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Preface

1. Give us Feedback

If you find a typographical error, or know how this guide can be improved, we would love to hear
from you. Submit a report in JIRA against eXo Content. The following link will take you to bug report
for eXo Content http://jira.exoplatform.org [http://jira.exoplatform.org/secure/Dashboard.jspa].

Select the document name and version number relevant to the document you found the error in
from the available lists then complete the description with as much detail as you can provide.

Be sure to give us your name so that you can receive full credit for reporting the issue.
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Chapter 1.

Overall Introduction

1.1. Overview

Beginning as an Open Source project in the year 2002, eXo is well-known as the industry's first
Java portlet container. With the aim of dominating the potential portal market through robust and
easy-to-use applications, eXo Project has succeeded in attracting consumers from across the
globe. eXo has actually opened the floodgates to various options in many markets, and customers
have been choosing eXo as the best method for their success.

The eXo Platform™ software is a powerful Open Source application that incorporates portal and
content management systems. Users of the platform have a customized single point of access to
their company's information system and resources.

eXo Platform 3.0

eXo Extended Services

The foundation for eXo Platform 3.0 is eXo Core Services, a powerful set of REST-based
services for rapid website development, content management and gadget-based development.
eXo Extended Services are also a part of the eXo Platform 3.0, running on the top of eXo Core
Services to enable easy development of rich, user-centric web applications.

eXo Content is one such eXo Core service. It provides a set of services to extend portal-based
applications with Enterprise Content Management (ECM) capabilities. Document Management
System (DMS) features make it easy to catalog and organize enterprise content and with powerful
Web Content Management (WCM) services to quickly build dynamic, content-rich websites.

1.2. Why Use eXo Content

If you are looking for a powerful tool and strategies in managing website and contents, eXo Content
is what you need. eXo Content is designed to provide webmasters who manage websites the
way to maintain, control, modify and reassemble the content of a web-page easily and effectively.
All components of your website can be organized, or easily reconstructed, which helps you keep
your website under control. eXo Content really brings an interesting experience for all users and
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changes their way of thinking about website management. The followings are key features of eXo
Content:

Website Creation

Fast Setup:
Set up a new site in just a few clicks with an intuitive user interface and template features.

Navigate, Preview and Publish Content:
Navigate through page content in either a single content viewer or the list content display,
quickly preview page content or work on new content in draft mode and publish at anytime.

Templates:
Create websites from existing templates and themes, or create new templates with a
consistent look-and-feel across a single site.

In-Site Edition
The integrated rich text editor enables non-technical users to edit the pages they are in charge
of in an intuitive way.

Web Content Organization

Web-Based Administration:
Use a web browser to manage sites remotely, no local administration software is required.

Manage Multiple Websites:
Manage and control every site in one place.

Media Library:
Upload media to the library, publish, reuse and update all available media content across
multiple websites.

Content Search:
Search content and documents using categorization and tag features.

Broken Link Detection:
Know how many broken links are present and how many are functional with ease.

Versioning and Rollback:
Easily rollback a website's content with automatic versioning.

SEO and Friendly URLSs:
Search Engine Optimization (SEO) is simplified for editing meta tags and more. Content has
its own specific URL for easier bookmarking and improved SEO.

Configuration for Deployment on Web Farms:
Advanced deployment rule for scalable, three-tier web application architecture with partitioned
replicated deployment.




About This Document

Capture and Manage Documents

Kofax Plugin:
Collect paper documents, forms, invoices and other unstructured documents and convert into
accurate and retrievable information, stored in the eXo JCR.

Access Control List:
Access Control List: Validate the current session's permissions to add nodes, set properties,
remove or retrieve items. Define actions to launch the next step in a process, or to invoke
any "coded" action required.

Workflow:
Specify processes for document collaboration and validation.

Record Management:
Track the status of content completion and control document storage life-cycles.

Store and Access Documents

JCR:
eXo JCR allows applications to access or manage files independent of their location, and also
provides advanced features such as unified access control, versioning, indexing and more.

Automatic Backup:
Define and automate tasks to save documents as required.

Web Interface:
Access documents in an intuitive and user-friendly web interface.

Microsoft and OpenOffice Plug-ins:
Microsoft and OpenOffice plug-ins give users the freedom to work on documents in their
preferred document editing program.

And More... eXo Content also provides other powerful tools to manage and build content-rich
websites such as CSS, Java Script and RSS support, advanced document management tools,
collaboration tools and more. All eXo Content features are designed to meet your requirements
in site management and maximise the cost reduction that comes of managing multiple sites from
only one place.

1.3. About This Document

The intended reader of this user guide are users using eXo Content. This guide will explain all the
basic and advanced features that eXo Content provides in managing websites and site content.
It gives in-depth examples and easy explanations of the technology that allows the webmasters
to create and manage a very fast and powerful website.

With this guide you will:
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 Learn the basic terminologies used in eXo Content.

» Know how to create, manage and publish Site content.

« Know how to manage Web pages, set up a website, etc.

1.4. References and Related Sources

Information

« eXo Home Page [http://www.exoplatform.com/]

« eXo Wiki [http://wiki.exoplatform.com/xwiki/bin/view/Main/WebHome/]

Support

* Forums [http://forums.exoplatform.org/]

» FAQs [http://faq.exoplatform.org/index.html]

Downloads
« eXo Content [http://lwww.exoplatform.com/company/public/website/platform/exo-core-services/
exo-content]

« eXo Development Tools [http://www.exoplatform.com/company/public/website/platform/exo-
core-services/exo-development-tools]

* Gateln Portal Framework [http://www.exoplatform.com/company/en/platform/exo-core-
services/gatein-portal-framework]

* eXo Collaboration [http://iwww.exoplatform.com/company/public/website/platform/exo-
extended-services/exo-collaboration]

« eXo Knowledge [http://www.exoplatform.com/company/public/website/platform/exo-extended-
services/exo-knowledge]
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References and Related Sources

e eXo Social [http://www.exoplatform.com/company/public/website/platform/exo-extended-
services/exo-social]

Resource Center

« Video demos, tutorials, webinar archives, features and benefits tables and more [http:/
www.exoplatform.com/company/public/website/resource-center]
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Product Introduction

2.1. eXo Content

eXo Content is the singular name for the technologies used to capture, manage, store, preserve,
and deliver content and documents. It especially concerns content imported into or generated
from within an organization in the course of its operation, and includes the control of access to
this content from outside the organization's processes.

The eXo Content users can manage both structured and unstructured content, so that an
organization, such as a business or a governmental agency, can more effectively meet business
goals (increasing the profits or improving the organizational process with efficient use of budgets),
serve its customers (as a competitive advantage, or to improve responsiveness), and protect
itself (against non-compliance, law-suits, uncoordinated departments or turnover within the
organization).

eXo Content improves your operational productivity and efficiency. It enables you to transform
unstructured content into structured content through the process of capturing, storing, managing,
preserving, publishing and backing up while securely distributing it. The eXo Content portlet gives
you a portal solution that can help you achieve these processes and leverage your business
content across all formats for competitive gain. It also provides an environment for employees to
share and collaborate on digital content and delivering a comprehensive unified solution with rich
functionalities. Every component of your website can be organized, or easily reconstructed, which
helps you keep your website under control.

eXo Content consists of three parts:

Document Management System
An extension of eXo Content is used to store, manage and track electronic documents and
electronic images and allows documents to be modified and managed easily and conveniently
by managing versions, properties, and more.

Workflow
A way of looking at and controlling the processes presented in an organization such as service
provision or information processing, etc. It is an effective tool to use make certain that the
processes are effective with the purpose of better and more cost efficient organization.

Web Content Management
Which helps in maintaining, controlling, changing and reassembling the content on a web-
page. It also helps webmasters who handle all tasks needed to run a website, including
development, design, content publication and monitoring.
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2.2. Site Content Structure

While creating a site is a quick process, deciding what content to put into it and how to organize
that content can take some time. Therefore, to make managing a site as easy and effective as
possible, a site created with eXo Content will always adhere to a specific structure:

Site Content

C55 Documents

&
o

Links Media Web Contents

ALz Irmages Videos

The Site Content is stored in collaborative workspaces of the underlying Java Content Repository
(JCR).

Details:

CSs
Files in this folder are used to define the presentation of your entire site, such as font, color,
size and more.

Documents:
All the documents which are used in the site will be stored in this folder.

JS
This folder contains programming scripts used on the site. Resources in this folder help make
a web page's graphics and navigation more animated and dynamic.

Links:
This folder stores all the links used in the site.

Media:
This folder contains three sub-folders:

Audios:
All sound files used in a site are stored here.

Images:
Pictures and other images used in a site are stored here.




Web Content

Videos:
All video files used in a site are stored here.

Web content:
This folder is used to store the documents which present the main site content (text, images,
hyperlinks, audios and videos) of the site.

2.3. Web Content

2.3.1. Web Content

The Web Content is the visual or aural content that is encountered as part of the user experience
on a website. It include any or all of the following elements; text, images, sounds, videos and
animations.

2.3.2. Web Content Structure

Much like the website as a whole, ensuring Web Content adheres to a specific structure makes
creating and managing the content more effective and dynamic.

Main content:
This is the key content, the text, images, links, tables, and other elements that make up the
bulk of the web content.

lllustration:
This folder contains an image that is used as an illustration for the content. A summary also
can be added to this image.

default.css:
This folder contains CSS data which is used to present the web content. CSS controls the
layout, font, color, and more.

default.js:
This folder contains JS data which is used to make web content more dynamic.

2.4. Terminologies

2.4.1. Repository

A repository is a location where data is stored and maintained. The content repository stores web
content and related digital data and is accessible to users locally, without requiring content to be
transferred across a network.

2.4.2. Workspace

A content repository is composed of a number of workspaces. Workspace is a term used by
several software vendors for applications that allow users to exchange and organize files over a
network (the Internet, for example).
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In this case, the content repository consists of more than one workspace. The repository repository
contains multiple workspaces, including: system, backup and collaboration workspaces.

System workspace:
This workspace is used to reserve system folders.

Backup workspace:
The backup process depends on the timestamps of published content; each published
document has a defined period for which it can be published and, when it exceeds that time
frame, it will be automatically archived to the backup database.

This workspace is mostly used when utilizing the Workflow based content publication life-
cycle.

Collaboration workspace:
This workspace allows users to validate and manage documents. This is the central place to
store and edit contents and media.

2.4.3. Drive

A drive can be understood as a shortcut within the content repository. It enables administrators
to limit the visibility of each workspace to groups of users. It also offers a visual simplification of
complex content storage arrangements by only showing the structure that is appropriate for users
to interact with.

More specifically, a drive consists of:

» A configured path where the user will start when browsing the drive.

A set of allowed views that could, for example, limit the actions available to users (such as
editing or creation of content within the drive).

* A set of permissions to limit the access to, and view of, the drive to a defined number of users.

» A set of options to describe the behavior of the drive when users browse it.

2.4.4. Node

A node is an abstract basic unit used to build linked data structures, such as linked lists and trees
and computer-based representation of graphs. Nodes contain data and/or links to other nodes.
Links between nodes are often implemented by pointers or references.

A node can be defined as a logical placeholder for data. It is a memory block which contains some
data units, and optionally a reference to some other data (which may in turn be another node that
contains other data). By linking one node with other interlinked nodes, very large and complex
data structures can be formed.

10



Version

2.4.5. Version

Versioning means that, at any given time, the node's state can be saved for possible future
recovery. The action of saving is called 'checking in'.

A workspace may contain both versionable and non-versionable nodes. A node is versionable if
it has been assigned a mi xi n type mi xi n: ver si onabl e; otherwise, it is a non-versionable node.

A version exists as a part of a version history graph that describes the predecessor/successor
relations among versions of a particular versionable nodes.

A Node

0

Yersion 1

Version 2
(Base Version)

Software versioning is the process of assigning either unique names or version numbers to unique
states of the software. Within a given version number category (major or minor, for example),
these numbers are generally assigned by increasing order and correspond to new developments
in the software.

At a fine-grained level, revision control is often used for keeping track of incrementally different
versions of electronic information, whether or not this information is actually computer software.

2.4.6. WebDAV

WebDAV stands for Web-based Distributed Authoring and Versioning. It is a set of extensions
to the Hypertext Transfer Protocol (HTTP) which allows users to collaboratively edit and manage
files on remote servers.

The protocol was developed to make the Web a readable and writable medium. It provides
functionality to create, change and move documents on a remote server (typically a web server
or "web share"). This is useful for authoring the documents which a web server serves, among
other things, but can also be used for general web-based file storage that can be accessed from
anywhere.

11
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2.4.7. Podcast

A podcast is an audio file that you can download and listen to on your computer or a portable
MP3 player such as an iPod™. The word itself comes from the combination of the words: iPod
and broadcast.

2.4.8. File Plan

The file plan is the primary records management planning document. Although file plans can differ
across organizations, their typical functions are to:

Describe the kinds of items the organization acknowledges to be records.

» Describe what broader category of records that the items belong to.

Indicate where records are stored.
 Describe retention periods for records.

« Delineate who is responsible for managing the various types of records.

2.4.9. Symlink

A symlink is a special file containing a reference to another document or folder. Symlinks can
make it easier to access the specific target node that the symlink points to. In Content Explorer,
a symlink can be identified by a small chain symbol next to its icon:

==

Documents.ink

12
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Get Started

3.1. Account

3.1.1. Register an account

To register a new account on the portal, do as follows:

1. Go to the portal by entering the URL in the address bar (e.g: http://localhost:8080/portal/
public/classic).

The anonymous homepage will appear:

D tam I e — wary metty  [Byblited) &

exo

_eXo WCM

Community Members: ! Enterprise or Production Use?
F Download eXoe WCM Documentation k Try eXo Platform 3

Mew tp eie WOMT re g
Waich the G esng Staried Guide, o sk esplring wime of the key Sy u Iul
J F Cantat B REbiures

basad pimissis 1% AL B ST i i 0 Dk i R Saarrh U d e

som
ce s a

2. Click the Register link on the top of the site. The Register form will be displayed:

[v Account Setting || v User Profile |

User Name:

Password:

First Name:

Last Mame:

l

|

Confirm Password: |
|

|

Email Address: |

Sawe Ragar

An asterix (*) indicates a required field.

13
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The Account Setting information includes:

Table 3.1.

Field Information

User Name The user name that is used to log into the
system. It must be unique. The user name
must begin with a character.

Password The security characters are used to login. It
must have at least 6 characters.

Confirm Password The re-typed password above. The
password in the Password field and this field
must be the same.

First Name Your first name.

Last Name Your last name.

Email Address Your email address. It must have a right
format: user nane@bc. com

3. Enter the appropriate values for the fields in this form.

Ty
Click the ™® icon to search and check if the chosen user name is available or not.

5. Enter values in the fields of User Profile tab, including: Profile information, Home
information and Business information.

b Account Settng | « User Profie |

Personal Info
Giver Mame:

Famiy Marme: I-ﬁ] Profile

Mick Mame:

Birthday:

Gender: | Male W

Errplayer: |

Department: |

Job Tithe: |

Langusge |Enghsh v

Save Reset

6. Click Save to register a new account, or Reset to revert all completed fields.

14



Sign In

You will see an alert message and be unable to add a new account if any of the following
occurs:

e The User name already exists or is invalid.

* The Password has less than six (6) or more than thirty 30 characters.

* The Password and Confirm Password are not the same.

The Email Address is in an invalid format.

After adding a new account, contact the administrator to get a confirmation.

Any of the required fields are empty.

3.1.2. Sign In

This function logs you into eXo Content in the private mode.
Procedure 3.1. Sign in

1. Go to your portal's home page by entering the URL in the address bar (e.g. http://
localhost:8080//portal/public/classic/).

2. Click the Login link at the top of the home page. The Sign in form will appear:

User name |£| I

Password | =]
Remember My Login

Forgot your User NamePassword?

(_senin [ osscard |

15
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Table 3.2. Options

Option Information

User name To input the registered username.
Password To input the password of your username.
Forgot your User Name/Password To retrieve the forgotten user name or

password when you forget.

Signin To sign into the eXo Portal with the inputted
user name and password.

Discard To close the Sign In form without any
changes.

3. Enter your registered User name and Password.
4. Click Sign in to submit your details or Discard to exit the form.

If the User Name does not exist or the submitted User name/Password set is invalid, an alert
message will appear that requires users to re-submit the correct values. The page will be
redirected to the private security checking mode.

To login again, enter your User Name and Password again.

After signing in, you will be presented with the authenticated homepage:

D Sile Grp | Dashboard 5 Site Editor Root Root | pyblished | =

Weicame: mot | |

DOCUMENTS

1 \Where we are

Lorem psum dolor R amet  ssiusizoo
Welcome consecistuer adipmong el

Bl Condimons and Requiremenis
Lorem dnker SEIpsUM amet  zsiosizoos
consecietuer adpsong ekt

T How o Join us

Consecieluer adipicng el zroazocs
ko igsuim GoRF S amel

- L ifi i il & anERclglug e Lovem ip if1] wl, (orra
e acmEong e, wod do susmod ie - moddunt adiemscn =i sed do elesmed =mpor mcdunt
b e T * il &l do g Alqua
i i i LATEST NEWS [ ]

i Loosm ipsum color s amet, consscistur t Lorem psum doks st amet, corsectens
"f pisicing & remod 1Bmese incid ) il 1 do e , Junt =] Ak Nomn 1
- b | sham of ok m — '; .'al I e 1 Tagna aliqua ] Loveim ipeum doki & amal,
& B ) ‘:L N conseeIesr adipiskzing o,

Sed 00 ELESMO0 Lm0 RCKKILn ut
lsbare £t doloes magna aiqua

ACHE Hews 4
- 1 Lorem psum doks =& smel,

COMPANY NEWS r consacietul adipiEicng e,
=l sed g0 elusmad tempor cididunt of
Iahare et dokes magna aliqua
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Sign Out

@ Toolbar Visibility
The toolbar in the image above is, by default, only visible to members of the /
platform/web-contributors role.

See for information about how to add the required
permissions and/or change the default portal behavior.

3.1.3. Sign Out

The function ends your authenticated session and redirects you back to the anonymous portal.

To sign out, click the Logout link on the right access banner:
1||'.‘E=lc::|:||'rlE=:n:l:lc:::]')

Alternatively, members of the /platform/web-contributors role can click Start Logo - Sign Out
from the toolbar:
5:} Nis 11 Oeoum e L Py bt

3.1.4. Retrieve user name/password

If you forget your account or password, you can recover them by doing as follows:
Procedure 3.2.

1. Click the link Forgot your User Name/Password? in the Sign in form.

2. Select one of the two options:

Why are you are not able to login ?

We apologize for any inconvenience you're experiencing by not being able to access this website,
To resolve this issue as quickly as possible, please follow the troubleshooting steps below,

1. Recaver your password: enter your username then dick send.
2. Recover your username; enter your email address then dick send.

@ Forgot my password
! Forgot my username

[ Mext H Back ]
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Chapter 3. Get Started

Forgot my password:
If you forgot your password, you need to select this option.

Forgot my username:
If you forgot your username, you need to select this option.

3. Ifthe Forgot my password option is selected the password recovery form appears:

Forgot User Name/Password

User name : =

If the Forgot my username option is selected, the username recovery form appears:

Forgot User Name fPassword
Email : "

Send || Back

4. Enter either your username or email address, as appropriate, in the corresponding form.

5. Click Send to submit the recovery request.

Once the request has been sent, you will receive an email with the requested information,
(either your User nane or Passwor d at the email address that you registered.

 If you forget you username, an old username is restored and can be reused. A new
password will be sent to your email with the old username.

« If you forget your password: a new, temporary password will be set and sent to you. You
will be directed to change the password the next time you sign in.

3.1.5. Change account information

The function enables you change your account information, such as your profile and password.
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Change account information

Procedure 3.3.

e To begin, click your username name in the top toolbar.
3] = TR T S &) be e

The Account Profiles form will appear:

E7 | Account Profiles B Change Password

User Name : | oot

First Name : ||:;.;..:.t |
Last Name : ||:;.:..:.t |.
Email : |rgut@lncalhust |'
[ Save l [ Reset ]
Close

Procedure 3.4. To Change Account Profiles

1. Selectthe Account Profiles tab.
This tab displays your current basic information.
2. Change your First Nane, Last Name or Emai | . You cannot change your User Nane.

3. Click Save to accept changes.

Procedure 3.5. To change your Password

1. Selectthe Change Password tab.
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Chapter 3. Get Started

{(m'}

[ 4 Account Profiles [=| Change Password
Current Password : =
Mew Password : =
Confirm New Password : =
Save l Reset
Close

2. Enter your current password to identify that you are the owner of this account.

3. Enter your new password. The new password must be between six (6) and thirty (30)
characters long.

4. Enter the new password again in the Confirm New Password field.

5. Click Save to submit the changes.

3.1.6. Toolbar Visibility

Newly registered users (or other users who are not members of the /platform/web-contributors
role) will not see the toolbar at the top of the home page. These users will, however, be able to
sign into and out of the Portal using the appropriate buttons in the site header.

Portal administrators can add individual users to the /platform/web-contributors through the

graphical user interface (GUI):

Procedure 3.6. Add Permission via GUI
1. Click Group - Organization - Users and groups management, then click Group
Management.

2. Click Platform - Content Manager in the left pane.

3. Enter the required username in the Add member box (the above lists all users already in
that role).
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Change the display language

! CMS Access

Be aware that granting this membership will also give the user access to the
Content Management System (CMS).

3.2. Change the display language

The priority order of display language is shown to the following order:

1. User's language

2. Browser's language

3. Portal's language.

Therefore, to display your preferred language, you should be attentive to this order to change the

language type appropriately.

