

Ifre ~

¥k i Alfresco? . . Createsr More Actions=o | [:=] Bubble View -
| d This wiew allows you to browse posts in this topic,
¥ Recent Spaces [ Browse Posts

D affresco? @ AT e

A Open source Content Management &) “‘i == S %ﬁiﬁﬁ; =]

Q Open source Content Management bobsmith I've heard Alfresco is great - does anyone have any pointers to how | get started easily?

LY

Page 1of 1 [d 4 1 & bl!

Now any other user with the right permissions will be able to reply to the post (using the
green reply icon). By default, the most recent post is at the top, but this can be changed.
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(.-,} ‘) ) - ﬁ (7] http://localhost:8080/alfresco/faces/jsp/forums/create-reply.jsp 4 (

e e C—

lipbaar Ifre: ?
ya i Alfresco? . Create=y More Actionsw | [+=| Bubble View
This view allows you to browse posts in this topic,
¥ Recent Spaces [ Browse Posts ]
Q Alfresco? g P @
Post: Alfresco? Reply to: bobsmith On: February, 23 2006 15:02 A
Q Open source Content Management = .
a Open source Content Management Yes it's great. Head for their downloads area and pick a download for your platform. Should only take a few minutes to get babsmith
Q Open Source Software up and rumning!
Q Bob Smith
Published T g Gt
e g _ Post: Alfresco? On: February, 23 2006
W Shorteuts bobsmith T've heard Alfresco is great - does anyone have any pointers to how i get started easily?
Page 1oF L 14 4 1 & bl

Discussions are just like a forum attached to a piece of content. Where ever the document
is moved, the discussion goes with it. They provide an ideal way to record decisions or
annotations about a document without changing the content. To start a discussion on an
item, select the Start Discussion action from its more actions menu. Once a discussion
has been started, other additional topics for discussion can be added later.

i i i i ite?
¥ Clipboard ] Is this the ngl_lt kind of presentation for our website? et Moo v | = Bubble View
This view allows you to browse postsin this topic.

¥ Recent Spaces [ Browse Posts ]
| Q Iz this the rigl'!t hnd.ofpfe... @ P |M’3&¥i E i

Q newfile, html discussion . “

a Bob Smith bobsmith ot do people think?

Q Users

Q Company Home | Pagetofid 4 1 @ b

a Guest Home

It is easy to see whether there is a discussion on an item, 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 discussion, the working draft will not
automatically have one, but you can start a discussion on it. When the working copy is
checked in, then any discussions on it are added to those in the original discussions (with
a date stamp). While content is checked out, the original content is locked, but
discussions can still continue on it.
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Summary

We have meandered around much of the Alfresco system, with a view to giving you some
ideas about the approaches Alfresco is taking to managing content. The functionality of
the system will be expanded considerably over the following months, providing an ever
growing list of Enterprise Content Management features.
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