1. Move the mouse over Start Logo - Change Language on the top left corner of the portal:

The Interface Language Setting form appears:

Interface Language Setting

Arabic duiyall -
Chinese - China gir - hfE
Chinese - Taiwan oL - &
Dutch MNederlands
+ English
French Frangais |
German Deutsch
Italian Italiana
Japanese B#R |
Apply | l Cancel
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Chapter 3. Get Started

2. Select another language from the list. The currently selected language will be marked with

the ¥ icon.

3. Click Apply to change the display language temporarily, and wait few seconds to take effect,
or click Cancel to quit without any changes.

3.3. Change the skin of the current site

Skins are attractive user interface styles for displaying a portal. Each skin has its own
characteristics with different backgrounds, icons and more. Changing the skin of the current site
can make use of the portal easier and more effective.

Procedure 3.7.

1. Hover the mouse pointer over the Start Logo then click on the Change Skin item in the
drop-down menu:

@ [T st= i) Geroup | 7y Dashbosrd [ Group Editor Ly ety [ pyblished | =

b T i L

i) Chasge Lasguag .

| i Changn Skin | |

s s com s (TG

The Skin Setting form appears:

skin Setting

ESMLEL‘ .;-: View and select a skin
i * Default Style Skin

|_soply | |_cancel |

2. Select the skin you want by clicking its name.

3. Click Apply and wait a few seconds to take affect.
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Change the skin of the current site

This action can be performed by users who have the right to use the administration bar with a
personal preferences menu.
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Chapter 4.

Basic Actions

These actions are for all registered users after they have logged in the accounts.

4.1. View a site

In eXo Content, the term Website is used interchangeably with the term Portal. So, "Viewing a
portal..." means the same as "Viewing a website...". You can select the website that you want to
view by selecting its name in the drop-down menu on the administration bar:

) [Cm] s o | 5 Do | ; =

The main screen of the site will appear. The illustration below highlights some important
components of the web page:

}:1 Site Group Cashboard S Site Editor 1 Moo Mool | Peblshed

DOOUMENTS

]

% Where we are

LOVem ipsum doior stame:
mecieleer adipcng e

H  condiions and mequisements
LOTBT S0l S ifreust et
mnsooiohuer adipsong ¢t

7. How o joinus
Consecwiier adapsong ok
lone i dholon i amed

LATEST NEWS

(]

= dio enmmnd erpor ncdident ut
e o dalkrn magna akgua

4
FCME News 8
COMPANY NEWE E Lowmm ipsum dolor
td i =
labore o1 dolore magna alqua.
FCUE hevis L
Adiy T, TP T 1L M I =
FCME Heaws 3
Lorem ipsum dolor 51 amet, consecieqr adipesiang el sed do eresmod lempor inadidunt ut labone <1 dokee magna aliqua. ; Loremipsurn dolor st ames,
| g ——r— |
e do shemod Bepor ncidicns ut
— . labore £t dolore magna alqua.
R 31, S -k i by ‘ " ) . . - R » &CME Mews 2
LOFET) iR ol S ame, consenens adipesicng o, s do cheamod emges incididunt i1 labons &1 dokese magna aliqua LR R kol B AR,
conseciet adipisicng eit,
sntl iy smrenod] g incdichest ut
ACLE Hews 3 alnong 1 SCira Magna akqua.
A 21, EF I LT EM Iy 1
Lorem ipsum dolor i amed, consedietur adipesiong el sed do ersmod lemper inadidunt ut labore <4 dokese magna aliqua.
ACWAE Mesws 2
a3, 300K 354 A by s
LOFET) i ol S ame, consenens adipesicng o, s do sheamod emges incididunt il labaons &1 dokoss magna aiqua
........ ]

Froweed by & Xo WEM - Copyright & 2000-2009. A rights Resarved, aXo Platim 545

€ The Administration bar contains administration functions related to portals (websites).
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Chapter 4. Basic Actions

The Banner portlet contains things like the company name and logo used throughout the
website.

The Navigation bar helps users to visualize the structure of the website and provide quick
links to different pages.

The Home page is the main page of the website. This is the default page that is displayed
first when you visit the website.

The Footer is any texts, or image that is displayed at the bottom of the website. It provides
information about author/institutional sponsor, revision date, copyright and more.

4.2. Print content

Users can easily print any content in a site by following these steps:

Procedure 4.1. Printing content

3.

Click Read more to read all the content of a document or an article in a site.

COMPANY NEWS

ACME News 1
Aug 21, 2009 3:55:11 AM by oot rool
Lerem ipsum dokor sk amet, consectetur adipisicing elit. sed do eivsmod tempor incididunt ut labore et dolore magna alqua.

ACME News 2
Aug 21, 2009 3:55:44 AM by root root
Lorem ipsum dolor sit amed, consectetur adipisicing eft. sed do eiusmod tempor incididunt ut labore et dolore magna aliqua.

ACME Mews 3
Aug 21, 2009 3:56:17 AM by root root
Lorem ipsum dolor =i amet, consectetur adipisicing elt, sed do elusmod temgor incididunt ut labore et dolore magna alqua.

Click the Print button, the Print Preview page will be displayed on another tab.

Welcome: root ]

Overviw Mews  Cwems  Mewslefens  Condact Us

ACME MNews 1

<

Lorem pssum doir 51 amet, consacisfur adipisicing i, sed do susmod wampor Incididunt ot labore ef dolors magna algua. LH2nim 2d minim veniam, guis nostnad exerckaion ulamoo kzbors nis:
uf nliquip ox 20 commods consequat Dus ade Fure dolor i reprehendard in voluphrie vell ease clium dodore cu fuglal nulin paralur. Excepisur ainl cecascat cupidmat non proident, sur inculpa
i ootcia iz e mall Ak i aal RBonam

Click Print to print the content of this page or Close to close this tab without printing.

4.3. Manage a site

4.3.1. Create a new site
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Create a new site

E] Note

Only administrators have the authorization rights required to create a new site in
eXo Content.

eXo Content administrators can create a site (portal) to meet their specific needs.
Do the following:

1. Click Site on the administration bar to see a list of existing portals.

E l T Site ! Group : Dashboard 5o Site Edibor
cl
Orveralew  New

Aol Boo Pubished T
ick

= Events Mewsisiiers  Conmcs Us

Z EdN Loyt o EdlMavigeon j EdForidsComly @ Dok
o classic T Edt Layout " EddNavigeton B Edd Forisls Contg

1 ki W Pertal
existing sites

W, click

Powered by =Xo WG - Copsenght @ 2000- 2008, A1 nghis Reserved, =Xo Plabom 545

2. Click the Add New Portal button to open the form to add a new portal.

In the Portal Setting tab, set some properties for this site including the portal name, locale
and skin.

» Portal Setting Ir Properties "r Permission Setting ] Enter Portal Na me

Portal Name : Iexo I-
Locale © | Epglish o | =
5kin : | pefault

| Save || Cancel

Table 4.1. Details:

Information

Portal name

The name of the portal. This field is required
and must be unique. Only alphabet, numbers
and underscore characters are allowed. The
Portal name must be at least 3 characters.
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Information

Locale The interface language of the portal. This
field is required.

Skin The skin of the portal.

Select the Properties tab to keep sessions alive.

The Keep session alive option defines the working session so as to avoid timeouts. There
are three options available:

never:
The session never happens even if the application requests.

on demand:
The session starts to be used as soon as the application requests.

always:
The session is always enabled.

4.

v Portal Setting » Permission Setting | Click

Keep session alive : [Clln Demand

L]

Always
l On Demand |

[' Never

Select the Permission Setting tab to set access and edit permission for this portal.

The Permission Setting tab includes two sub-tabs: Access Permission Setting and Edit
Permission Setting.
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Create a new site

» Portal Setting [l » Properties | » Permission Setting

;;H Access Permission Setting \2 Edit Permission Setting

Check this box

Make it public (everyone can access):
Group Id Membership Type Action

Empty data

&6 Add Permission Je&—— Click

| save || Cancel

Access Permission Setting tab
The access permission list of the portal is empty by default:

» Portal 5etting [ Properties | = Permission Setting

;;H Access Permission Setting \2 Edit Permission Setting

- Check this box

Make it public (everyone can access):
Group d Membership Type Action

Empty data

4§ Add Permission e Click

| save || cancel |

Check the Make it public check box to assign the access permission to everyone or click
the Add Permission button to assign access permissions to a specific group (select the
group you want to grant permission to from the Select Permissions form by selecting a
group on the left and a corresponding membership on the right).

Once the desired groups have been selected the access permission list is displayed:
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Chapter 4. Basic Actions

|> Portal Setting | » Properties |[ ~ Permission Setting |

@ Access Permission Setting .:@? Edit Permission Setting

Make it public (everyone can access): [

Group Id Membership Type Action
JSrustomers manager 1
M|, Remove
/partners member | d group
f 43 add Permission

Access Permission list

[ Save ][ Cancel

Groups can be removed from the Access Permission list by clicking the icon.

Edit Permission Setting
The Edit Permission Setting tab is also empty by default. You must assign the edit
permission to a specific group.

. — select this tab
[1~ Portal Setting [r Properties | = Permission Satting /

-'@ Access Permission Setting | '\ Edit Permission Setting

(@ Current Permission
Group Id :

Click

Membership :

I % Select Permission I

| save || cancel |

You can assign the edit permission to a group with a specific membership by clicking the
Select Permission button to open the Permission Selector form. Select a group on the
left panel and a corresponding membership on the right panel:
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Create a new site

Permission Selector |z|
L]
Browse and select a group Select a Membership
ﬂ?’“ ¥ member o
:B? Customers b editor
‘.ﬁ Organization ¥ manager =
;B? Platfarm ¥ redactor
'@ Partners * validator
o
¥ webdesigner -

The asterix (*) in the Select a Membership panel is used to assign the right to everyone
in the group selected in the left panel.

After selecting a group, the Current Permission will be displayed with detailed
information:

[r Portal Setting [ » Properties | = Permission Setting

@ Access Permission Setting |x% Edit Permission Setting | Current Permission

”g Current Permission

Group id : /platform

Membership : author

] Delete Permission I % Select Permission

Click to delete Click to accept creating a portal

current PErMIssIion I_SaveLI[ Cancel |

The edit permission is assigned for only one group at one time. You can click the Delete
Permission button to remove the current edit permission of the selected group or re—
assign the edit permission to another group by clicking the Select Permission button
again and selecting another group.

5. Click Save to create the new portal.
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After creating a new site, the list of the existing sites will be displayed on the screen.

The new site will be added to the site list in Site on the administration bar and to a drive list that
includes all its default files.

To see it in the drive list, click Group —» Content Explorer on the administrator bar.

>:) = Site Group | (- Dashboard [ Site Editor

Content Manager's pages Wilcome: ool |

Content Explorer

Newsletters

For example, after creating a portal named eXo there is a drive named eXo in Content Explorer:

EREL -
Pubdicatio Callabaratan System

e Agd Folder L Agd Document W Ugicad

Snes Management HE—

b+ GENERAL DRIVES

g[S acme =
: c | oome tizssk colabarntion 28 DME AdminisToion
E- @ classic il il x] ¥
& [ shared 1

; L Eveni £ e [y Stes Managemem o Srared Groups Space

. B H 5

] g red LUsirs Spac

o, o] Sharcd ke || SharedUscrs Space [ Trash

4.3.2. Edit a site

This function enables you to edit a site, including the settings, permissions and other configuration
options as well as the navigation and the layout components.

There are two ways to approach a site that you want to edit:

1. Edit the site that you are browsing through the Site Editor menu on the administration bar.

2. Edit another site by accessing it through the Sites menu on the administration bar.
4.3.2.1. By accessing to Site Editor

Directly edit the site you are browsing by navigating to Site Editor - Edit Layout.
) — site Group () Dashboard . 5 Site Editor |

+ Add New Page

= Edit Page
m Mews MNewsletters Contact Us - :tg -
7 Edit L ut
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Edit a site

An editable layout of the site appears:

Come Dezal
Banner Portlet

Caberi. Do

Sian in Portlet

Conderd Usdsl

Bearch Portlet];

w EUE Plre Conpuser [=11ES

Aopbcid [EETFE IO

Puge: Descrigtan

Adminis ration
Conieme

|——-:| Autnarng Dessihones

| m—|  Crtegary Combande

|ﬂ Categary Havigahinn

Canivr Dww

Footer Portlet

Table 4.2.

o Sr's Cenlig || || Swich Vies Mode

Field Details

Site's config

Switch View Mode

w0y Site’s Config

1 Switch View Mode

Allows editing the site's configuration.

Displays a view of the current layout with

content.

Finish

=Y

Saves all changes and exits the Edit page.

Abort

x|

Cancels all changes that have not been saved
and quits the edit page.

Using this method you can only edit the layout and the configuration of site.

Edit layout. Editing the layout allows more aspects of a site, including the banner, navigation
bar, breadcrumb bar, homepage or footer to be edited.

You can add more portlets to the site by dragging and dropping them from the Applications tab
of the Edit Inline Composer form to the main pane. Portlets can also be moved within the main
content pane by dragging them from one location to another.
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Click to move
i ithe portlet

‘ |nn-tn-u|

d Q&@ P Dasemplion

Edit Inline
Composer

Aulhoemy D

Catwgary Contants.

e
| Cuseery Navigaion
=

| 40 Bara Coy | | || Swichivew Mo

Procedure 4.2. Edit Banner Portlet

1.
Open the form to edit a banner by clicking the 4 icon of the portlet in the Edit Portal
form:
A form to edit the current banner will appear.

2.

details about Edit Mode in Section 4.4.2.4, “Preferences”.

3. Select the Portlet Setting tab:

Select the Edit Mode tab: Select the content path and set options for the portlet. See more
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Edit a site

* Edil Mode | - Porliet Ssiting

Table 4.3.

» Select lcon | b Decoralion Themes || » Access Permision ]

Display Mame. Conent Detai

Portiet Th (e

'l'ﬂl:l‘l:l

Height. |

Shorw Inifo Bar

Show Portiet Mode : [

Show Window State

#— Show options

Drescriplion

Save And Close ” Cancel |

Field Details

Display name

The display name of the portlet (not
editable).

Portlet Title The title of the portlet (editable).
Width The display width of the portlet.
Height The display height of the portlet.

Show info bar.

Tick the check box if you want to show the
info bar of the portlet.

Show Portlet mode

Show window state

Tick the check box if you want to show the
portlet mode.

Tick the check box if you want to show the
window state.

Description

Enter a description about the portlet.

Switch to the Icon tab and designate an icon for the portlet by clicking it.

Switch to the Decoration Theme tab and chose a decoration theme for the portlet.

Select the Access Permission tab and set the access permissions for the portlet.

By default, all users can access the portlet:
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|» Portal Setting | » Properties | v Permission Setting ]

l@. Access Permission Setting l@ Edit Permission sm(lglql | i this-b
ec IS DOX

Make it public (everyone can access):
Group Id . Membership Type Action
Empty data

| ¥ Add Permission Iq— Click

| save || cancel |

However, you can edit the access permission by clearing the checkbox and clicking Add
Permission:

| » EdiMode | v PoretSeming | » Seiecticon | » Decoration Themes "vmmmmm‘]
Untick

Make i publc (everyone can access)
Group 1d | Membership Type | Aton
Empiy data

I 4 Add Permession I‘- Click
Save And Close | | Cancel

The ListPermissionSelector form appears. Select a group on the left pane and a
membership on the right pane.

7. Click Save and Close to commit.
8. Click the disk icon to quit the form to edit the current site.

Edit Configuration. To edit the configuration (including language, skin and permissions) of the

site, click the l ﬁ e foaen ] button to open the same form as the form to add a new portal.

Follow the same steps as in Section 4.3.1, “Create a new site”.
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Edit a site

4.3.2.2. By accessing the Site

This approach way enables you to edit the layout, configuration and navigation bar of a site by
going to Sites and selecting the site from the existing site list.

Logoet | Thange ianguage Register

i — = EoN Lapout S SO Novagation =¥ Edk Pomls Conlig Diieie
- =T " ok Mamgation =2 i Fovinfs Gl delale sile
i T Lot " bt Neogation "% Bk Porinfs Canfy s

Al Mirws Portad

Edit Layout. Do the following to edit the layout of an existing site.

1. Click Site - Edit Layout to open a form to edit the site layout.
2. Follow the steps in the Edit layout process.

Edit Navigation. Do the following to edit the navigation of a site.

1. Click Site - Edit Navigation to open the Navigation Management form.
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MNavigation Management |Z|
exo <*— The Name of the Site
ﬁ};ﬂﬂ
EI_ Home

= Group Mavigation

.H...H..

-5 Portal Navigation

"-_ Register
---_ MNews
--;_ Events
Add Node Save
A
Click

2. Click Add Node to open the ADD/EDIT PAGE NODE form.

3. Inthe Page Node Setting tab, enter a name for the node. This is a required value.

E ADWEDIT PAGE NODE X

| ~ Fage Node Setting IF Fape Selecior | ¢ lcon

Liri;

Mode Name: | onencqe "

Labet: |eontct L
Vishle: [
Publication date & fime; |_

Save Back
Table 4.4.
Field Details
Uri The node's identification. The Uri is

automatically created once a new node has
been created.
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Edit a site

Field Details

Label The node's display hame on the screen. This
field may be changed and its length must be
between 3 and 60 characters.

Visible This checkbox allows the page and its node
to be shown or hidden on the navigation bar,
the page navigation bar and the sitemap.
See above for more details.

Publication date & time This option allows this node to be published
for a period of time. Two fields, including
Start Publ i cati on Date and End
Publ i cati on Date only display when this
option is checked.

Start Publication Date The start date and time to publish the node.

End Publication Date The end date and time to publish the node.

4. Select the Page Selector tab:

|| ADDIVEDHT PAGE NODE X

» Page Node Setling | ~ Pape Selecion || ¢ lcon

) selected Page Info
Enter the page name

Page Id:
Name: I }
m:ll I"'- Enter the title of the page
I & Create Page II %) Search and Select Page I
- -—
Create a new page Select an existing page
Save Back
Table 4.5.
Field Details
Page Id The identification string of the page. It is
created automatically when the page is
created.
Name The selected page's name.
Title The selected page's title.
Clear Page To remove the input page information in the
fields
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Details

Create Page To create a new page with the input name
and the title.

Search and Select Page To search and select an existing page.

« Enter a title for the page.

« Click Create Page to create a new page or Search and Select Page to select an existing
page for the node.

5. Select the Icon tab to choose an icon for the node. This is optional.

6. Click Save to create a node for the navigation.

@ Editing via Navigation Management

You can edit/delete a node, edit a node's page, copy/cut a node and more by right-
clicking the node in the Navigation Management form.

Edit Configuration. The portal's configuration including language, skin and permissions can
be edited by doing the following:

1. Click Site - Edit Portal's Config to open the same form as the form to create a site.

2. Follow the steps in Section 4.3.1, “Create a new site”.

4.3.3. Switch between sites

This function is used to move from the current web site to another one.
Procedure 4.3.

e Hover your mouse cursor over Sites on the administration bar and choose a new site from
the site list that appears:

}:) = Site Group " Dashboard g Site Editor
= clazsi
— acme

— eXo

tz  Newsletters Contact Us
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Delete a site

The child pages of the new site will now be available in the site's entry under Site on the
administration bar:

2:) T Site Group "7} Dashboard & Site Editor
7 classic Welcom
T acme  » Owverview

. Cwer s
T exo Mews

Events

Mewsletters

Contact Us

4.3.4. Delete a site

This function is used to delete a portal (site) from the portal list.

Do the following:

Procedure 4.4.

1. Show the portal list by clicking Site on the administration bar:
i) IE' Crouap Dueshibonrd & | She Ediar Hoot Roc M

wews  Evens  Newslies  Consot Us

acme 2 bl Lagenst " B Mavgeson "I Edd BoclaTs Conbg — T
-
o e chussic +  Edi Layout " Edt Mavigadon " Edi Forials Comlig
- .
VRS e = EdE Losout S Edi Nawigadon "I Edt Forinls Conlig & Dokie
Aidd Mew Porial

, @ Celete _
Click the button in the row of the portal that you want to delete.

3. Click OK in the confirmation message to accept deleting.

@ Note
You cannot delete the Classic site by default.
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4.4. Contribute Content

4.4.1. Edit Mode

A site in eXo Content has two modes ( Publ i shed mode and Edi t mode) which are specific for
viewing and editing the site, respectively. You can easily switch between these modes by selecting
in the drop-down list at the top left corner.

Mary Kelly Published <

Welcome: root 1 Edit

Edit mode
In this mode, you can edit all contents of the current site. When hovering the mouse pointer
over contents, you can see edit icons which enable you to quickly edit those contents. You
can take advantage of this feature to submit contents to a page.

Published mode
In this mode, you only can view the current site without editing the contents of the site.

When you login to a site, by default, the page is in the published mode, you cannot see any quick
edit icons and cannot edit site contents at this time:

kD) T Site Growp 0 Deshboard 37 Sie Editor Mary Kely

Vel wul | |

DOCLUMENTE B

el Wihare we ane
Lorcm pwom dolor sk amck
sonsadLAr Al Flscing Sih

= Condtons and Raguiramants

orsan ol AigEnm anel GRS
cunzecleL e ad pisony =i
T Hura o join us

wEaEiiaT sipEang el
wrEnn s gk gl amel

P Lcremipsum ol stamel monzeoelr adinsong BES Lorem izsum daar sl amzs, covsedour ad pisicing
= . =hd in s usmad fmmpar cldune in e ml all T Empa incddiunicrahnre s
T - R
Inre: mag ua dnicre mzgna i LATEST NEWS =]
* rem ipsnm daky st amal eansseralr adlp s eng ? Lomann lzesimn daar sl ames, consasiaair ad plelzng t ACME Maws 1
- ] oIk sed do -::--:-Il-' rar cieldu: i laiers el - ‘.;':_‘- .'-l-'".l'-'!r::":"':-'- neidicuniutiahone ct 1 R s el SEaTel
= I magas algiia e S| dnicre mana i “* cunEede U gl s el
" - 1 ar sed oo ¢ usmod emper e idu ut

ahnre & daan magna allga.

When a page is switched to the Edit mode, you can see quick edit icons on the site contents when
mousing over them.

For Single Content Viewer (SCV), you can see the current state of the content, the Edit Content
icon and References icon.
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3 T sm Group G0 Dashboard | ) Sha Edhor Mary Kty fedit =

Single Canben Vigwar Wekome: rock | |

DOCUMENTE B

& Comcitions and Reguirements

LOMSM ClOn SEITSUTATeL  Sam )
consecieuer ad plseing sk

T Howtominus
morsaTEmeTatipsng all romusns
|||||||| i ok 515 0m8)

15 Wikere wWa A
oremipsumeniorsEamal e
caonasstwuen wll pissng el

ML . Lonmmsumdukr sLamel onsedelr whosong - R Lovem ersurm dolur st ane Cletur 3Py
£ clk sed do clusmod mpor e il i lbans g il sad oo alsmed Kmps ||||l||| ahore: ct
coloee magaz alqua - foore magna alis LATEST MEWE £l
F |

For Content List Viewer (CLV), you can see the current state of the content, theEdit Content,
References icon, the Add Content icon and the Management Content icon.

Welcome to Acme Corp

Welcome 1o our sile

L
& EaLE o # ' ' Edit r_antaEL[}
W - T

1
S

4.4.2. InContext Editing

InContext Editing enables you to edit content "in context" rather than having a WYSIWYG editor
pop-up over the top of the page. This feature makes page editing a much more user intuitive
process, with the new content automatically taking on the previous contents.

To use InContext Editing, turn on the Edit Mode.
4.4.2.1. Add Content
Adding a new content by InContext Editing is enabled for the Content List Viewer.

Do the following:
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Procedure 4.5. Add a new content

1. Turn on the Edit Mode and hover the mouse pointer over the CLV that you want to add a

new content in.

2. Click the Add Content icon on the CLV.

You will be redirected to the Cont ent

a document.

Expl or er with a new document form for you to write

Select Templste ("

[}« Select a template

e |

tame

Langjage[en

Lastmodified date : Awg 21, 2009 358:13 AM

=

n@

_"=| [
5=

&

il
l1
b -]

1

Click to save —m[ o

Click the | ™ . icon to open the template list and select one.

S0 A0

i

%
"
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4. Fill all the fields in the form. See Section 4.7.4.2, “Add a document” to know how to add types
of document.

5. Click Save as Draft to save the document in a folder of the Col | abor at i on drive.

@ Note

Saving a document in which folder of the Collaboration drive depends on the path
you choose in

4.4.2.2. Edit Content

You can edit any contents on the homepage for SCV and CLV with InContext Editing. For CLV,
you only can edit each content in it.

Do the following:
Procedure 4.6. Edit a content

1. Turn on the Edit Mode and over the mouse pointer over the content you want to edit.

:.}
Click the = icon at the right corner of the content you want to edit. You will be redirected to
the Content Explorer with the document form for you to edit.

Publicatian Colabomtion
Back to
M, uptea |} Monage Cairgorss Edit panel of the cumrent content the site ~7% |Il-
exlinburstion =
:| + Wi Cole b ihElaion | v Advasced
= - Ot ponlents [=]

Dwenits Tiie |.1.|:r.1- ey &

ol NEme | e

San comem (8
i sttt \\ = SAurce -| - o E __.; g a = ﬂ K
i conmez Form Confirm

-[E AcME Fooer

L i Theglace gf
' e [@he benk

L entuments
@ Lo o L el Welcome t
- et :
-[E ACME Logo
[H AcME Haowigason
-[iE Mewsistier Header

-[E AeME Sercnbo

3. Edit the content and click Save as Draft to save the content.
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Welcome to eXd [Acme|Corp

Welcome to our site

Save

body div div div l

Save as Draft Close

Click the - icon to return to the site and in the Edit Mode, the content in the draft state
will be visible.

News Ewvents Newsletters Contact Us

Welcome toleXo Acme Corp

Wi e 10 our sie

@ Note

When you turn on the Published Mode, you cannot see the edited content. To
see it in the Published Mode, you must publish it. See
for instructions on how to publish content.
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4.4.2.3. Manage Content

With InContext Editing, you can easily manage a Content List Viewer on the homepage. You can
add a new content in the CLV, edit, delete an existing content or copy/cut/paste to another CLV
and take more actions in the right-click menu.

Do the following to manage content in the CLV.

Procedure 4.7. Manage Content

1. Turn on the Edit Mode and click the Manage Content icon of the Content List Viewer that
you want to manage on the homepage.

L+ | B

COMPANY NEWS Content list viewer
Click W

[~ ACHE Hews 1
Aug 21, 2009 3:55:11 AM by root
Lorem ipsum dolor sit amet, consectetur adipisicing elt, sed do eiusmod tempor incididunt ut labore et dolore magna aliqua.

ACME News 4
Aug 21, 2009 3:56:43 AM by root
Lorem ipsum dolor 5kt amet, conseciebur adipisicing elt, sed do eusmod iempor incididunt vl labore et dolore magna aliqua

ACME News 3
Ang 21, 2009 3:56:17 AM by root
Lorem ipsum dolor sit amet, consecietur adipisicing elt, sed do eismod tempor incididunt ut labore et dolore magna aliqua.

ACME Mews 2
Aug 21, 2009 3:55:44 AM by root

Lorem ipsum dolor sit amet, consecietur adipisicing elt, sed do eismod tempor incididunt ut labore et dolore magna aliqua.

The browser will redirect to Content Explorer:

Putihcation Collsboration _ Didt] @ new content inbo the Tolder "News"

_ Dausminl Gtk Creabed date Author sl Ukser Sxatin
callabambcn H— A | =
4l T E AcMENews 1 WELAG 3558 rom
@[] Eveniz [ F acMEnewsz RELOIISEAM  rom
o] MewBunnin g, [E Aoz e s BELOZISEAM o
51 News IE  ACME Mews 4 BELOSAS6AM  rom

T *

1-[E AE Mews i\

1~ [ ACME i e folder conlaining
[ ACME Hews 3 all the contents of CLV

[ ACME News

[e: R=E S T T
A ' '

2. To add a new document to the CLV, click Add Document on the action bar and do the same
steps asSection 4.4.2.1, “Add Content”.
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To take other actions on a specific content in the CLV, right-click it to open a drop-down
menu. See more details how to takes the actions inSection 4.7.6, “Actions on Folders and
Documents”.

4.4.2.4. Preferences

Preferences enable you to edit contents in the Single Content Viewer (SCV) and the Content List
Viewer (CLV), reset the display of the contents in SCV and CLV and publish contents.

Content Detail Preferences. Do the following to edit the Single Content Viewer:

Procedure 4.8. Edit Content Detail Viewer

Turn on the Edit mode and click the Preferences icon of a Single Content Viewer.

The Content Detail Preferences dialog appears:

&=/ Content Detail Preferences Select Content Path i
Content Selection
Content Path  Classic Introduce ' ’

Display settings

Show Title Show Date Show Option Bar

Print settings

Show in page  printviewer Show options

with |content-id Advanced Link

Advanced

Contextual Content Enabled @ Disabled

by content-id
Cache Management
Share contents between users & Enabled Disabled

i) | ancal|

Table 4.6. Content Detail Preferences

Details
Content Selection Select the path of the content that you want
to show by clicking the icon.
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Field Details

Display Settings

Allow configuring Title, Date and OptionBar
visibility.

« Show Title: Specify whether the title of the
content is displayed or not.

* Show Date: Specify whether the date of
the content publication is displayed or not.

« Show Option Bar: Show or hide the
Option bar used to show the print link.

Print Setting

e Show in page: The content is shown in
the page.

* with: Parameters contains the content
path.

Advanced

When clicking on this link, the Advanced
pane will be shown:

« Contextual Content: If the Contextual
Content property is set as "Disable",
the Advanced pane is closed by default.
The content should enable “dynamic
navigation” that interprets the URL and
shows a content.

e Cache Management: Allows you to use
a cache shared between users to get
contents. By default, Share content
between users is set as "Enable", the
contents displayed in CLV or SCV are got
from one cache.

@ Note

Click the "=

icon to see a quick help pane for each section.

2. Click the plusicon next to the Content Path to re-select another content. The Select Content

dialog appears:
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=) Select content *

Content browser Content search form Search resutl

The path to the chosen content

Filler s -
L

T Generaldrives  «  Sies Managemenl . acme . webcontenls . sie arlifacis
= . Name Date Created Size
& Mavigation |E] Mavigation /21089 1:03 AM
- [F7] Foater 821089 1:09 AM
+ Foaler :
. |E] Searchbaox AZ1009 106 AM
+ ‘Searchb
|&] contact_torm_confrmation 26009 10:3T PM
+ contact forrm |
[E| newsletier_headar 2500 B4 PM
+ newsletier_he
] Logo A21009 1:04 AM
& ~ogo
IE] introduce S/2108 110 AM
Introduce
= [ Signin 411710 4:18 PM
+ Signin
¥ 2010
+ inks
t+ Ccalegones
+ ApplcatonData
+ Bvents
+ Shared Sile

+ Shared Utsers Space

3. Choose a folder on the left panel and a content in the folder on the right panel. The content
chosen will be displayed in the Content Path field.

4. Tick the checkboxes, including the Show Title box, the Show Date and the Show Option
bar box if you want to display the content title, the publication date and the print button like
the illustration below:

ECME Introduce[®— The title of the content
The publication-date of the content Prift Biittar

4

Welcome to Acme Corp

b Our see

5.
In the Print Setting area, click the g icon to open the UlPageselector dialog, you will

see Printviewer.

Click the Print button and the content is opened in the print viewer page.
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Example 4.1. Example

-3 she Group Dashboard [ Sie EdRor wary Kay ["Edip

ACME Introduce Conbent on Preview page
+

‘Welcome to

b= Print ) Clesa

http://localhost:8080/ecmdemo/private/acme/ printviewer?
content-id =/repository/collaboration/sites%20content/live/
acme/web%20contents/site%20artifacts/Introduce&isPrint=true
printviewer?: the print viewer page of the content.
content-id: the parameter containing the content path.

6. Click Save to save all the changes.

Content List Preferences. To edit the Single Content Viewer, do the following:

Procedure 4.9. Edit Content List Viewer

1. Turn on the Edit Mode and click the Preferences icon of a Content List Viewer.

COMPANY NEWS Content List Viewer E

-If Clic

ACME News 1
g 21, 2008 3:55:11 AM by root

Lorem ipsum dolor sit amet, consectetur adipisicing eit, sed do eusmod lempor incididunt ut labore e dolone magna aliqua,

ACME News 4
Aug 21, 2009 356:43 AM by 1

Lorem ipsum dolor sit amet, consectetur adipisicing eft, sed do eiusmod termpor incididunt ut labore et dolore magna aliguea.

ACME News 3
Aug 21, 200 3:56:1

Lorem ipsum dolor sit amet, consectetur adipisicing eit, sed do eismod iempor ncididunt ot labore 21 dolore magna aliqua,

ACME MNews 2

A 2z g 35544 A

uy

Lorem ipsum dolor sit amet, consectetur adipisicing eft, sed do eiusmod tempor incididunt ut labore et dolore magna aligua.

The Content List Preferences dialog appears:
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= Content List Preferences x

Canlunts salection

Modt @ gy Foider ) By Contants

Folder oo | €yic - @« Selectthe content -
Order by Pyblcaton date = folder path
Displry settings:
Hancler Atomatic Detection 7]
Tamplabs Tyl shmraCL U Template gompl -
_— Jrmm——— Advanced Link
Show Tite: Show Imasge 7] Show Summary 57
Showw Rafiresh Show Mare Link [ Shew RSS LNk |7 2
Ensbled @ Dmabled !
todar o 3
datai 1
content-id :
9 Enabled Disabled
Save Cancel
Table 4.7.

Field Details

Mode This mode is to select web content for list
viewer. There are two modes:

« By Folder: This mode allows you to select
a content folder in the Folder path field.

« By Contents: This mode allows you to
select by the content in a specific folder in
the Folder path field.

Folder path The path to a location of a folder that
contains the content.

Order by The field is selected to sort content in the list
viewer. You can sort content by Ti t | e, Dat e
created or Date nodifi ed in ascending or
descending order.

Header The title of all contents that are listed in List
Viewer.

Viewer template The template is used to view content list.

Paginator template The template is used to view each content in
the list.

Items per page The number of items will be displayed per
page.
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Field Details

Show image The option is to show or hide the illustration
of each published web content/document.

Show summary The option is to show or hide the summary
of each web content/document.

Show header The option is whether to show a header or
not.
Show refresh button The option is whether to show the refresh

button at the left bottom of this page or not.

Show title The option is to show or hide title of each
published web content and/or document.

Show date created The option is to show or hide the created
date of each published web content/
document.

Show link The option is to show or hide the link of web

content and/or document.

Read more The option is to show or hide the Read more
to read all the content of a web content and/
or document.

Browse the documents or web content of an available site by clicking the

<+

icon next to the folder path field.

If you select the By folder mode, select an available site on the left, then select a folder that
contains contents (documents and/or web content) on the right by clicking the folder.

If you select the By contents mode, select an available folder from the left panel, all content
in this folder will be listed on the right panel. Click a content on the right that you want to add
to the content list. A message informs that you have successfully added it in the Content List.
The selected content is listed in the Content List.

Enter a header for the content list in the Header field if desired.
Select a template to display the content list in the template list.
Tick/untick the options that you want.

Click Save to save all the changes.

4.4.3. Publication Process

After a new content is created, it is saved as draft and you can easily to publish it on your site.
The publication process consists of four steps:
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Request approval - Approval - Stage - Publish

If you do not have the right to approve or publish content, you need to send an approval request
to have you content approved and published.

If you have the right to approve or publish a content, you do not need to send a request approval.
You can yourself publish it with the Stage step immediately.

Request approval
When a new content is created, it must be approved before publishing by clicking Request
Approval on the action bar of the Content Explorer or clicking Pending in the Manage
Publication form:

= Manage publication X

» Revision ¢ History
— Revision travel

Status:

‘/ —_— v _—
Draft Pending Approved Staged

— Schaduled

from to

Revisions Date Author Status Action
Revision: travel Dec 6, 2010 4:26:46 PM root Draffcurrent revision) T\

Save Close
Approve

To approve a content, clickApproveon the action bar of the Content Explorer or click
Approved in the Manage Publication.

Stage
Stage enables you to publish a content in a period. After selecting the publication schedule
for the content, it will be automatically published as the schedule.

To publish content for a stage, click Stage and click From/To to open a mini calendar and
select the date to publish.

To publish your content indefinitely, you should not set time in the To field.
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+ Revision | » History Click

— Revision test !
Status: - i
J—uU—0U 22 i
Draft Pending Approved Staged| Published
Start date of publication End Date of publication
— Scheduled ¥
fmmli | I o
B R e S HH B ST B S R TS ST 3 Aathor =
— 4 d December - 2000 Bk = =
= john Staged[current revision] L®]
B i3 M T W T F 5
1 2 3 4 I R I
5 B 7 @& 9 11 —
«— Mini Calendar
12 13 14 15 16 17 18
19 20 2 2 2B M X
X X7 28 ¥ 30 3
17:21:37

Publish

A content will be published when you have completed the Stage step.

Draft Contents Approval-waiting Contents Publication-waiting content

[ Wy Draft Content Waiting For My Approval
me 1he number of contents | |€zue=Click

4.5. Content Inside Categories

You can create new contents in any folders or directly in a CLV with Incontext Editing. However,
creating contents inside a category helps you easily and quickly manage and publish them.

4.5.1. Categories in eXo Content

Categories are used to sort and organize documents to ease searches when browsing documents
online. After creating a document, you should categorize it by adding it to a category.
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Alternatively, creating documents directly in categories automatically creates links to them within
the category. When you browse the category, the referenced documents will be found and
displayed as children of the category node.

Categories are stored in the JCR itself .

45.2. Create a Content

This section will show you how to create a content in a category.

Procedure 4.10. Create a content

1 Goto Group — Content Explorer and select a drive. For example; Acme is available as
a drive in the following illustration:

Conzent Explaner

| & K ! N
o A sy A U
e —= - = Ducunsnd litks Craalad dats Audhar Lzt Lisar Rakus
17 [ — 1A 411 Py
-5 Bishess ]
el H El acwemnews1 121140 4:11 P
o - .
k- [, ACKE Mews 1 o [E, acE pews 2 12N 411 FH
! L]
5~ [FE, ACKWE Mews 2 L ACHE fiown 3 1JLNLD 411 PN
& [FE, ACWE Mews 3 Bl ACHE tews 4 10D 411 P
B [E, AL Mews £ o, 4| spoes 12114 4:11 P
i Sports {1 Teahnoioay 12LNLD 411 FH
§ Technooy ] weorm 12LNLD 411 P D

-t— Select category

All s W

v Cruned by me
b Favvias

b Hiddemn

2. Highlight a category in the left pane and click the Add Document button to create a new
document under the selected category (see Section 4.7.4.2, “Add a document” for instructions
about how to add a new content). The new content is a symlink.

[ [ fgraduaticn =

| 25 Al categarny | Adid Documentl i Uplosd
= Document bde Created daie PAarthor Last User Sixtus

BCme HE 8 r
. I L2010 3:22 PM mary mary draf
MNew Content

|24 | cmouason |';\='|
- [, Postgracuate

@ 1 Category chosen

e [ ACME e 1 . ||to add a content
5[], ACME Meves 2 a
- [, ACME Mews 3 q| o
& [E ACME News 4
E-§ | Spois
Technokgy

Click the symlink to view the content.
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4.6. Dynamic Navigation

Dynamic Navigation enables you to set a parameter to configure the portlet by URL. This means
that the URL containing the content path can be dynamically changed.

This section shows you how to use Dynamic Navigation in eXo Content.
Procedure 4.11. Access Dynamic Navigation

1. Turn on the Edit Mode and hover the mouse cursor over either an SCV content element or
a CLV content element, and then click the Preferences icon to open the preference form for
SCV or CLV respectively.

2. Show the Dynamic Navigation pane by clicking the Advanced link at the bottom of the
preferences window.

Example 4.2. Dynamic Navigation in SCV

= Content Detail Preferences X
Content 5election

Content Path Classic Introduce v

Display settings

]

Show Title Show Date Show Option Bar

Print settings

Show In page printviewer 3
Dynamic Navigation

with |content-id

Advanced
am: El ation
Contextual Content Enabled @ Disabled 2
by content-id @
Cache Management
Share contents between users @ Epabled Disabled
| Save Cancel
Table 4.8.
Field Details
Contextual Content e Disable: Means a single content will be
opened by an URL containing the Content
Path.

« Enable: This portlet is configured with
the provided parameter (content-id by
default).
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Details

By

This parameter is the key in the URL to let
SCV know which is the path in the current
URL. It is editable when Contextual Content
is enabled.

For example, open a single content with the Content Path ACME Introduce. The URL of the

content is the following:

http://example.com:8080/ecmdemo/private/acme/printviewer?content-id=/repository/
collaboration/sites content/live/acme/web contents/site artifacts/Introduce&isPrint=true

Example 4.3. Dynamic Navigation in CLV

Mode
Folder path

Order by

Advanced

9 gy Foider U By Contants
Evants -
Publcaton date =

Duscandant @ Ascendant

| (R p—CTY, p——— -

e
1]

Show lmage

Shewi Dt

Shaow Mare Link

Automatc Detection 7] z

Dynamic Navigation

7 Showr Summary
Shew Link

7] Show RES Link ] i

VIgEton
Canteztua Faidsr

Shows in page

Enabled % Disabled
Foiderid

datal

=mnd == Parameter containing the single content path

44— Parameter containing the folder path 1

Share conbents between
e

Table 4.9.

9 Enabled ' Disabled

Corcel

Save | |

Field Details

Contextual Folder

» Disable: A single content will be opened
by an URL containing the Folder Path (for
CLV).

e Enable: The path of content list (Folder
Path in the Content Selection path) can
be dynamically changed by URL.

By

This parameter is the key in the URL to let
CLV know which is the actual path in the
current URL.
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Field Details

Show in page A single content in CLV will be shown in a
selected page. You can choose any page but
you should take one with a Content Detail
Portlet. The Content Detail Portlet should
enable “dynamic navigation” that interprets
the URL and shows a single content.

With This parameter is the key in the URL to let
SCV know which really is the path in the
current URL.

4.7. Content Explorer

4.7.1. Access Content Explorer

Content Explorer is used to manage all site documents in different drives. Content Explorer offers
network access to the content, regardless of where the user is located. By default, any user can
access Content Explorer but only users holding particular roles can perform actions in Content
Explorer.

Procedure 4.12.

Go to Group - Content Explorer on the administration bar:

D — Site Group | (i Dashboard [ Site Editor

Content Manager's pages Welcome: root I

Content Explorer
MNew
Newsletters

A list of all drives (organized into the groups; Personal drives, Group drives and General
drives) is displayed:
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Content Explorer | Huewsietizrs Form Buliger Adminskrakon
= |ICH ==l ! - o,

Padalicanion Cadlabaraliog System

o owd Feder | 2 e Dooumer | W oploee Ta
w — Ue =
Sites Managemen 'S
[l ¢+ GENERAL ORMNMES
Er 45 arma -
%& dusse Show Drives I_' tg zeme 't;j zlassic E roll=Ecrznn j DOME AemiisT=Han
B 55 mrarea s , . ; )
R £ Exenls I.',-'El Sl Manayenenl h’ﬂ Sharen Groups Spaue .[7-3 Srersd Sy
o, E.i Shamd JsRrs Snach [h‘i Trach
+ GROUP CRIVES
- -rEr forganzaton ! (o o N A TE" J plasonn ! users E._ Jplatom)
Al ems o [RETET ERE N sul-vorinbukors
v Cound by me Bsiive- ]
ko hayonles
b Hidden
v PERSONAL DRNES
RAhicr By Type iy
i '] :
P — L Pl =h P
b Locomenis
b Images
+ Music
LI

Personal drives:
A Personal drive is the working space of a user. Within this space there is a Private

drive which is locked to anyone but the user and a Public drive for shared resources and
collaboration.

b PERSOMAL DRIVES

é:' Private é—“ Public

Group drives:
A Group drive is a working space for all members of that group.

In the following example, the user root joins in three groups : executive-board,
administrators and users so he has the right to access these groups' drives.

+ GROUP DRIVES

L. [ organization / L5 [ platform / L. | platform | users L5 [ platform /
- management / A administrators - " web-contributors
executive-board
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General drives:

A General drive is the working space for all users, however your access rights in different
drives depends on your role. If you access in an administrator role you can see all drives,
otherwise, as a web-contributor, you can only see some drives.

4.7.2. Drives

4.7.2.1. Private drive

Private drives contain personal data of registered users. Hence, only these individuals can

access data in this drive type.

Eonlanl Explor

& [ Curranl node
i S Flder | g Ak Duumen, | W olvad ,.! Ay Lirk

Mame

Privans t

B Doaineis 5

1.p Fanmrizs E

Folksanomy
B wusic o
- Fidues sl
Bl Semiches

® | videus

Folders

ke fime

There are some default folders set up to store a user's private resources.

= WEOEY

'ggﬁ Add Folder I_=.f‘= Add Document

By selecting the Actions tab, you can:
» Create a new folder.

» Create a new document.

Upload file from your devicef.
e Add Symlinks.

Overload Thumbnails.

» By selecting the Collaboration tab, you can:
Blm|::|m[ & @) = fexo documents/eXo news
Admin Info Actions

& Watch/Unwatch this document "% Tagging this document
%

U Upload LQ Add Sym Link

[ & Add/Edit localised conbents

| Wote for document
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Watch/Unwatch a document.

Add tags for a document.

Set multi-display languages for document.

Vote for a document.
» Comment for a document.
» By selecting the Search tab, you can:
e Perform a simple search.
» Perform an advanced search with more constraints, add new query to search.
» Search by existing queries.
 In addition, you can:
» Set up your browsing preferences.
» Cut/paste, Copy/paste, Delete a node.
» Lock a node.
* Rename a node.
» Use the view WebDAV function to view document content.

» Download documents (folders) to your machine.

4.7.2.2. Public drive

=0 < i ! -

= . L ' y - 4 Lo Bl o . PRE Artions
| ] A Fulds | &= A Docamenl Liplosd I'j Crevtlosd Bhunial s wd Sam Lk |-1—

Pl HE

=

Lo
T No Initlallzed falders
oy

There are no default folders in a Public drive, but users can create any folders they require.

All actions available to users in Private drives are also available in Public drives.
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4.7.2.3. Drive of a specific group

Group drives have two default folders, but others can be added as needed. Users can utilize the
same actions as in Private drives, the only difference being that only users in the drive's owner
group can access the drive.

[« [ = ¢ -
I D@ Audeoider | o Aud Document il Uploax I3 Uverioa Fumbnal [ ! 9 Lk Aclions
# plarbare i ussrs T
| Dutumets [
: (| Srarecham il
= Couenls St aa
I l."
Falders

4.7.2.4. Shared Users Space drive

o ExXplorar

£ | cument nocde

] gy A Fnkser _.2: A THEmerT | A Lpiaesd Tak Cuarioan Timhnail | og A Sym o ink |-|— Actions

Shared Uscrs Space H= A
Emn —

wmes
™1 Prisiria: Puzile
|ahn
- mary %
(50

(17 ) B R |

e

F- Fivae
B Fubli:

=S feldors

By default, there will be a list of all existing users, each user has a folder with their username.
Each user's folder includes two sub-folders (private and public). You can see both your private
and public folders here but you only can see the public folder of other users.

« In this drive, you can:
» Perform all actions that you can do in your private drive.
» View nodes from public folder of others.
« In this drive, you cannot:
* Add a folder/document in a root node.
+ Add a folder/document in another users' folder or to child nodes of this folder.

» Add folders/documents to the top-level folder (the one bearing your username), only in its
child nodes public and private.
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* Rename a default folder.
» Lock folders belonging to another user.

» Delete a default folder.

4.7.2.5. Show/hide the sidebar in a drive

The sidebar is used to show nodes like a tree or show the related documents, tags, clipboard
and saved searches.

You can show/hide the sidebar in two ways:

1. Procedure 4.13. Method 1

Click the "= icon to open the Preferences:

= Preferences x
Sort by | Alphabetic | S| |Ascending | % |
Show Sidebar Enable Drag & Drop
Tick/untick
Modes Per Page |2[] ~
Advanced
[ Save H Close ]

2. Untick the Show sidebar checkbox then click Save.

The drive will be displayed like the illustration below:

C_lf_'\ 1 foot .

s R . T o Li Open preferances
Ly Akl Pl | e kI D W Upksn Ta Cwavioai Fumbngl gl #00 Sy Lire IS _'_"D

Pruane Pl

3. To show the sidebar, tick the Show sidebar checkbox in Preferences.

2. Procedure 4.14. Method 2

1. Click the Expand icon to hide the sidebar:
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Shared Use -

Je— — [ ﬁl + GEMERAL DRIVES

= | =

L Puble 1 Bm- Bm Bm Qmumm
-1 e b Ewe Sites Shared Gioy Shared Site
- e = H nis B Management B s Space E

B mary o, || o) Shawd Users Space [ T

- o

+ GROUP DRIVES
- 1 1 1 nmantzation / J plattom J adminksstars  platinm | sers ! pilattom J

All llzms. i C' management | g & @w:hmnh'bm
P —T—— ﬂ e the-hnand

n B Click

b Hidden

b PERSONAL DRIVES

Filser By Type o

¥ Contenl E Privaze ﬁm

¢ Documenis

b Images

b Music

+ Wideo

2. Click the Collapse icon to reveal the sidebar again.

4.7.3. Views

There are many drives in the Content Explorer. Each drive has different views that allow you to
look at the data in the drive in a particular way. Each view has various actions available on tabs
in the viewing pane.

eXo Content offers four ways to view nodes in a specific folder and show the corresponding actions
on the Actions bar.

Section 5.2.2.3,
“Manage Views”

4.7.3.1. Admin view

In this view, each item in the list includes the following information: Nane, Date Created, Date
Modi fi ed, Omer and Ver si onabl e and Audi ti ng. This information will help you manage nodes
more easily.
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l Contenk Explorcr Measictiers Fanmi Bulkicr Adminstraon

Be—a-—+—— amin view - o
- Artinns
| Admin it Actians [«—Tabs 11.
@ Wanage Veraons E Wunaye Helalons | E Klaraye Aciong '-::.':M.'u'.'ﬂnuzl-'mp!ﬂ.ns @ =xput. Mod= ‘\é}f‘) gl e [ " @l
Py | we= | . T Hame Varsionable Crarmr [ e secatiiet Dte Cranted
- S|y ® Coomens fse LU 4:140 PR L 410 B
! 1 pooumens = il Facnies iss LHLULD 4140 FRY LALLLY 4100 Bk
"'lli Fvoithi = & Folsonany s 1210610 4:10 PR 12410 410 TR
=] Fobesnnnry B M Rsa 121010 4:10 PR 1RELD 410 PR
i A Wi i = Hcures lase 1L 4:140 PR L2000 410 FH
i Bl neurs B & serches Eisa 121020 4,10 PR L2000 410 2
¢| ) Scarches B vdens Fsa 12/10¢10 4:10 PRI 12010 4:10 PR
l E, YWdons
=

You can sort nodes based on node information by clicking the label of the corresponding column.

-

The * icon indicates that nodes are ordered in ascending order and the icon means nodes

are in descending order.
4.7.3.2. Icons View

In this view, nodes in a specific folder will be viewed as icons. The name of each node will be
shown under its icon.

Al [« T o pictures - o

i ee—— :
DS Administraticn an é: T mH T mH
e = ﬁ =] ﬁ ||
H: Ll 2 = Hawar e raturelipg Hatureljpg Habure_Mourtar..
@[ eenm
2 Feums £
L) Hawaii o o
Lt name o I
L] Matwrez

L @ Malure_Mounitains g

4.7.3.3. Thumbnails View

With Thumbnails view, nodes in a specific folder are viewed as icons bounded by frames. Name
of each node is shown under its icon.

|W Nawsltars o Aulkr  Adminitration
sq < = - &,
Thumbnail view

ﬁ Ackd Fukde G. Ak Cogamsen| | '*. Lphasd Cromihinadd Uk ail ] A Sy ik Iﬁl

B Ow B R EE

Docimerls Favidiles Fokzanonsy s Piclras Saadies Mideas

Privata i

-|R_, RTINS

M

--olp Favartos
~-[ga Folksnnomy
.i duse

S eictwes

nl

P«

m |} Seamhes
= wideos
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If nodes are image files, their thumbnails will be shown as so:

|'E &« [Ty SPicluresMature Pictures -

e W

|l Madroier | | b add Cocumen: 0 uplcad | [T§F Dveriond thumbnail [ Add Sym Lk

Private i 3 L P e g -— "
= Plctures T| Ciesd
=34 Marture Fictures L] ! — —-_—

BH| &0 tumbnalls = sy thombnails Hawaii g mabure 1 jpg Maturel jpg Habure_Mounkam,,
~-1E | Hawailypg
: % | neturel.jog
~-1% | MatareZ jpg
'--1% | Mature_Mourrains|

Additionally, when in this view, you can overload a thumbnail image for a node. For example, if
you want to add a thumbnail image for the Digital Assets folder, do the following:

Procedure 4.15.

1. Select afolder (on the left or right panel) that you want to add a thumbnail image.

2. Click the
E Crverload thumbnail

icon to open the Add thumbnail image form.
3. Select an image from your machine to use as a display icon for the selected folder.

4. Complete adding a thumbnail image by clicking Save. This node will be stored in a
exo:thumbnails folder.

5. Back to the parent folder (folder Pictures in this example) that contains the selected folder
to see a icon used to display.

4.7.3.4. Cover Flow View

This view is defined as a dynamic view with side-scrolling views of nodes in a folder. In this view,
when a node is selected, its name is set with bold effect to set it apart from others.
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| Contani Beplorer | Newsiemers  Form Duider  Adminksrason
= E | & |59 = - =N
—Cover Flow Wiew
g fad=oider || £ S0 Documem: | | Uplaze m e Sym Link e
| Private | i | s

!
r . Documemns —_

"';'" Favunles

.. Fokscnonmy
L5
& Mk .
5 P o, i

=
L Searches

B T

B videos

=

Al tems oy
- -
b Favonles
* Hitden

4 Documents Favorites Fa]ksan.omy Musle Plctures

If nodes are pictures, they appear as:

Hawaii.jpg naturel.jpg Nature2.jpg Nature Mountains.jpg

If nodes are documents or folders, they are displayed as:

Documents eXo DMS exXo:ecm Pictures

You can move from one node to another in one of three methods:
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* Use the mouse wheel.
» Hold and move the yellow circle button to the left or the right.

« Click the folder/document name that you want to select.

4.7.3.5. Slide Show View

In this view type, pictures in folders are viewed in a slide show.

To view pictures in the slide show, click the == icon:

‘EC‘- )

o

,-.
i
INEE
Y

B i

ol

The Slide Show view automatically show all picture nodes. Users can control this slide show by
clicking the below buttons:

Table 4.10.

Button Function

m Go to the first picture node.
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Button Function

View the previous picture node.

Pause the slide show.

View the next picture node.

View the last picture node.

Continue viewing pictures node.

4.7.3.6. Timeline View

This view enables users to view all hodes created and uploaded by time. To use it, click the
icon.

All the nodes that were created and uploaded will be displayed in a timeline:

BOHEnNE

—
“_,-.11' Add Folder imeline view

You can click directly on the node hame to view its content in details.

W Name Date time
Today
7| Ferestipg 2/25/10 10:29 AM
= Green Sea Turtle.jpg 2/26/10 10:28 AM
= Waterfal.jog 2/26/10 10:28 AM
= Forest Flowers.jpg 2f26/10 10:27 &AM
Yesterday
Look More Beautiful With Longer Eyelashes 2/25/10 5:36 PM
Communication Skils 2/25/10 5:55 PM
You can also click the icon to mark your item as favorite or the “ icon of a favorited node

again to remove it from favorites.

4.7.4. Actions

Actions appear as tabs on the action bar of the Content Explorer pane. They are managed by
administrators. The actions visible to any given user will depend on their role permissions and the
tab and drive they are browsing.

This section discusses the actions available in eXo Content's Content Explorer and how to use
them.
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4.7.4.1. Add a category

This function enables you to add a category to a node.

Do the following to add a category:
Procedure 4.16.

1. Choose a node to which you want to add a category.

2.

Select the i’ L button on the action bar and the Add Category form appears:
|= Add category | X |
Category Mame ]f
(save ) [ Cancel |

3. Enter a name for the category in the Category Name field.

4. ClickSaveto create a new category or Cancel to quit from this form without adding a category.

4.7.4.2. Add a document

There are several types of document in eXo Content, includingFile, Article,Podcast,Sample node,
File Plan andKofax.

The table below shows nodes types to which different document types can be added. The rows
indicate what the node in the left column can be added to. The columns indicate what the node
at the top can contain.

Table 4.11.
File Article  Podcast Sample File Kofax Content Docume
node Plan documen folder folder
File V) < & V V V V <
Article @, ,@, ,@ ,@
Podcast @ V] V 9 V V V <@
sample @ © © ©
File Plan @, ,@ @, @, @, @,
Kofax 9 v 9 9 9 V V
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File Article  Podcast Sample File Kofax Content Docume
node Plan documen folder folder

Uploaded @ /] /] /] /] /] /] /]
file
Content ,9, 0 0 ,& a, a
folder
Document 0 Q @, 0 0 a
folder

Do the following to add a new document:

Procedure 4.17. Add a new document

1. Select a folder from the left panel where you want to add a new document.

2.
. B. Add Document .
Click the button on the Actions bar.
BHolc© =/
Admin Info Actions
gl Add Folder | B_A.dd[)uu.nﬂt | il Upload | [ Add Sym Link |
3. Select the document type (template) that you want to create from the drop-down list ( Article

is selected by default).

Each document (exceptArticle) must be added to categories when being created.

Procedure 4.18. Attach files to a document

1. i

Select a document that you want to attach files to and click the — Uplead 1y ,tt0n on the
Actions bar.




Actions

The Upload file form will appear.

L= [ 2¢

Delete the form to upload
Mams [ ] \ |
Eelecta;ﬁamln User Guide en.pdf I m‘- Delete the

uploaded file

List Taxono

A uploaded file
Open the form to uploa

Mame [ i +
_ Browse
I
List T
ist Taxonomy +Add a category

l Sawve H Cancel ]

2. Enter a name into the Name field, otherwise, the Name field is automatically added with the
name of the file.

dt
Click Browse to select the attachment file. You can click the icon to add multiple files.

4. Click Save to attach the files or Cancel to quit.
Procedure 4.19. Create a new File document

1. Follow the steps in Add a new document to open the Add New Document form, then select
File from the Select Template drop-down list.

The Add New Document form will be displayed.

2. Enter a name for the file document in the Name field. Some special characters cannot be
used in the Name field: @ #% &*()“"':;[1{}/!

3. -~
Click the | ™ . icon to see the Mime Type list and select one. There are two types of File
document for you to choose:

« text/html: When creating a text/html File document, you can input source code (HTML, for
example) in the Content field. After being created, the desired content will be generated,
then you can see both the inputted source code and the generated content in that
document.

« text/plain: After being created, the content will display exactly what you entered in the
Content field.
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4. Input a value in the Content field:

« text/html: If chose to create a File document with source code and then generated content

. . Source : . .
(inStep 3), click the button in the editor bar. In this mode, only theSave,

New Page and Preview icons are available. Click the L4 icon to preview the generated
content.

 text/plain: If you selected text/plain type in Step 3, the content field will be displayed like so:

Select Template [ il

-
=

MName [ J-

Calegories s

Mime Type | bext/ plain

| €x

£

Language | gp

Content
Title l J-'-
Description l J_._
Creator l J_|_
Source [ ]4_

Save as Draft [ Close

5. Fill values in all the fields, includingTitle,Description, Creator andSource.
Click the plus icon to open more fields.
6. Click Save as Draft to create a new File document.

After being created successfully, a text/html File document will be displayed as:
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- \iew as HTML || k View as Plain text

Hard Work and Success - One Follows the Other

The common sense point here is simple -- and sobering for those who are looking for
career success shortcuts. Be willing to go the extra mile. Create custom resumes for every
job for which you apply. Once you get a job, work harder than others. Vohmteer for
unpopular jobs -- and then do a great job. Yes, if vou want to become an outstanding
performer, it's important to be alifelong leamner, set and achieve high goals, and get
orgamized. But it's also mportant to do something a lot simpler -- and totally in vour
control; be willing to work hard Hard work will help build vour brand and put vou at the -

m

You can see both the original and rendered views in the respective tabs at the top of the
window:

| * View as HTML + View as Plain text

Hard Work and Success - One Follows the Other%20

<p>The common sense point here is simple —- and sobering for those who are
locking for career success shortcuts. Be willing to go the extra mile.
Create custom resumes for every job for which you apply. Once you get a jeob,
work harder than others. Volunteer for unpopular jobs == and then do a great
joeb. Yes, if you want to becoms an ocutstanding performer, ic&fdf;s important
to be a2 lifelong learner, set and achieve high goals, and get organized. Butc
ic&#3%;3 also important to do somecthing a lot simpler —- and cotally in your
control; be willing to work hard. Hard work will help build your brand and
put you at the top of the promotion list, and bottom of the layoff list.</p>

Procedure 4.20. Create a new Article

4.

Follow the steps in Add a new document to open the Add New Document form. The Article
type should be selected by default. If not, select it from the Select Template drop-down list.

The Add New Document form will be displayed.

Input the name and the title of the Article in the Name and Title field, some special characters
cannot be used in the Name field (@ #% &* () “':;[1{}/D.

Enter some content in the Summary and Content fields.

Click Save as Draft to save the entered content or Cancel to quit without saving.

After being created, the new added Article document will appear as so:
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~  eXo news

= Summary :

eXo at the "Solutions Intranet” Event in Paris - May 5th &
6th

|* Content :

eXo will attend the "Solutions Intranet et Travail Collaboratif™

event on May Sth and &th in Paris. Come to meet us to talk

about Intranets and Collaborative Solutions eXo is offering. It
N ET also will be a nice oppertunity to share about industry trends and

new eXo developments.
LABORATIF

[& Links :

47 Attachments :

Avg. Rating: 0.0 Votes: 0
The Links section is used to list all its related documents. After adding relations for a document
you can click these links to view the content of the related documents.

The Attachments section is used to list all its uploaded files/documents that is attached with the

Article. You can remove the attachments by clicking the m icon.

@ Attachments :

his attachment file

For more details about how to add an attachment, seeAttach files to a document.
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Procedure 4.21. Create a new Podcast

1. Follow the steps in Add a new document to open the Add New Document form and select
Podcast from the Select Template drop-down list.

The Add New Podcast form will be displayed.

Table 4.12.

Field Details

Name The name of a document. This field is
required. Some special characters (@ # % &
*()“':[1{/)) are not allowed.

Title The title of a document.

Categories The categories of a document.

Link The link to the source path of the uploaded
media file. This field is required.

Author The author of the uploaded media file.

Explicit This field is used to indicate whether or not
your Podcast episodes contain an explicit
content.

Category The category of the uploaded media file,
example: music, film, short clip, etc.

Keyword Keyword allows you to search your Podcast
files more quickly. You can use commas to
separate between keywords.

Publish date The date when an episode was released.

Description Information about the uploaded media file.

Mime type The type of the uploaded media file.

Length The length of the uploaded media file.

2. Entervalues for the above fields. To upload a media file, click the Browse... button and select

the media file from your machine.

3. Click Save as Draft to finish.

E:] Existing Names
Document names can be the same as an existing document. When a new
document is created with the same name as another document, the new name will

have an index added (e.g:test [2])
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Once created, a Podcast will appear as so:

Podcast: Sad Angel
Title: Sad Angel

Link: youtube

Author: Igor Krutol
Explicit: no

Category: Piano
Keywords: Instrumentals
Publish date: April 16 2010
MimeType: audio/mp3
Length:

Description:

An amazing piane mekody

Avg. Rating: 0.0 Votes: O

Podcasts can be listened to immediately, or transferred to another device.

Procedure 4.22. Create a new Sample node

4.

Follow the instructions in Add a new document to open the Add New Document window and
select Sample node from the Select Template drop-down list.

The Add New Sample Node form will appear.
Complete the appropriate fields.
To upload an image, click the Browse... button and select an image from your computer.

Click Save as Draft to accept.

After being created, a new sample node will be displayed like the illustration below:
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Node name Sampie-node
Title Sample node
Date May 19 2010

Date time May 21 2010 09:31:39

Description
One of the best cofieshop in Hamoi

Summary Content
A funky new cafe that can be a challenge for some 1o find. Tucked away in an alley off the busy Old Quarter street of Ma
May.This place has great and reaxing athmosphere to enjoy
coffee with friends.
Helathoms Attachments
- Best spots in Hanoi .odt - Hanoi tourguide.png @[
Avg. Rating: 0.0 Votes: O

The Relations area is used to list all related documents. SeeSection 4.7.4.15.3, “View Relations”.
You can click the links to view content of the related document.

The Attachments area is used to list all its uploaded files. SeeAttach files to a document.

Procedure 4.23. Create a new File Plan

1. Follow the instructions in Add a new document to open the Add New Document window and
select File plan from the Select Template drop-down list.

The Add File plan form will appear.
2. Fillin the appropriate fields of the tabs in the Add File plan form.

3. Click Save as Draft to accept creating a file plan.
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Tabs in the Add File plan form

The Name tab

Select Template | File plan

L]

- Mame |_> Record pruperties_ |_b Process properies
Wame [ ]«
Categorias @
Language |EI'I A
Hie plan note

saveasDratt || Close |

Table 4.13.
Field Details
Name The name of the file plan.
Categories The categories of your file plan. Select the
categories for your file plan by clicking the
+
icon.
File Plan note A Note can be added to offer further
information to users.
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The Record properties tab

» WName | - Record properies | » Process properiies
Record calegory identifier | .
D pasiion amhority | #
Permanent record [True ¥ |*
indicator

Disposition instructions

Contains records folder [Trpe v |*
Default media type | Eectronic ¥ |
Crefaut marking list [pone ¥ |

Drefault originating *

organtzation
Vital record indicalor [ Tope v |
Wital record review period [One Minute v
Table 4.14.

Field Details

Record category identifier The alphanumeric identifier indicating a
unigue record category. This must be a
unique ID and if left blank will be created
automatically by the system.

Disposition authority A reference number to the regulations that
govern the disposition.

Permanent record indicator A type of record indicators which should
never be deleted.

Disposition instructions A readable guidelines on how the records
associated with the file plan will be
handled.

Contains records folder The confirmation is about whether the
records folder is contained or not.

Default media type The choice for preset media types which
are made available to simplify the data
entry for the record. This is usually set to
electronic orpaper.
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Field Details

Default marking list Handling and classification information
that are printed at the bottom of
the record, such as UNCLASSIFIED
orNOCONTRACT.

Default originating organization This option will set a defaultoriginating
organization. This can simplify the data
entry that needs for record keeping. It
assumes that the originating organization
is the same for all the information in the file

plan.

Vital record indicator This flag is to allow whether tracking or
reminding you of the record as essential or
not.

Vital record review period The choice for the interval of time between

vital record reviews.

The Process Properties tab:

F Mame [* Record properties || w Process properties

Process auteffs  True - ™
Event trigger =
Cuteffperiod  One Minute v

Cutoff on cbsalete  True -

Cutoff on superseded  Trug -
Processhold  Trye - ®

Hold period  Ona Mirute -

Discretionary Hold — True -
Process trarsfer  True - *

Default transfer lacation
Transfer block size
Process accession  True - *
Accession location

Accession blodk size

Process destruction  True -~ "
Save Cancel
Table 4.15.
Field Details
Process cutoffs The boolean data type is used to break a

process. If the process cutoff flag is set in
the file plan, the record is cutoff after the
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Field Details

Event trigger

Cutoff period

Cutoff on obsolete

Cutoff on superseded

expiration, or after it has been obsolete or
superseded, depending on the information
in the file plan.

The text data type is an automatic
executing code which is used to tell the
event to perform some actions.

The duration for the record -cutoff
performance.

The record is cutoff when it is obsolete.

The record is cutoff when it is removed or
replaced.

Process hold

Hold period

Discretionary Hold

This boolean data type is used when a
record process may be held before the
further disposition is handled.

The duration when a record may be held
after cutoff which is normally measured in
years.

The boolean data type is used when a
hold may be discretionary, such as after
a command change. So, the discretionary
hold flag allows the records management
module to track these manual checks.

Process transfer

The boolean data type is used to
determine how a record process will be
transferred.

Default transfer location

The text data type is used to determine
where a record is transferred by default.

Transfer block size

Process accession

The float data type is used to determine
in what size blocks for organizational
purposes that is normally measured in
Years.

The boolean data type is flagged when
a record which is held permanently must
be ultimately transferred to the national
records authority.

Accession location

The text data type is flagged to specify an
area for the accession transfer.
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Field Details

Accession block size The text data type is flagged to determine
the blocks size for organizational purposes
which is normally measured in years.

Process destruction The boolean data type is flagged if there
is any record to be destroyed. After that,
the record is marked in the Alfresco system
to be permanently destroyed so that all
information, metadata and physical traces
are removed and cannot be recovered.

After being created, the new File Plan will be displayed:
&5 File Plan Content: new File Plan

Record Category Identifier
Disposition Authority

Disposition Instruckions

Permanent Fecord Indicator krue
Conkains Records Folder krue
Default Media Type Electronic
Default Marking List MOMNE

Default Criginating Crganization

Murnber of Records n
w» Records l b Ohsolete Recards " ¥ Superseded Records " ¥ Vitals Recards L2
Record Id Record name Criginator Date Received Criginating Organization

Procedure 4.24. Create a new Kofax

1. Follow the instructions in Add a new document to open the Add New Document form and
select Add New Kofax from the Select Template drop-down list.

The Add New Kofax form will appear:
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Select Templale | gofax document

i

Mame | u

Calegories e
Language | gn o

Save as Draft ] Close

2. Enter a name for a Kofax document in the Name field. This field is required. Some special
characters cannot be used in the Name field(@ # % &* () “":;[1{}/D.

4
Select categories for the document by clicking the icon.

4. Click Save as Draft to create the document.

A newly created kofax document will be displayed like this:

¥ File wiew | = Document view

kaofax document name niew kofax document

Awg. Rating: 0.0 Yotes: 0

The File View tab is used to display all added nodes in that Kofax. All added files in that Kofax
are also displayed in the Document View tab:

¥ File wiew || » Document view

kaofax document name niew kafax document
Dovnlaadable File #1 system quide, pdf
Dowvenloadable file #2 B config, gif

Avg, Rating: 0.0 ‘otes: 0

Procedure 4.25. Create new Event

1. Follow the instructions in Add a new document to open the Add New Document form and
select Event from the Select Template drop-down list.
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5.

6.

The Add New Event window will appear:

Select Template | Eyant [3
Titke | *
Name | -
Language | en r
Location [ .
Google Maps 7

Slar dateftime |IJE|.I'2.'LI'2‘I:I].D

End dateitime |Eﬁl‘21l‘201l:'

URL |

Summary

Cancel

]

Enter a title for the event.

Enter the location where the event will take place in the Location field. Check the Google
Maps checkbox if you want the location of the event shown on Google Maps.

Enter the Start and End Date/time of the event.
Fill the Summary and Content fields.

Click Save to commit the event.

After being created, the event will be displayed like the illustration bellow:

Paris E;}
eXo-Big Event ) E:n znﬁm

eXo will attend the “Solrtions Iniranet et Traval Collaboratif™ event on May Sth and Gth in Paris.

eXo will atiend the ~Sohtions Intranet et Travad Collaborati™ event on May 5Sth and Gth in Paris. Come to meet us to lalk about Infranets and
Colaborative Solutions eXo is offering. It also will De a nice opportunity 10 share abowt industry rends and new eXo developments,

The event will be displayed in a website as:
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Events g msseaed

e Hig Fweni

— == eXowill siend he “Sokisons inwaned e Travad Collaborast™ event on May 56 and 6 in Pans.
B e Ly 0 010 2433 P

readmore

:u-am Event o4
el 10

eXo will atend the "Solusions infrans et Travad Collaboratl™ event on May St and &% im Paris.

i}wﬂﬂﬂhmmnmwwmmmwﬁnpmmumubﬂmmwmm
muqlamn Ealso will be a nice opporiunity o share and naw eXo & F

Avg. Raing- 00 Vot 0

4.7.4.3. Add afolder

You can create a document directly in a specific drive; however, adding documents to a specific
folders allows more effective document management.

There are two types of folder:
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» Content folder.

* Document folder.

(L] eXoDMs

-- eXo Documents

& exo:ecm

In the default Portal skin, the icon for a content folder node is displayed in blue and the icon for
a document folder node is displayed in yellow.

File and folder types in a folder

Content folder
* You can add a Content Folder into a Content Folder.
* You can add a Document Folder into a Content Folder.
* You can add documents into a Content Folder.
* You can upload files into a Content Folder.
« You can import subnodes exported into a Content Folder.
Document folder
* You can add a new Document Folder into a Document Folder.
* You can add File, Podcast, File Plan documents into a Document Folder.
* You can upload files into a Document Folder.
* You cannot add a Content Folder into a Document Folder
« You cannot import an exported a Content Folder into a Document Folder.

* You cannot import an exported Article, Sample node, Kofax into a Document Folder.

Procedure 4.26. Create a folder

1. Select the path to create a folder.
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2. =]
Click the Add Folder button on the action bar. The Add a Folder form is displayed:
Add a Folder x|
T¥Pe | Content Folder [ J&Click
Name [ ]t
3.

Click the | ™ .icon to see the type list and select a folder type.

4. Enter aname inthe Name field. This field is required. You cannot use some special characters
inthisfield @#% &*()"":;[1{3/Y

5. Click Save to create a new folder.

4.7.4.4. Add translations to a document

This function enables users to add multiple languages for a document. This action is similar to
adding a language.

By default, the Add translation button is not displayed on the action bar.

Enable this function by navigating to Administration — Content Presentation — Manage Views
. See Section 5.2.2.3, “Manage Views” to know how to add the Add translation button to the tabs
on the action bar in Content Explorer.

Procedure 4.27.

1. Select a document you want to add the translation for. For example, select an Article which
is inEnglish:
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Private =
El_ Content Folder

' Article fr

N Favorites
-l Folksonomy

': Music

Pictures
Rl

2. ) @_ﬂ;« Add Translation ) ] )
Click the button on the action bar. The Symlink Manager will appear:
Sym Link Manager »
Path Node T
[ Save ] [ Cancel
3.

an
Click the icon, then browse to the target document that has different language with the
first document. For example, the Article version in French.

|E| Choose Target Node x
Users » root S Private » Documents » Content Folder
Workspace | gollaboration v

Y MName Action
din ]

| | dfn

: articke-en

Hm | article-en e

5. Aricle fr || T i

4. After you have selected the document, click Save on the Symlink Manager form:
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EI Sym Link Manager x

Path Node collaboration:/Users/root/Private/Documents/Cor -

[ Save H Cancel

5. Select the document which you have added the translation to, then click the Relation button
on the sidebar.

You will see the available language for the selected document. Click the language on this
panel to view the document in the corresponding language version.

Languages List

- &n [Article fr)
- en [Article fr)

Relations List
Mo related document
References List

Mo related document

4.7.4.5. Add Symlink

You also easily add a Symlink for a document for the purpose of fast accessing the document
that you are looking for:

Do the following to add a Symlink:
Procedure 4.28.

1. Select a document that you want to point a Symlink to.

2. =
. | ) Acld Sym Link . _ _
Click the button on the action bar. The Sym Link Manager pop-up will
appear:
=] Sym Link Manager x
Path Node o
Sym Link Mame ®

[ Save H Cancel
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Table 4.16.

Field Details

Path Node The path of a link

Symlink name The name of the link.

-+
Click the icon to open the Choose Target Node form.

4. Choose the workspace which contains the node that you want to add a Symlink:

dms-system

e

collaboration
backup

dmssystem ________h______

portal-system
portal-work
wom-system

Click the @ icon in the row of the node that you want to add, the path of the node will appear
in the Path Node field and the name of the node is set by the name of the selected node.

You can also edit this name.

Sym Link Manager

Path Node | gms_system:/Documents

Sym Link Name | pocyments. Ink
[ Save ] [ Cancel ]
6. Click Save to add Symlink.
EI- |:5|m[ & [ o /Documents
fidmin Info Actiang
[fig Ao Foior :_a‘.mdbmm'l: | Undnaa ':nl.ddsyerlc
D45 Admilndstraticn a8 A ™ Hams Versionable Qwnar
H S B Do Ink falze et
T oo 8le e -
|0 g, Documents ok il Documents. nk
| -2 el bemplate 2
I~ =X0 DHS *
Br | =¥n Dotumens
B[ exocecm
Vigens

T =

Date Hodiled
RN 1130 AM

AU Q0 M

x|

Date Created
1A 11230 A

10100 10657 A
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4.7.4.6. Comment

This function is used to comment on a document (Note: you cannot comment for a File Plan
document).

Procedure 4.29.

1. Select a document that you want to add a comment to.

. ! Comment this document _
Click the button on the action bar.

The Add Comment form appears:

=] Wirite Comment X

C o | e i .
oM Elsouce | B 7 U sx|iS IS EEISESEESi|@ A 3R
_g" Style ~ | Format ~ | Font ~ | size -
*
=

3.  Add your comment in the Comment field.
4. ClickSave.

Comments are shown at the bottom of the document:
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Skills

Languages English

Summary :

Comrnunication skills play an irmportant part in our sUccess,

Content :

Being able to communicate effectively is therefore essential if you want to build a
successful career, To do this, you must understand what your message s, what audience
you are sending it to, and how it will be perceived. You must also weigh-in the
circumstances surrounding your communications, such as situational and cultural context,

[& Links:
A7 Attachments ;

Awg. Rating: 4.0 Votes: 1

Last cormment posted Dy ool st 857 AM. Wed, Jun 24, 20048
1 Comments Shom comments

To view your comment click the Show Comments link:

Last cormment posted by o gt 528 PV Thu, Jun 13, 2009
2 Comments Hide comments
Commeantad by o - tmaf: marry@localhost - 5278 A6 Thw, un 78 20009

This article is very useful for people who want to improve their communication skills,

You can edit your comment by clicking the = icon or delete it by clicking the icon.

4.7.4.7. Edit adocument

There are two ways to edit a document.
Procedure 4.30. Method One

1. Select a document you want to edit in the left panel.
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|_J.r Edit Document

Click the button on the action bar.

Or:

Procedure 4.31. Method Two

1. Select a folder that contains the document you want to edit.
2. Right-click the document you want to edit and select Edit from the menu.

The Edit Document form will appear. All information of the selected document will be
displayed in this form and ready for you to change except the Name field.

3. Click Save to commit the changes.

4.7.4.8. Export nodes

Nodes can be exported into either . xml or . zi p file types.
Procedure 4.32.

1. Select a node that you want to export.

2.
@ Export Node
Click the button on the action bar to show the Export Node form:

Export Mode x

Path to Export: fnt

Format: @ Document view
B System view
Zip: [
[ Export ] [ Cancel
Table 4.17.
Fields Details
Path to Export The path of the node being exported. This

field will be pre-populated.
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Fields Details

Format The format of the original node.

Document View Each node is a tag and properties of that
node are considered to be elements of that
tag.

System View Each node and each property of that node is

included in a different tag.

Zip If this field is checked, the node will be
exported as a .zip file.

3. Click Export and choose a location to save the exported file.

4.7.4.9. Import Nodes

Nodes that are in the . xn1 file format can be imported in to the JCR Explorer system.
Procedure 4.33.

1. Select the location that you want to import the new node to.

2. =

@ Import Mode

Clickthe = button on the action bar . The Import Node form appears.

(=] Import Node [x]

Upload File:

UUID Behaviour:  Create new -

Version history:

Format: @ Document view
& System view

|_tmport | |_cancel
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3. Click Browse next to the Upload File field and navigate to the file you want to import.

4. Select the UUID from the drop down menu:

Create new
A new UUID will be created for the new node.

Remove existing
The new node will be created in the selected path with the UUID it was exported with.

Replace existing
The imported node will replace the existing node and UUID.

Throw Exception
This option will display an alert informing you if you cannot import the file.

5. Click Browse next to the Version history to select a version to import.
6. Select a format.

7. Click Import to import the chosen version of the selected file.

4.7.4.10. Manage Actions

4.7.4.10.1. Add an action

Procedure 4.34.

1. Select the node you want to add an action to.

l}t Manage Actions
Click the button on the action bar.

The Manage Actions form will appear.

3. Select the Add Actions tab to open the form to add an action to the folder.
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Manage Actions
Create an Action of Type | oy 5. 3ddMetadataAction I$I'(—-C|ick
AddIEdit an Action
Id
Name *
Lifecycle |User Action
schedule
node_added
node_removed
property_added bt
Metadata [metadata:siteh'letadata u(—(:”(:k
Is deep
ModeTypes | |+ ('_l
Description
Affected NodeTypes | |.|. &
[ Save ][ Back ]

e

Click the | ™ .icon and select the type of action from the drop-down menu.

| exo:addMetadataAction

exo:addMetadataAction

exo:autoVersioning 1C
exo:createRS5FeedAction
exo:enableVersioning

| exo:getMailAction

| exo:sendMailAction

! exo:taxonomyAction
exo:transformBinaryToTextAction

Table 4.18.

Field Details

exo:action

This action is not supported.

exo:AddMetadataAction

exo:autoVersioning

This action adds metadata

This action automatically adds a version.

exo:createRSSFeedAction This action creates an RSS file.

exo:enableVersioning

This action enables versioning.
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Field Details

exo:getMailAction

This action fetches mail

exo:sendMailAction

This action sends mail.

exo:taxonomy/Action

exo:transformBinaryTo TextAction

This action creates categories

This action converts .pdf or .doc file types to
plain text.

5. Complete the required fields in the form for the selected action.

Table 4.19.

Field BEIES

ID The Id of action. This field is created
automatically and cannot be modified.

Name The name of this action. This name is internal
to the JCR explorer.

Lifecycle Select the lifecycle for this action. The action

will be executed depending on the lifecycle:

¢ Add: The action will be executed to a new
document, but not to a subfolder when the
document or the subfolder is created in the
folder in which an action has been added
to. It's also applied to a new document in
the subfolder of the folder.

« Modify: the action will be executed when
a folder /node is modified.

e User action: The action is executed
when right-clicking on the folder and then
selecting the action.

« Remove: The action will be executed to
a document, but not to a sub-folder in
the folder when the document or the sub-
folder is moved.

e Schedule: the action is done at specific
time. There are 2 schedule lifeless
types: period and cron. (See more about
Schedule lifecycle).
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Details

If you need the same action to be executed
in several lifecycles, you have to create
several actions.

6. Click Save to commit the action.
All actions of a node are listed in the Available Actions tab.
Once an action is added to a node it is automatically added to any child nodes of the selected node.

If an action added with the lifecycleuser action, it will be applied for the current node. And an
action added with other lifestyles, it will be applied for the child nodes.

E] Actions in menus

Not all actions are listed in a nodes right-click menu. Some will be performed
immediately when that action is added.

4.7.4.10.2. View Actions

Procedure 4.35.

1. Openthe Manage Actions form and select the Available Actions tab.

2.
Click the LG icon that corresponds to the action you want to view.

The details will be displayed in the Action info tab:
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Manage Actions x
[b Available Actions " » Add Action l + Action info
Action name GetMail
Is deep true
nodeTypeMame
Lifecycdle read
Affected ModeTypes
Protocol pop3
Host
Port
Folder Inbox
User name support@exoplatform. com
Description
store-path Users/root/Private Mail

Cancel

4.7.4.10.3. Edit an action

Procedure 4.36.

1. Open the Manage Actions form and select the Available Actions tab.

Manage Actions x

[v e A ctions " ¢ Add Action " b Action info

MName Description Instance Of Action Type Action
GetMail [exo:getMailAction] j
SendMmail [exo:sendMailaction] P 4

Close

2.
Click the -/v icon that corresponds to the action you want to modify.
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3. Edit the properties in theActions form:

|| Edit action

Action form

Id
MName

Lifecyde

Protocol
Host

Port
Falder
User Name
Password

Is deep
MNodeTypes

o TR

GetMail

GetMail o

schedule
node_added
node_removed

property_added | =

[ »

ipopd v

Imibone

suppoet Eexoplatiorm com

i

4. Click Save to commit the changes.

4.7.4.10.4. Delete an action

Procedure 4.37.

1. Open the Manage Actions form and select the Available Actions tab.

Manage Actions

lv PETE A ctions " » Add Action " * Action info

MName

GetMail

SendMail

Description Instance Of Action Type Action
[exo:getMail Action] /9
[exo:sendMailAction] /?

Close

Click the icon that corresponds to the action you want to modify.

m
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3. Click OK on the confirmation dialog box to delete the action.
4.7.4.11. Manage Auditing

This function logs property changes in nodes.

Procedure 4.38.

1. Select a node.

"‘Z‘Eﬁ Manage Auditing
Click the button on the action bar. The Activate Auditing message

appears.

b=| Activate Auditing X

Auditing has not been activated for this node

Do you want to activate?

Activate ][ Cancel

3. Click Activate to activate auditing on the selected node.

4.
"&‘Eﬁ Manage Auditing
Click the button again to view audit information for the selected node.

The Auditing Information list appears.

B Auditing Information X
Qperation Liser name Date Version
Property changed root 03012010 17:11:50 Mo wersion
Property changed root 03/01/2010 17:12:43 Mo version
Close

If the node has no audit information the form will appear like this:

B=| Awditing Information X

Operation User name Date Version

Close
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4.7.4.12. Manage Categories

4.7.4.12.1. Add a category for a node

You can add categories to document type nodes only:
Procedure 4.39. Add a category
1. Select the node that you want to add a category to.

l:.} Manage Categories
Click the button on the action bar.

The Add category form appears.

3. Select the Select category tab to show the available categories.

5| Add Category X

v Referenced categones | » Select category

Taxonomy Tree | geme v
Mame Action

+. 7 >

| 4 1| Worid (/]
+-3 | World "

L og i | Business /]
-3 | Business

1 @ B
3 ::_l Technology 4 | Technology @
] -E_I Spors ;-_I Sports @

Close

Click the & icon to add the corresponding category to the node.

Categories that have been added to a node are listed in the Referenced categories tab of the
Add categories form.

All nodes belonging to a category can be viewed by doing the following:
Procedure 4.40. View a category

1. Go to the drive that contains the category you have added. There will be a list of categories
available.
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2. Select a category you want. The documents in that category will be listed.

4.7.4.12.2. Delete a Category

Procedure 4.41. Delete a category

1. Select a categorized node.

2.
@- Manage Categories

Click the button.

3. Select the Referenced categories tab.

Click the W icon that corresponds to the category you want to delete.

4.7.4.13. Show/Hide a content

Nodes can be hidden or revealed as desired.
Procedure 4.42. Hide a Node

1. Select the node you want to hide.
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@"" HideShow conkent

Click the ©

A message box will appear with a confirmation that the node has been hidden.

3. Show a Node

To reveal

B@"" HideShow content

button again.

button on the action bar to hide the node.

a

4.7.4.14. Manage Publications

hidden

This function is used to manage node publication.

Procedure 4.43. Manage Publications

node,

1. Select a node (on the left or right panel) which you want to manage the publication.

2.
Click the

;ﬁ‘ Manage Publications

The Manage Publications form appears:

[l Manage publication

w Revsion |P History

— Revision article-en

button on the actions bar.

the

Status:
J R P
Drraft Pending Approved Staged 1hl
rScheduled
from 1o
Revisions Date Author Status Action

Revision: article-en

Dec 7, 2010 4:07:53 PM

root

Draftfcurrent revision]

Save Close

The Revision tab displays some basic information and the current state of the selected node.

106



Actions

_ S . b .
Click the =% icon to view the content of the node or click the icon to restore a version

(refer to Section 4.7.4.16, “Manage Versions” for information about versioning).
4. Select the History tab to view the publication history of the node.

5. Click Save to commit any changes made.

Important

See Section 4.4.3, "Publication Process” to understand more Manage
Publication

4.7.4.15. Manage Relations
You can use this function to create relationships between nodes

4.7.4.15.1. Add arelation

Procedure 4.44. Add a relation

=

Select the node you want to add a relations to.

ﬁ Manage Relations
Click the button on the action bar.

The Add relation form appears.

3. Select the Select relation tab to see a list of other documents.

Click the @ that corresponds to the document(s) that relate to the document selected inStep
1.

Documents linked to the original via a relation will be listed in the Relation List tab.

@ Relation Rules
* Relations can only be added to document and uploaded file node types.

* A node cannot have a relation to itself.

4.7.4.15.2. Delete a relation

Procedure 4.45. Delete a relation

1. Select a node that has links to related documents.
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ﬁ Manage Relations
Click the button on the action bar.

3. Select the Relation List to view the relations for the selected node.

Click the corresponding to the relation you want to remove.
5. Click OK on the confirmation message to delete the relation.

The related document will be removed from the list.

4.7.4.15.3. View Relations

Procedure 4.46. View Relations

1. Select a node that has links to related documents.

2. Click the relation button on the side panel:
Actions Collaboration

..l Add Folder | . Add Document

L

Private =+

=l UL

T

@D e

|mll|

-7, document 4

|_ ER0 Content |

|

@[ " exothumbnails

#-5.7 Favortes

@[ Folksonomy U
P Music | &
Pictures
# Searches

4

All nodes related to the selected node will be displayed in the left pane:

Languages List

- en (Nola Cafe)

- en (Mola cafe) E'
- de (New)
- ar (Mola) _g
- &n (Nola - Hanod)

Relations List *

- Best spots in Hanoi .odt

References List

Mo related document
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3. Click the name of the related node to view the document.
4.7.4.16. Manage Versions

4.7.4.16.1. Add versions for nodes

Procedure 4.47. Add version

1. Select a node to add a version to.

2. =] .
Ej Manage Versions

Click the button on the action bar.

The following message box will appear:

Activate Version x

Versioning has not been activated for this node
Da you want to activate it ?

Activate H Cancel

3. Click Activate to activate a version for the node.

4. Right-click the selected node and select Checkln from the right menu:

Private e £y
5 Pocmens |
‘E' 1.4 Add to favorite
| #) cony
~E ) 4 ot
- Delete
& % Lock
o
&] o | [#| Rename
(e Add Sym Link
All Ttems
. Ownl = Download And Allow Edition
» Fava .| CopyURL to dipboard

=
"-':'js-‘J Manage Versions

Click the button again to open the Version Info window.
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=] version Info @

[ | eXo documents

[ Version: 1 (Base Version) @ O

The node selected in Step 1 has been added as theBase version.

6. Right-click the node again and select Check out to obtain a version of this node.

4.7.4.16.2. Add and Remove labels for Versions

Procedure 4.48. Add a label

1. Select a versioned node.

2. =
i}i Manage Versions

Click the o~ - button on the action bar.
> 7]

Click the icon on the Version Info window to show the Add label field under the version

list.

Version Info [z]
] eXo documents
i Version: 1 (Base Version) @@
Add Label
Label [ =
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4. Enter a value into the Label field.
The label must be unique and cannot use special characters such as @, #, $.

5. Click Save to submit the new label.

Procedure 4.49. Remove a label

1. Select a versioned node that has at least one label.

2. —
) "'j‘] Manage Versions .
Click the button on the action bar.
3. $|
Click the = icon on the Version Info window to show the Remove label field under the
version list.
& Version Info X
'l eXo documents
[ Version: 1 [Important] [Interesting] [Document] (Base Version) ] Iﬂ
Remove Label
Select Label [[important =
| Remove || Cancel |
Close

4. Select the label you want to remove from the drop down menu:
Remove Label

Select Label Important :v |

Important
Interesting

5. Click the Remove button to remove the selected label.

4.7.4.16.3. View versions

Procedure 4.50.

1. Select a versioned node.
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Manage Versions

Click the button.

3. ]
Click the icon to see the current versions of the selected node.

[ Version Info E3
|~ eXo news M
&5} Version: 1 [important] [eXo] [news] [articie] e &0Om
[ Version: 3 v & ]
[ Version: 4 (Base Viersion) o/

-"II eXo news
Languages English

= Summary :

Document Management Systems (DMS) Overview

| " Content :

Document Management Systems (DMS) is the use of a computer system and
software to store, manage and track electronic documents and electronic images of
paper-based information captured through the use of a document scanner, The term
document is defined as "recorded information or an object which can be treated as a
unit”, Decument Management Systems allow documents to be modified and managed but
typically lack the records retention and disposition functionality for managing records.

4.7.4.16.4. Restore versions

Procedure 4.51.

1. Select a node that has at least two versions stored.

Manage Versions

Click the button.
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@Mml]'lh @
[l eXo news
4 Version: 1 [important] [eXo] [news] [article] v el & O m
2 Version: 2 vl & O m
£ Version: 3 o & O m
£ Version: 4 (Base Version) v O

3. Select the version that you wish to restore as the base version.

4.

Click the icon to restore the selected version

4.7.4.16.5. Delete versions

Procedure 4.52.

1. Select a node with at least two versions:

@ Version Info EI
[ eXo news
54 Version: 1 [important] [eXo] [news] [article] v el & O m
[ Version: 2 ol & O m
£ Version: 3 vl & @O
i) Version: 4 (Base Version) ¢ 0
2. Manage Yersions
Click the ! - button.
3.

Click the | icon corresponding to the version you want to delete.

A confirmation message will appear.

4. Click OK to delete the version or Cancel to quit.
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4.7.4.17. Multi Languages

This function is used to support users to add multiple languages for a document. Each document
can be displayed in many languages.

Procedure 4.53.

1. Select a document that you want to add language(s).

2.
. AddEdik localised conkents
Click the button on the Action bar.
The Multi-language form will appear.
bs| Muti languags x
..- Wirwy Imnguinge I + Add language
Languags | Engiishidefault) Click

view || setgetamn || cance

The View language tab contains a list of all languages. The default language for the
document will be automatically populated.

3. Select the Add language tab. This tab will be displayed differently, depending on what file
you selected. However, the area where you can add languages for document is the same.
The below illustration shows the Add language tab for a Sample node file:
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+ \iew language | w Add language

Language [ ... v

Set default

TEE [sample node .

hiame |sample-node .

Descliplion |gne of the best coffeshop in
Hanei

Dat2 [ngr1aron0

Dale e [nera112010 09:31°39

Upload image

_ this area is shown differently,
Mime Type (imagelpeg L depends on the filetype.

Summary |4 funky new cafe that can be a
challenge for some to find.

Content |Tycked away in an alley off the
busy Old Quarter street of Ma
May . This place has great and
reaxing athmosphere to enjoy
coffee with friends.

| save || cancel |

4. Select a language you want to add from the Language drop-down list.

If the selected language has not been added for current document, the content field will be
blank.

e (L

Tick to
Set default 4
= @*' set default Click

Select the Set default checkbox if you want to set your selected language as default
language.

5. ClickSave, you will be returned to the View language tab. Your selected language is now
added to the Language field:

You can view this document in the new added language by selecting the language from the
language drop-down list then click the View button.

To view the languages list of a document, do the following:
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Procedure 4.54. View the language list

1. Select a document that you want to view the language list, then click the Relation button

on side panel:
J’ Actions '| Collaboration
|l Add Folder | &Mdﬂumment | D
Private

gy

=--- eXo Content
E-D exo:thumbnails
m{_‘;- Favorites
- Folksonomy
i Masic

El'u: Searches

-

2. The list of language (and all related documents) will be displayed on the left panel:

Languages List BEE
- en (Nola Cafe) —
- en [{Nola cafe)
- de (New)

- ar (Mola) %
- en (Nola - Hanoi)

Relations List &
- Best spots in Hanoi .odt '&9?

References List
Mo related document

You can view the document in the new language by clicking the corresponding link in the
Languages List.

For more details about Relations, refer toSection 4.7.4.15.3, “View Relations”.

4.7.4.18. Overload Thumbnails

You can overload a thumbnail image for a folder. Overloading allows a folder to be represented
by a thumbnail image, rather than a folder icon.
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To overload a thumbnail, do the following

Procedure 4.55. Overload thumbnails

Select the folder you wish to overload with a thumbnail image.

E Cwverload thumbnail

Click the button on the action bar.

The Add thumbnail image form appears:

b=i| Add thumbnail image X

Thumbnail image Browse

[ Save ][ Cancel ]

Click Browse... button to select the image to use as the display icon for the selected folder.

Click Save to commit the change. The node will be stored in an exo:thumbnails folder.

= w & |y {Pictures
E it i | | b}
s Add Folder S Add Gooument: Upicad Iﬂ Owvercad thambrail Lot Add Sym Link

Privabe 18 3 —

=-7 Adues ]

- - . -
| IDarts —t, T

=

| Abstroct =] D= Abstract Fovmtars ity bomne mxncthumbnals Habure
| Meabars & I:E‘
| City Soene
[~} 0 Eramonalls
Bl Nature
H - Searthes

--[B wideos x

v

4.7.4.19. Request Approval

When a content is created, if you want to publish it but you do not have the right to publish the
content, you must send an approval request for your content.

Do the following:

Procedure 4.56. Request Approval

Select a content that you want to send an approval request to publish.
Click the Request Approval button on the action bar.

The content is displayed at the bottom of the Content Explorer of the people who have the
right to approve contents.
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4.7.4.20. Approve a content

When a content is created by users, it maybe need approved to publish if there is a approval
request. To approve a content, do the following:

Procedure 4.57. Approve a content

1. Select a content that needs approving.

2. Clickthe Approve Content button on the action bar and the content is ready to be published.

Section 5.2.2.3, “Manage Views”

4.7.4.21. Publish a content

After the content is approved, it can be published by the people who have the permission to publish
contents.

Do the following:
Procedure 4.58. Publish a content

1. Select a content that you want to publish.

2. Click the Publish Content button on the action bar. The content will be published as the
schedule that you set up.

Section 5.2.2.3, “Manage Views”
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know how to add the Publish Content button to the tabs on the action bar
in Content Explorer.

4.7.4.22. Show Drives

This function enables you to show or hide all the drives in Content Explorer.

: | Show/Hide Drives
To show drives, click the button on the action bar.

: | Show'Hide Drives
To hide drives, click the button again.

4.7.4.23. Show JCR Structure
This function allows you to view nodes in documents in a tree structure.

Show the JCR structure

1. Select a document.

2. Select the Info tab.

. showjHide Like JCR. Structure
Click the button.

2 T
Click the icon to save the view.

The following information message will appear:

[=]| Messages 4
Error 1. Warning & Information

'@' All changes have been saved
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Hide the JCR structure: select a document is showing the JCR structure, then click the

. showjHide Like JCR Structure
button again.

4.7.4.24. Tag Documents

A tag is a (relevant) keyword or term associated with or assigned to a piece of information (a
picture, a geographic map, a blog entry, a video clip etc.). Tags describe the item and enable
keyword-based classification and searching.

Procedure 4.59. Add a new tag for a document

1. Select a document that you want to add tags to.

2.
- Tagaging this document
Click the button on the action bar. The Tag Manager will
be displayed:
Tag Manager x
Enter tags
¥
Tag names | (Use "” separator to add multiple tag)
Tag Scopes | Private TI_‘k‘C”CK
Linked tags
Click to
add tag AddTags || Ciose |
Table 4.20.
Fields Details
Tag names The tag names that users want to add tags

for documents.

Tag Scopes To classify tags. There are four tag types:
private, public, group, site. Currently, the two
first types are activated(Private: a user who
create tags can view and edit tags; public: all
users can view and edit tags).

Linked tags To list all tags of a document after you click
the Add Tags button.

3. Enter a value in the Tag names field. A document can be added several tags at a time by
entering multiple tags in the Tag names field and separate by a comma (,).
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4.

5.

Select a value for the Tag Scopes field.

Click Add Tags to accept, or Close to quit. Only you can see this tag in this document.

Click the icon to delete tags.

Procedure 4.60. Remove tags from a document

=

4.

Select a document with tags that you want to remove.

4 Tagging this document
Click the button on the action bar to open the Tag Manager

form.

Click the corresponding to the tags you want to delete.

Click OK on the confirmation message to delete the tags.

4.7.4.25. Upload files into folders

This function allows you to upload a file from your machine. All file types can be uploaded. The
uploaded file name cannot include the special characters: ! @ $ % & [ ].

Procedure 4.61. Uploading a File into a Folder

Select the folder that you want to upload a file into (you can select from either the left or right
panels).

Select the Actions tab to show some actions on the action bar.

4
Click the M, upload button on the action bar to open the Upload a file form:

o= [ 3¢
Delete the form to upload

Eelﬂm.ﬁ;ntelnl.}serﬁuidﬂen.pdf I m‘- Delete the

uploaded file

List Taxono

A uploaded file
Open the form to uploa

Name [ il -+
_ Browse
(e 1o e
List Taxonomy -+

*—Add a category

l Save H Cancel ]
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4. Browse and select a file on your device by clicking the Browse... button. The selected file
name will be displayed in the Select a file field.

=L
If you want to upload multi files at the same time, click the icon to open more forms
to upload more files:
=] Upload a file =
Mame
Select a file Browse
List Taxonomy +
Mame
Select a file Browse
List Taxonomy +
Mame +
Select a file Browse
List Taxonomy +

[ Save H Cancel ]

The icon closes the upload file form.

You can change the uploaded file by clicking the icon and clicking the Browse... button
again to select another file.

6. By default, the name of the uploaded file will be kept as original but if you want to change,
you can type a new name in the Name field (the new name must not contain the special
characters: ! @ $ % & []). This field is not required.

.
You can click the icon next to the List Taxonomy field to add categories for this file:
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Add Cateqories [x]
=
Taxonomy Tree  Syslem -
m | Hame Action
$ 0 iloms /]
s e £ calendar ]
&% | Caendsr

Select categories by clicking the o icon. Click the plus to open child nodes of categories.

Add Categories E
=) calendar A
Taxonamy Tree  Sysem v

. | e hcn
i Q Eirthday 0

& Llsrhdsy ] Breakfast /]
:?-i_larmrm e ()
SElca £ Lner (V]
= e ©

& L pectns i other 9

% ] ersonal -

i U e o |

Section 4.7.4.12, “Manage Categories”

9. Complete uploading file by clicking Save.

10. After being saved, the main information of the uploaded file will be displayed:
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E| Upload a file x

+ Informaticn
Uploaded file .

. - . Manage
File name Node name File size Mime Type
Metadata
[ eXotemplateodt eXotemplate.odt 1.72 MB application/vnd... P4
Close

11. P
Click the ® icon to see more details of its external metadata information. The List external

metadata tab will be enabled. Values can be entered into fields on this tab.

E| Upload a file b4

¢ Information lv List external metadatas

[ External metadatas

Metadata name Action

@ dc:elementSet #

Add metadata || Close |

12. Click Save to accept changes or Cancel to quit without any changes.

13. Data can be added to the uploaded file. Check the checkbox, then click Add or Cancel to
quit without adding anything.

EI Add External Metadata x

_metadata:siteMetadata

_dc:elementSet

| add || cancel

14. New metadata is displayed in the External Metadatas list and this can be edited it by clicking

J} -
the & icon.

15. Click Close to quit the Uploaded information form.

16. After being uploaded, the tree is displayed in the left panel:
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4.7.4.26. View Metadata

This function allows you to view the metadata attached to File nodes, Podcast nodes, File Plan
child nodes and uploaded file nodes ( nt:file nodes)

Procedure 4.62.

1. Select an appropriate (nt:file) node.

2.

@. View Metadatas
Click the — = button. The View Metadata form appears:
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b=| View Metadata

~ dcielementSet

DC:ELEMENTSET

MjA

MiA

MiA

MiA

3. Click the Add/Edit button at the bottom of the View Metadata form to add metadata.

4.

Complete the desired fields in the Add/Edit Properties form. Click the

further metadata.

M

M

M

m

icon to add
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ds Add/Edit Properties

Title
Creator
Subject

Source
Confributor

Resource type

+
m

Date  (3/01/2010 17-04:44

Pubdisher
Description
Rights
Relation

Format

Click Save to commit the new metadata values.

4.7.4.27. View Node Types

To view detailed information about a node:

Procedure 4.63.

1.

Select a node that you want to view the detailed information for.

Click the

W > Wiew MNode Types

button to view detailed information about the selected node.
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] ModeType Infomation

| ~ expiartide | b exo:modify | * exo:dabetime | b exoiowneabls || b mixivotable | * mix:commentable

Mame Primary Item Name Parent types Mizan Mode Type Orderable Children
. exorartide -y S5 rmiscsreferenceable X false X fale
| |exo:irss-enable
@'nt:base

%

| Node Property Definition .

Name Type Man Pr AC Mul DV Ccv
0 jer sowid String viue vtue v tue X false
[T exo:text String X fakbe X false | X fake X false
Bl exo:summary | String X fake X falsz X fase X fals=
[T exo: title Shrirg v rue X falee | X fakse X falze
Pl jerzmiinTypes | Mame X falbe v true | X false o true
FTljcrzprimaryType | Mame v true v true | v tue X false

| Child Node Definition .

MName Opv MAMN FR AC DT
Bk CoPY Xifdse X fake | X fake exn:artide
Close

3. Click the tabs at the top of the form to view categorized information.

4.7.4.28. View Permissions

This function enables an administrator to manage the permissions for nodes.

Procedure 4.64. View Permissions

1. Select a node.

(‘; View Permissions

Click the button. The Permissions Management form appears.
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|| Permission Management X
User Or Group Read Add Node Set Property Remove Action
root true true true true Pl |
*:fplatform true true true true rd ﬁ
fadministrators
= fplatformjusers  true true frue true Pl |
any true falee false false Pl |

Add a permission to that node

Lser Or Group = 2 .1 5‘
Read Right
Add Mode Right

Set Property Right
Remove Right

Save || Reset ][ Close ]

With the Permissions Management form open you can perform the following actions:
Procedure 4.65. Add Permissions

1. To add permission for specific users

Click the “* icon next to the User Or Group field.

Click the @ beside the users you want to grant permissions to.
2. To select users from a specific group

Enter a group name in the Group field at the top of the form (for example, /platform/users).
All users in the nominated group will be displayed.

Or;

Click the - icon beside the Group field to open a form that lists groups and their sub-
groups. Select a sub-group to add all users in that sub-group.
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b=| Select Group x
&b platform
Select Group Select Child Group
s

{h‘ b fplatformfusers
Lﬂi Customers v fplatform/guests
hﬁ_’ Organization = ¥ Jplatform/administrators
E‘bﬂ; Platform

hﬁi sers

iﬁi Guests

e = S gl

3. To search for a user

Select an information parameter (User Name,First Name, Last Name,Email) from the drop
down menu in the other field at the top of the page and enter the information into the text box.

Clickthe ™ to search for users that match that information.

4. To add permissions based on memberships

1y
Click the “® putton next to the User Or Group field.

The Select membership form that appears allows you to select users by membership. Select
a group on the left pane and then select membership types on the right.

5. To add all users/groups with read access

iy
Click the “ icon next to the User Or Group field.

6. Select the permission you want to grant the chosen users or groups by ticking the
corresponding checkboxes beside the rights you want to add.

7. Click Save to commit the changes. The new permissions will appear in the permissions table
above.

Procedure 4.66. Edit Permissions

1. Select the permission of a user or a group in the table of list permissions.

2. b
Click the & icon.

3. Change the permissions as desired.
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4. Click Save to commit the changed permissions.
Procedure 4.67. Delete Permissions
1. Select the permission of a user or a group in the table of list permissions.

Click the icon.

3. Click OK in the confirmation message to remove the permission.
4.7.4.29. View Properties

This function allows users to review all the properties and values of a node. It can also be used
to add values to a node.
1. Select the node that you want to review or add values to.

2.
i o/ Wiew MNode Properties
Click the - button to show the Properties Management form:

This form has two tabs:

Properties
This tab displays all properties and values for the selected node.

¢ |i=| Properties Management b4
| + Properties m =
Name Multi Value Value Action
ETl | jor:primary Type X false nt:unstrectured
! ET jormianTypes ¥ true exprowneable; exormodify;
expidatetime; mix:versionable
MO jersuuid x false 0633Fach 7001010031 0695 Ra2 75
|| exo:dateCreated X false 2010-04-16T17:39:49.459+07:00
: exo:dateModified X false 2010-04-16T17:39:49.501+07:00
I | exodlastModiliedDate x flalse 2010-04-16T17:39:49.495+07:00
[ exolastModifier ¥ false  root
B | eeoiowmer X false roat
2dl  jerbaseVersion ¥ false | 1472ccfa?rO00101006a2609ad360e
C0l | jorrisCheckedOut ¥ false true
FLl | jer:predecessors N true 147 2ccfa7ro001 010064826409 ad36lce
¥ jerversionHistory ¥ false 14705087 7F00010101e8302c583 1dd0é |z|
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Select this tab to review the properties for the selected node without making any changes.
Add New Property
This tab contains fields to add new properties to the selected node.
|| Properties Management X
| r Propertes - Add New Property

Namespace [, FI.‘_ Click

Mame l‘dcw Property ]*
TYPE [ String Click
Muttiple. ([0 Click

s | |*[fj}e— Delete value
[ ] Add more values

save || Reset || Cancel

Select this node if you want to make changes to the properties of the selected node.
3. To add new properties:
Select the namespace for the property.
4. Enter a name for the new property in the Name field.
5. Select a Type for the property from the drop-down menu for the field Type.

6. Enter a value for the property in theValue.

To add multiple new values, click the icon and repeat the above steps.

To remove a value, click the .
8. Click Save to commit the new values or Reset to clear any modified fields.

After you commit new properties, you will be returned to the Properties tab. The newly added
values will be displayed.
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I d=| Properties Management b4
o =]
« Properties m |
Name Multi Value Value Action
|ET] | jer:primaryType W false rit;unstructured
Hi) jermiknTypes " true exnrowneable; exormodify;
| expioatetime; mixversionable
M0 jerzuuid X false 0633faeb 70001010031 046990275
New Property votue oot s m
: exo:dateCreated » false 2010-04-16T17:39:49 499+ 07:00
i | | exocdateModified X lalse 2010-04-16T17:39:49.501+07:00
: exn:lastModifiedDate ¥ false 2010-04-19T15:19:24.106+07:00
|| | exolastModifier X false oot
BY  enommer X false root
Evl jor:basaVersion ¥ false 147 20cfa 70001010062 26d% ad36fce .
29l | jerisCheckeaOut » false true
Bl | jor:predecessors ¥ true 147 2ccfa 70001010063 2609 ad36fce =]

In this form you can edit a property by clicking the j icon or delete it by clicking the .
4.7.4.30. View Relations

This function shows documents related to a selected node.

1. To View Relations

gﬁ ShovefHide Relations

Select a node then click the button. Documents related to the selected

node will be shown in the sidebar.

Relation list
Relation Documents

- Assessment.odt
-Mew Sample Mode

If the node does not have any related documents the message No related document will
appear instead.

Relation list
Relation Documents

Mo relaked docurment
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2. To Hide Relations

ﬁ ShowHide Relations
Click the button again to hide relations.

4.7.4.31. Vote

This function is used to vote for a document (Note: you cannot vote for a File Plan document).
Procedure 4.68.

1. Open the document you want to vote for.

2.

| Wote Far document
Click the button on the action bar.

The Vote Document form will appear:

b=| Vote Document b4

Cancel

3. Rate the document by clicking on the appropriate star level for your vote:

El Vote Document x

3
Cancel |Eest.|"click to vote

After a vote has been added, the rating will appear at the bottom of the document:

Awg, Rating: 4.0 Yotes: 1

4.7.4.32. Watch Documents

By using this function, whenever a change is made on the document, an email notification will be
sent to your email address. To receive that email, you must configure in your mail server.

Procedure 4.69.

1. Select the document you want to watch.
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2. The Watching Document form will appear. Click the Watch button to finish.

. Watching Document

Motification Type [ Email

Click—>{L_Watch_| [_cancel |

To stop watching a document, select the document and click the @ icon.

A message will appear for you to confirm the action.

4.7.5. Manage Content In Content Explorer

A web content is a key resource in creating a site. Other resources make a site more dynamic
and animated by using layout, color, font, and more. This section focuses on how to manage a
web content in a specific site.

4.7.5.1. Create a new web content

This function is used to add a new web content into a specific site.

Procedure 4.70. Add new content

1. Go to the Sites Management drive and select a site that you want to add a web content to.

2. Select the web content folder on the left:

'ﬂ@ 2 facme The current site - 2|
JW| Collaboeation  System
Tigl A Fam [ A Do | A Upked Q‘
Stes Management =& El EJ hﬂ-t; m:ﬁm Author Last Ussr Status [
: :T;m g = H_ calegones 100 1043 A
P 5 0 gsm A0 204 A
i - documents b [ r— ] LO7ANLY 243 AM
i #-f | evenis * £] evens 1OVEOLO 20:44 A
| -lEErs | &2 10D 10:43 AM
i i~ g ks [=E 1DIL0 1043 AN
i ! T — NP0 143 AM
i B ety pomients 10N 10143 AM
cttljsfnlrler
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m.Adanﬂmt

Open the Add New Document form by clicking the icon on the Action bar.

4. Select a template in the Select Template field to present web content:

Select Template [Frae layout webcontent |3]

- Main Conient | » Bustaton | » Advanced

e |

J
Mame [ ].
J

Language | en |&

Main content (Y

Elsowce §] B 4@ « +~ HOGOOHE

The Select Template field has two options:

e Picture on head layout web content: The site's content is presented in two spaces. One
for inserting an image and one for editing the site's content. In which, the image is put at
the head of a site.

« Free layout web content: This template is a free layout.

5. Enter values in the fields of the Add New Document form.
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6.

7.

Click Save as Draft to save the content or Cancel to exit the form.

Tabs in the Add New Document form

The Main Content Tab includes:

Table 4.21.

Field Options

Name The name of a web content that you want to
add new
Title The title of a web content

Main content

The main content that you want to display
when publishing this web content

Save button

To save the inputted values

Cancel button

To exit the current form

The lllustration Tab allows you to upload an illustration that makes the site's content more

attractive.

[b Main Comtent l.r INustratior I v Advanced

¢ In this panel, you can specify an image that will be shown when your web content is displayed in lists. In addition,
you can specify some summary text to come with this image.

Iustration Image

summary

=| source

Browse... le Upload an image
B I U ElEE=E|» & i
gt
Save
[ Saveas Drafi ||| Close

137



Chapter 4. Basic Actions

Table 4.22.

Field Option

lllustration Image The path to an image that you want to upload
into a site. This image will be used like an
illustration of that site.

Image Type The image format that you want to upload
to the site. It can be: image/gif; image/png;
image/jpg; image/jpeg.

Summary You can supply a short description about the
web content that will be displayed with the
illustration image when the web content is
listed. The main content will be shown when
it is selected to be viewed.

Do the following to upload an image:

Procedure 4.71. Upload an image

1. Browse an image list on your local device by clicking the Browse... button and then
select a specific location.

2. Select an image in the list to upload.
The Advanced tab:

This tab includes two parts: CSS data and JS data:
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Select Templabe | Free layout webcontent *

» Main Contend [r Mustration || » Advanced

C55 data
&' In this panel, you can specify
the main stylesheet for your
weh content. This R-HrIE will
overnde the one defined at the
site level and at the shared
lerad,
S
JE dala
g' In this panel, you can specify
some Java Script code that can
be executed before your web
content g rendered.
| saveasDraft || Ciose
Table 4.23.
Field Information
CSS data Contains CSS definition to present data in a
web content. You can optionally enter CSS
data into this field to specify the style.
JS data Contains JS content to make the web

content more dynamic when after publishing.
You can optionally enter JS content in this
field.

4.7.5.2. Edit a web content

This function is used to edit a web content in a specific drive of an existing site.

Do the following:

Procedure 4.72. Edit a web content

1. Gointo the folder of a site which contains the web content that you want to edit.

2. Select the web content by double-clicking it on the left tree or on the right panel. The detailed
information of web content will be viewed on the right panel.
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|}, Edit Document

Click the icon on the action bar to show the edit form of the selected
web content as the Add New Document form.

4. Change the current values in the fields of this edit form.

5. Complete editing the selected web content by clicking Save.

4.7.5.3. Delete a web content

This function is used to remove a web content from the web content folder in a specific site's drive.

To delete a web-content, do the following:

Procedure 4.73. Delete a web content

1. Right-click the name of the web content that you want to delete and then select Delete in
the drop-down menu:

EtID eXo Flg™ L
"o Edit
(] Copy
db Cut
] Delete

) Lock
@[] exoPla (¥) Checkin

D site art Rename
D shared

(e &dd Sy Link

2 pownload And Allaw Editian |

2. Aconfirmation message will appear. Click OK to accept the deletion, or Cancel to quit without
deleting.

4.7.5.4. Publish a web content

This function helps you publish a web content that you have added to web content folder in Content
Explorer.
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See Section 4.4.3, “Publication Process” to know how to publish a web content.

After the content is published, all users who have the right to access that position can view the
published web content as a page on the Navigation bar.

4.7.6. Actions on Folders and Documents

This section will discuss actions that can be performed on folders and document, both from the
right-click menu (Cut and Paste for example) and manual actions (like dragging and dropping).

The actions available in the right-click menu are different for folders and documents.

The actions available for documents are:

Ell Documents é

14 Add to favorite
i _J' Copy

- il Folksdg éf Edit

™ .
- |y Music A cut

- || Picturg Delete
E".]'"._n Searc (ull

= Lock

[ VR

Checkin
All tems #| Rename
b Owned byl ™ add Sym Link

r  Favorites
] 7] View Document
+ Hidden

actions

22 Download And Allow Edition

Filter By Type | _
] copy URL to clipboard

r  Contents

The actions available for folders are:
g ==

E'D exoth i Mwurﬂe
g Favor ] Copy Folder

= | Folksg Jc. Cut

[ Music|
- Delete

(3 Lock

nﬂ Rename

(s Add Sym Link

(2 Download And Allow Edition

| Plicturg

- |4 Searc

L Videns

All ltems

F Owned by,

NS "] Copy URL to clipboard
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4.7.6.1. Add to favorites

This function helps users easily add nodes (documents, folders or files) as favorite.
Procedure 4.74.

1. Right-click a node you want to add as a favorite

& Add to favorite

Click the entry in the drop-down menu.

A symlink of your favorite nodes will be created in the Favorite folder.
4.7.6.2. Copy/Paste

This function is used to make a copy of a node (including subnodes) in other places.

There are two ways to cut/copy/paste the node:
Procedure 4.75. Method One

1. Right-click the node then select Copy from the drop-down menu.
2. Select a destination node that you want to be the parent node of the cut/copied node.

3. Right-click the destination node and select Paste from the drop-down menu.

@ Pasting Content
The Paste function is only enabled after some form of data (a document, for
example) has been added to the Clipboard through the Copy or Cut action.

4. The copied folder (and any sub-folders) will be pasted to the new selected path.
Procedure 4.76. Method Two

1. Right-click the node and select the Copy from the drop-down menu.
2. Select the destination node that you want to be the parent node of the copied node.

3. Select the Clipboard icon on the sidebar:
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Private an
e Favorites

(.| Folksonomy

|2 Music

[l New Folder

~[E! Pictures

[#- | Searches

& <)@ o

4. Click the clipboard window will appear:

Clipboard ﬁﬁm
Path Cm Act
..ot/Private copy 0 1
/Documents E
fexo-news n
@
2 Clear All

Click the Ij icon in the clipboard window to paste the copied node into the selected
destination node in Step 3.

You can click the W icon to delete a specific waiting statement.

7. You can also click the Clear All link to delete all waiting statements in the list.

After the action has been taken, a confirmation message will appear with detailed information
about the destination path.
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4.7.6.3. Edit documents

To edit a document, refer to Section 4.7.5.2, “Edit a web content”.

4.7.6.4. Cut/Paste

This function is used to move a node (include subnodes) to other places. There are two ways to
cut/paste documents:

Procedure 4.77. Method One

1. Right-click a node and select Cut from the drop-down menu.
2. Select the destination node that you want to be the parent node of the cut node.

3. Right-click the destination node and select Paste in the drop-down menu.

4. The cut node (and its subnodes) will be pasted to the new selected path.

Procedure 4.78. Method Two

1. Right-click a node and select Cut from the drop-down menu.
2. Select the destination node that you want to be the parent node of the cut node.

3. Select the Clipboard icon:
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Private an
e Favorites

(.| Folksonomy

|2 Music

[l New Folder

~[E! Pictures

[#- | Searches

& <)@ o

4. Click the Clipboard window will appear:

Clipboard lﬁﬁm
Path Cm Act
.ot/Private  copy IR
/Documents E’
fexo-news N
':9}'
2 Clear All

Click the Ij icon in the clipboard window to paste the copied node into the selected
destination node in Step 3.

You can click the W icon to delete a specific waiting statement.

7. You can also click the Clear All link to delete all waiting statements in the list.

After the action has been taken, a confirmation message will appear with detailed information
about the destination path.
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4.7.6.5. Delete folders and documents

This function helps you remove folders/documents from theirs location easily. Follow the steps in
Section 4.7.5.3, “Delete a web content”

™

4.7.6.6. Drag and drop folders and documents

This function allows you to move folders or documents from their current location to another by
using the drag and drop feature.

Procedure 4.79.

1. Move the cursor to the folder(s) or document(s) in the right panel until the cursor changes to

(’b. You can hold the Shift key to select multiple contiguous folders/documents at once or
the Ctrl key to select multiple non-contiguous files.




Actions on Folders and Documents

2.

LTSI Newsletter Manager  Form Generator  Sites Administration

[=[mERm]&] @] € () =2 mocuments
[ AddFolder | | & AddDocument W, Upload [ ] AddSym Link

Private B | & — . —
@\ Hawall jpg 3 Hawaiijpg Mountains jog My Pictures
i i Mountains.jpg
| g oo Picres 2
[l Folksonomy
B Videos

Hold the left mouse button and then drag the selected folder(s)/document(s) to another folder

on either the right or left panes.
Newsletter Manager  Form Generator  Sites Administration

ilnmEuIl = |:||{E)| - @ ] /Documents

[l Acaroider |, AcdDocument | W upioad | [ _] Add Symuink

Privats 2 | A ; : o
=
= - = e
it Hawail jog Mauntains jpg My Pictures
Gy,
i
PG BT (=

Mountains.jpg My Pictures

3. Drop them into the selected folder by releasing the left mouse button. All dragged folders/

documents will be relocated to the destination folder.

4.7.6.7. Lock/Unlock folders and Documents
This function prevents other users from changing specific folders/documents for a specific period.

Lock folders/documents. Right-click a folder or document (on either the right or left window
pane) and select Lock from the menu. The selected node will be locked.
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Unlock folders/documents. To unlock a node you have locked, right-click it and select Unlock
from the menu. The folder/document will then be unlocked and other users can take actions on it.

4.7.6.8. Rename folders and Documents

This function is used to change the name of a folder/documents.

Procedure 4.80.

1. Right-click a folder/document that you want to rename then select Rename from the menu:

Private
ﬁ Fd
Bl Pi

Wi

All Items

3
+  Fawvori

The rename form will appear:

il mpm—

("] Copy

& cut

fll] Delete

[ Lock

[#] Rename

(s Add Sym Link

| "] Paste

(= Download And Allow Edition
] Copy URL to dlipboard
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=) Rename x

Name [oocuments *

Title |Decuments J

Save || Cancel ]

2. Enter a new name in the Name field. You can also change the title of this folder by entering
a new one in the Title field.

3. Click Save to commit the new details.

4.7.6.9. Add a symlink

Creating a symbolic link (symlink) to a node is an effective way to quickly access that node from
other nodes without having to navigate through the content structure manually.

Procedure 4.81.

1. Right-click a document that you want to add a symlink to (in this instance the term to is used
to describe the node as the target of the symlink, not an addition to the original node itself)
and select Add SymLink from the menu.

2. A symlink to the selected document will be created immediately. You can click the symlink
to view its content.

4.7.6.10. View WebDAV

WebDAYV allows users to access (read and write) files and folders over the web. WebDAYV is used
to view nodes because it offers easy, quick, flexible and efficient data manipulation.

Procedure 4.82.

1. Select the path of node you want to view via webDAV or open that folder from the left/right
panel.

2. Right-click the node and select the Download and Allow Edition item in the menu.

3.  The view in WebDAV form will be different for different node types:

Table 4.24.

Node Type WebDAYV Details

Folder The subnodes list of the current folder will be
displayed in WebDAV.
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Node Type WebDAYV Details

nt:file The content of the document will be shown.

Article This node type does not, by default, list
any folders. However, if the Article includes
actions, added language or other data, all
folders will be listed and named; exo:actions,
exo:language and so on.

Podcast Viewed in WebDAV, this node type will have
a form attached that users have to complete
to download this document.

Sample node This node lists folder names as exo:images.
Like Article nodes, if the Sample node
contains actions or added languages, folders
will be named exo:actions, exo:language
and so on.

File Plan This node behaves the same way as Article
and Sample node.

Kofax This node behaves the same way as Article
and Sample node.

4.7.6.11. View Document

This function opens a document on another tab with a link containing the document path.

Do the following to view a document.

Procedure 4.83. View a document

* Right-click the document that you want to view and select View Document in the drop menu.

The document is opened in another browser:

150



Actions on Folders and Documents

EE = Iy s guide

Artions

; e Wi e

4[] exocitumbnals
-7 Fvorkes
= Fokcsonomy
- WS
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- B il
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™

All Hema
b Cramed by me
b Fayomes
b Hisden

Fi%er by Type
b Ciienis
+  Documems
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v Muskc
b Wi
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The URL of the document is structured like so:

':\ Wharveagee Az lirs:

'.'.}j'- Expaunl Mugks

http://example.com:8080/ecmdemo/private/acme/siteExplorer/repository/path/to/document

4.7.6.12. Copy URL to Clipboard

The Copy URL to Clipboard enables you to copy the WebDAV URL of a selected folder or a
document and then you can view it by WebDAV view on a browser.

Do the following:

Procedure 4.84. Copy URL to Clipboard

1.

Right-click a folder/document and select Copy URL to Clipboard.
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Private P Right-cl ICE = Y + Name
: B 1, document
D exo:thumbnails 1= Remove from favorite
Er']ﬁ Favorites '] Copy
|| Folksonomy 4 Cut
| Pictures B Lock
-5 Searches 7] Re
e o [ Add Sym LinlCliCk
BN aaoa
- (=] Download And *mu Edition
Altiems E Copy URL to clipboard
¥ Owned by me

2. Paste the URL into another browser window (or another tab in the same browser window).

CH ¥ g5 1ay |E| httpfflacalhoseA0an eemdemsfrest-eomd emafjorfrepositoryfoollaborationfUsers/raol /Privabe/Fava ilml -
<1 Gmail - Doc review-book... | CvErview ® Content Explorer % | [ WERDAY Browser ® |
C}-——- Up Lo Lhe rool node
[ pommeniEl+— current node WabDay URL of Lhe node

You can view the folders of the node or download documents to your device. You also view
other nodes by clicking the folder named .. to go up to the parent node. See the below
illustration:

= v T [E'brrp:,fjluralbor.r:ﬂmn;'k mdemayfrestecmdemn/jerrepositonycallaboration/Usersfroot/Private | v

& ="

Root node

| DoCUMments WebDay URL of Lhe node
| Favarimes

! Folksnnoery
! Musi: —— Fldiors
< Piclures
| SEarches
Ve

Chverview ] Conkent Explorer ’E | ] wWERDAY Browser x |+

4.7.6.13. Manage Tags

Tags are easily managed by editing or deleting them with the Tag Manager.

Procedure 4.85. Edit a tag

»
Click the icon at the upper-right corner of the tags panel.
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Private tags Cli CK.E 1>}

user guide dms wcm =

Public tags - _El

cooking user guide "
qu Cloud

All tems X

The Edit tag form will appear:

' Edit tag form X
i Action
e¥o P |
i document P |
hot s
trend P |
2. /9
Click the icon that corresponds to the tag you want to edit.
3. Edit the tag as desired.
Tag form x
Tag name good .
[ Save ] [ Cancel

4. Click Save button to commit the change or Cancel to quit without changes.

Procedure 4.86. Delete a tag

1. Perform Step 1 from the procedure above.

Click the icon.

A confirmation box will appear:
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") The page at http

@ Are you sure want to delete?

//localhost:8080 says: (X

|6Cancel| | o OK |

Click OK button to delete the tag or Cancel to quit.

Procedure 4.87. Use Created tags

-
Click the icon. You will see all existing tags. All existing tags are listed and classified

by private or public tags.
Private tags Cli CK’E ey

user guide dms wcm =

Public tags *

cooking user guide

qu Cloud

All tems

Tags will be displayed differently depending on popularity. The font-size, font-weight, color,
font-family, text-decoration will change to visually represent popularity.

For example, when a tag is added to more than ten documents it will be displayed in red with
in a 20px size, bold font. These details can be configured in the Administration portlet.

2. Eachtag is also like a link used list all documents that it is added. Click a tag hame to see a
list of documents with that tag displayed in the right panel.

4.8. Manage Content with WebDAV

4.8.1. What is WebDAV?

WebDAYV is an abbreviation of Web-based Distributed Authoring and Versioning. It is used to
publish and manage files and directories on a remote server. It also enables users to perform
these functions on a website.

WebDAV provides the following features:

Locking
This feature prevents two or more collaborators from overwriting shared files.
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Site Manipulation
WebDAYV supports the copy and move actions and the creation of collections (file system
directories).

Name space management
This function enables copying and moving web pages within a server's namespace.

4.8.2. Why use WebDAV?

With WebDAYV, you can manage content efficiently. You can:

» Copy/paste content on your device and have those changes reflected in a host-based website.

« Easily and quickly manipulate actions on a website without having to access it directly. Files
can be accessed from anywhere and are treated as if they were in local directories.

 Easily and quickly upload content to a website simply by copying it into the appropriate directory.

4.8.3. How to Use WebDAV With eXo Content

To use WebDAV with eXo Content, you first need to have an active network connection. Next,
you can follow one of the two following ways:

Procedure 4.88. Method One: WebDAYV server

This procedure uses Windows XP as an example. Please modify the following steps to suit your
operating environment:

1. Navigate to My Network Places on your local computer. You will see all shared files and

folders:
'!_. Helwork Places >
e —— >
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‘.;‘ T E_E | = {Sarrbs, Unynby] (Cxcservar) E_El

oonrechons

% Setopahome or amal -y N 4 )
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2. Click the Add a network place link on the left to open the Add Network Place Wizard:

Add Network Place Wizard X

Welcome to the Add Network Place
Wizard

Thiz wizard helps you sign up for a senace that offers online storage space.
You can use this space to store, organize, and share your documents and
pictures using only a \Web browser and Internet connection.

You can also use this wizard fo create a shortout to 3 \Web site, an FTP site,
or other netwark: location.

To continue, click Mext.

3. Click Next to choose a network location:

Add Network Place Wizard X]

Wwhere do you want to create this network place? m

=

Select 3 senace prowader. If you do not have @ membership with the provader you select, the wizard will help
you create an account, To just create a shortcut, chek "Chooss another network locabon.”

Senrace prownders:

\1 MSM Communibes

-
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4. Select Choose another network location to create a shortcut.

5. Enter an address into the Internet or network address field. For example, the address
of the demonstration site Acme is http://localhost:8080/portal/rest/private/jcr/repository/
collaboration/sites/content/live/acme.

6. Click Next. After a few moments, a folder named acne on | ocal host appears in the My
Network Places directory.

p | My Netwark Places |__|ﬁ .

Fle Edit WView Favorites Tools Help 'ﬁ"

Qoo - ©Q - [F POseah [ Foves [

Aciciess | My Hetwork Places w» o
Local Hebawork
Nebtwork Tasks
d Acd & nebwork place [ seme on bcalhost [ amme o lsealbast (2)
@. View network cormections == =
‘3 Setup a home ar small o ¥
5 affioz network -:-rj Chare trai vuan nha an Mga ; .) Musies an duylu
<2 Setup awreless netwark L T
far a hame or small offic= —— -
iy View werkgroup compatens “ i
B Hide icons for netwarked { =/ ‘testonlocahost -«1) Tirf1 yeu ngat ngaa on Maa
UFnF devices =5 ===
Other M {7 dassicanlocahest Y lve onlocal N — -
ier Flares & !E -.-!5' hitp: focahos 8080 /portal frest/private for frep

[@' Dizsklop -
i My Camputer WRT54G
EJ My Dacuments

I3 Shared Documents
The Internet

'Zh_h Printers and Faxes

s elp on eXgSereer seryer
Details ¥ I [Samba, Ubuntu] (192
==

10 abjecis

Each site managed by WebDAYV appears as a folder in this location.

7. You can take actions on the content in this folder to administrate the site content remotely.

Procedure 4.89. Method Two: Sites Management

This method can be done using the Sites Management functionality of eXo Content:

1. Navigate to http://localhost:8080/portal in your web browser.

2. Click Group - Content Explorer in the administration bar.

3. Click the Drives button then select Sites Management.
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4.
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You will see all sites listed in the left sidebar:

Sites Management

P & & [z

Right-click the site you want to view with WebDAV and select the Download and Allow
Edition item in the menu.
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The selected site will be shown in WebDAV:
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In this view, you can access documents in the directories that are linked to the web server.

4.8.4. Actions

You see all the default folders of a site when accessing it via WebDAV. Manipulating their content
through WebDAYV is the same as working on it in local folders.

This allows you to copy or paste files, list folders, rename, and more in system directories.

4.8.4.1. Add new content to a specific site

This function enables you to copy web content (such as . ht nl files) from your local computer to
a web content folder of a site.

1.

then go to a web content folder within the site.

Access a site via WebDAV (refer to Section 4.8.3, “How to Use WebDAV With eXo Content”),
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2. Copy the web content on your local system into this folder.

The copied file will be converted to web content that is viewable by WebDAV automatically.
The content is converted to a directory containing CSS, documents, js and media.

After new content is added, it can be viewed as a folder in WebDAV or as page content using
a web browser.

4.8.4.2. Delete a web content

This function enables site administrators to delete web content files separately or in batches.
Procedure 4.90.

1. Navigate to the folder that contains the content you want to remove.

2. Right-click the content files or directories (hold the Ctrl key to select multiple files at once)
and select Delete from the context menu.

bai4nbreak-my-heart. himl
laura-pausiniHt-s- i
Open

site artifacts
Word-to-00a, hirm

Explore
Send To ]

Cut
Copy

Create Shortout

= —

Properties

The selected file(s) will be removed from the site.

4.9. Search in Content Explorer

There are three ways to search an existing node:

1. Section 4.9.1, “Quick Search”.
2. Section 4.9.2, “Advanced Search”.

3. Section 4.9.3, “Search with saved queries”

4.9.1. Quick Search

With the quick search, you can directly type a search term in the search field. All documents whose
keywords match the search term are retrieved and listed in the Search results form.
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Advanced Search

1. Enter a search string into the search text box.

2- q
Click the icon to perform the search.

Search results will be displayed in the right pane.
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The search results will be empty if no document contains the search string.
Type | Mame | Score Ackion

Mo resut founal?

Click the icon to view the content containing the search string.

Or click the icon to go to the node that contains the search result.

4.9.2. Advanced Search

To perform an advanced search:

1.
Click the icon.

Saved Searches 0 &
b All Articles i
¥ Created Documents
+ CreatedDocumentDayBefore %
+  allérticles

- R

All tems {::
+  Owned by me
b Favortes  caved Searches
¥ Hidden
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2.

)
Then click the Advanced Search ™ icon to open the Advanced Search form.

Advanced Search farm

Saved Searches dd Advanced Sarcn X
4

v Al Ariicies

+ Greated Documents || -
b CreatsiDncane Dy Befons
¢ alArmckes

= -

= Goarch by Kame || ¢ Advoncod Search |r Mow Query | ¢ Saved Queny | ¥ Eeaich Resuks

A Serch on Fis kcalion. Siks contenliive
Content rame E

Al Hams
b Cramed by e
¢ Favoriies

¢ Hidden

l'_"“ Search | LCancel |

The Advanced Search form will open:

b= Advanced Search x

- Search by Mame | + Advanced Search l b Mew Query l b Saved Query | * Search Resulis

Search on this location: fUsersjroot
Content name x

| search || canest |

The tabs in this form offer different search functions:

Section 4.9.2.1, “Search by Name”
Section 4.9.2.2, “Search with constraints”
Section 4.9.2.3, “Search by creating a new query”

Section 4.9.2.4, “Search by existing queries”

4.9.2.1. Search by Name

Use the Search by Name tab to search nodes by name:

1.

Enter the exact name you wish to search in the Content name field.
Click Search.

Results will return with the message “No result found” if there is no node with the specified
name.

Results will be returned in the Search Results tab if the requested name is found.

4.9.2.2. Search with constraints

This search enables you to search with more constraints to limit the returned results.
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Extra search constraints are entered in the Advanced Search tab of the Advanced Search form.

|b Search by Mame || = Advanced Search b Mew Query | b Saved Query » Search Results |

Current location /sites contentive

A word of phrase in . -
yeeen | |le= Enter Key words
Operator | ang [z Je— Click
Search

More constraints

¥

. Showhide constraint form | Search ” Save ] Cancel

The Current location field is not editable; it shows the path selected to search.

Procedure 4.91.

1. Enter search terms in the A word or phrase in content field.

2. Select the Operator.

« Select the AND operator to only return results that meet both the search terms and the
entered constraints (see Step 3).

« Select the OR operator to return results that meet either the search terms or the entered
constraints (see Step 3).

3. Click Show/hide constraints form to add more constraints.

A further constraint options window will appear:

Operator : and = (1

["] Property: CDnEin Exactly : 2
[ |Property : Cnrﬂﬁin : 3
[“Property : Not Contain: 4

[ CREATED = From Ta 5

[ Document Type : @ 6

[| category : e T
[ Add ] [ Cancel
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Table 4.25.

Iltem Details

1 You can add more than one constraint with
either of two operators (AND and OR).

2 These fields allow you to add a constraint to
search by a property with specific values.

3 These fields allow you to add a constraint to
search by a property that contains one of the
word in the specific string.

4 These fields allow you to add a constraint to
search by a property that does not contain
the specific string.

5 These fields allow you to add a constraint
to search by a duration of date (created,
modified).

6 This field allows you to add a constraint to
search by a document type, including File,
Article, Podcast, Sample node, File Plan,
Kofax).

7 This field allows you to add a constraint to
search by categories.

Add a document type.

g Add a category.
B gory

Select the constraint operator(AND/OR).

Add the required constraints using one of the following methods:

1. Add a constraint for exact values

2. Add a constraint including or excluding values
3. Add a constraint by date

4. Add a constraint by document type

5. Add a constraint by category
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Procedure 4.92. Add a constraint for exact values

1. Check the box that corresponds to the constraint you want.

2. e
©
Enter the property you want to locate or click the icon.

Operator: and -

[ Property: ontaln Exactly : t W:;

[Tl Property : /?\Cmtain:
[C|Property : A}Nc-t Contain:
[7] CREATED - From To
DDDE:JmEntT]IpE: L
[ category - .;Q:
| add || cancel |

A list of possible properties appears:
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b=| Select property

Metadata Type  dc:elementSet

dc:date

) deicreator

| dcicoverage

B dcisubject

dc:publisher
) deridentifier
dc:rights
) dcisource

B dc:description

) deirelation

) dexformat

) detitle

B dc:language

B doresourceType
" de:contributor

[ Add ][ Cancel

Select a property from the list and click Add. The selected property will populate
Properties field.

Define

a

icon.

value

the property value

into the Contain

to

search
exactly

field

for

or

by

entering

click

the
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Operator: and -

[¥]Property: de:subject <~*_*>Ccmtan Exactly :
[CProperty : @/\,}Cmmin:
[ Property : L @Nnt Contain:
[7] CREATED = From To
[T Document Type : C
[ category : :;'l‘,:
| add || cancel

The Filter form will appear:

Filter form

Filter : |

Results | system guide document
uploaded image

Select H Zancel

All pre-existing values for the property you selected will appear.

* If the value you require is in the list, select it and click Select.

If the value you require is not in the list, enter it in the Filter: field and click the :
icon. The value will populate the Contain exactly field of the constraints form.
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Operator :

Property : |dctitle | @) Contain Exactly : |uploaded image @
sy |© canan| |

3 voperty | | vorcaan| |
CI[CREATED v]  From| To| |

D Daocument Type : | | =)

O category : | | E

[ Add ][ Cancel

Procedure 4.93. Add a constraint including or excluding values

Check the box corresponding to the Contain or Not Contain constraint, as appropriate.

Enter the required property in the Property field or click the

icon (refer to Step 2 in Add a constraint for exact values for more information).

Enter the required values in the Contain or Not Contain fields.

Procedure 4.94. Add a constraint by date

Click the check box beside the field with the drop-down menu (below the Property
entries).

Define the search condition from the drop-down list (CREATED/MODIFIED).
Click in the From field.

A small calendar will appear;
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Operator : and -

[#]Property: de:subject /~* Contain Exactly : ~’/
[|Property : <% »Contain :
[]Property : 7; Mot Contain:
] CREATED - Fre HE R R EEEES
1 4 - 2010 L
_—|DD|:I..II'I'EI'ItT'5IpE: g M T W T E g

1 2 3 4 5 &
7 8 9 10 11 12 13
14 15 16 17 18 19 20 |||
21 22 23 24 25 26 27

[ category :

28 29 30 31

Select the date you want to use as a constraint.

4. Repeat the above steps for the To field.

The selected dates will populate the From and To fields in the Add constraint form.

Procedure 4.95. Add a constraint by document type

1. Click the checkbox beside the Document Type field.

2.
b
Enter the document type you want to search for or click the

document types:

icon to open a list of
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|| Select node type

nt:file
exorarticle
ex0;podcast
exo:sample
rma:fil=Plan
kfx:document

exo:htmiFile

exo:jsFile

exnisiteSearchBox
exo:pictureOnHeadWebcontent
exo:webContent
exo:siteMavigationyebContent
exoisiteBreadcrumb

]
C]
]
]
]
]
]
exoicssFile [
]
]
]
]
C]
]
]

exoilink

3. Click the checkbox of the document type you want and click Save.

The selected document type will populate the Document Type field.

Operator : and -

[¥]Property: dcititle 4 if‘\,zCuntain Exactly : uploaded image /W)
[ Property -\?*/Cnntam :

["|Property : ¥ 3ot Contain:

[[] CREATED - From 03/01/2010 Te 03/15/2010

[¥| Document Type : ntfile.exo:article.exo:pot <@

[T category : gl

Add H Cancel

Procedure 4.96. Add a constraint by category

1. Click the checkbox beside the Category field.
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Enter the category you want to search for or click the i icon for a list of categories:

S| Add category to search

| » UIOneTaxonomySelector |

Taxonomy Tree  System -

MName Action
1.

| o E_ICms
3 | Cms

§._I Calendar

(<

e 'E_l Calendar

Close

Click the @ that corresponds to the category you want.

The selected category will populate the Category field.

Operator : and -

[¥] Property: dcititle { i?‘:xCuntain Exactly : uploaded image /W)
[ Property : -\?*/Contam :

[ Property : <# ot Contain:

[[] CREATED - From 03/01/2010 Te 03/15/2010

[ Document Type : ntfile exo article exopot <@

[ Category : )

| Add H Cancel

Click Add to add any/all activated constraints.

The constraints will be converted to an SQL query and displayed in the search form:
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Current location  /Documents)Live

Aword or phrase in | tesd

content
Operator | apd o |
More constraints (@dc:kitle = ‘uploaded image’ )

and {{documents created from '035/11/2008" and (documents ]m
created to "03/26/20087 )

and (@jcr:primaryType = 'mit:file’ or @jcr:primaryType =
‘exo:article’ or @jcr: primaryType = "exo:podcast’ )

| Showfhide constraint Form J[ Search ]l Save Cancel |

Remove unnecessary constraints with the icon.
7. Click Search to launch the search. Results will be displayed in the Search Results tab.

8. Click Save and put a name for this search configuration if you want to save it to use at another
time.

4.9.2.3. Search by creating a new query

You need a knowledge of the structure of query statements in order to configure a search using
the parameters on the New Query tab.

1. Enter a unique name for this query in the Name field.

2. Choose a query type from the drop-down menu; SQL or xPath.

3. Enter a query statement.

4. Click Search to perform the search and display the results in the Search Results tab.
Or click Save to save the search query to the Saved Query tab.

Or click Cancel to quit.

4.9.2.4. Search by existing queries

This tab lists all saved search queries (that you have access rights to use).
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Advanced Search x

O Y S

| » SearchbyName | » Advanced Search | » MewQuery | v SavedQuery | ¥ SearchResults |

IName Type Statement Permissions Actons
All Artides xpath «..de) order by * fplatform/users - A

Bexo:datelreated
descending

Created Documents xpath ok ='exocartide’ or | *:fplatformfusers s B
Bjcr:primaryType =
nt:file]) and
Bexo:owner="5{Userk
order by
Bexo:dateCreated
descending

il

CreatedDocumentDayE  xpath . *: fplatform/users B
[fexoidateCreated <
xsidateTime( ${Date} s
order by
Gexo:dateCreated
descending

alArticles xpath [ jelement(™®, raot & ,2" ﬁ'
exo:artice) i

Click the & icon to perform the search and see the results in the Search Results tab.

Click the -P’? icon to edit the query statement. The query form will appear like when creating
a query (see Section 4.9.2.3, “Search by creating a new query”); however, you cannot edit the
name of the saved search.

Click the to delete a query (provided you have the access rights to that query).

4.9.3. Search with saved queries

Do the following to perform a search with saved queries:

Click the icon to see the list of existing queries.
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Saved Searches Q B
b All Articles
¥ Created Documents EI
¢ CreatedDocumentDayBefore _E|
+  allarticles
¥ *

All ltems -,
r Owned by me

» Favorites  caved Searches
+ Hidden

A query list will appear. It contains the sections, including All Articles, Created Documents,
CreatedDocumentDayBefore and allArticles.

Pullcabion ‘Collsboration System
T A Faiter e A Doz | Ugioan
Senved Searches A '-:PW s [o— er—
L ind — 5 Lk ks 2R3 o]
- &l Ferh: /UsersivootFrysteiUiser quide
[ E i Ay K I Dk ercated: 1S 18 AM
» albmcles
- * A i 2R3 |_J
Al lress = Sl rashioer qude
¥ Osmedby me Date creaed: LUEL0 %007 AM
LT "
! Saved Searches et 283 1]
* Fdden Pt Isers ool Prvsts Do umentbes|
Filtar By Type Diate crested: L2IL0 S002 AM
-
Conlents 4 aricie-1 263 ]
¢ Documems Py Bt GonleaTaoainemiwaeh conbnla Eveniadaiiie-1
b mages Diate crested: LWL S0 AM
* Music . _
. Aios n ASENNA 203 | J

Pod Bhes conienbTaeine meweh comenis!Evenistsmsn
Dale creabed: TR0 06 AN

2. Launch, modify or delete the queries as required (see Section 4.9.2.3, “Search by creating
a new query” for more information).

3. Filter results with the entries in the All Items and/or By Type panes on the left of the tab.
Items matching the selections will appear in the right pane.

4. Click the required document or folder name to view or download them.

4.10. Preferences

This function is used to set up your browsing preferences.

Procedure 4.97.

Click the " icon on the right side of the Content Explorer portlet.

The Preference Setting window will appear:
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Preferences x
Sort by | Alphabetic | ¢| |Ascending ¢ |
Show Sidebar Enable Drag & Drop
MNodes Per Page | 20! 2 |
— Advanced
Show “non document™ nodes Show referenced documents O
Show hidden nodes O Enable DMS Structure O
Query Type | SOL o |
[ Save ] [ Close ]
Table 4.26.

Setting Details

Sort by

To sort nodes in the nodes list by Alphabetic,
Type, Created Date, or Modified Date

Show sidebar

To display/hide the sidebar.

Enable drag and drop
Nodes per page

To enable/disable the “drag and drop” action.

This number of nodes that will be displayed
per page.

Show non document nodes

To display/hide nodes that are non-—
documents.

Show referenced documents

To display/hide referenced documents.

Show hidden nodes

To display/hide hidden nodes.

Query Type
Enable DMS structure

This query type.

To display/hide nodes in a document in tree
structure.

2. Configure the preferences as required and click Save to set them.

Or click Back to quit without submitting changes.

4.11. Search Porlet

The Search function allows you to quickly search for any contents in the system with a keyword
from the front page, even if you do not log in. However, the number of the search results displayed

depends on your role.

For example, if you do not log in, you only see the search results that are published.
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4.11.1. How to search for contents?

To search for contents, do the followings:

1.

Enter a keyword into the search box and press Enter.

The search results matching with your keyword are displayed in the search page:

= Enter keyword
" Eyveoed 3
Search o ——] —

Poral | 41 . Paga o] Decumant

Search
Search results
Document and Page Hemky 1+ 5 [BUO52 secondh]
ACME Event 1
ritp: ! pcalhos: OB soredema ) per.ade) somes dete . repoaioiny) colaborgtion 'ste cortens Lye! pome) el coments B erty' Event] - 71120
ACME Event 2
bitp: ! iocalkhoes: BOBO sordema perors, somes detes | repowtony) colsborshor 'utes cortees Tes) some s comsrty Eusesy' Eusets ¢ JL100
ACME Event 3
hitp: ! iccakhost: B scmdema) pricate: scmaes el repoiony) colaboration s corterd Ty e some) seb comtent)Eventy'Eventd - 21120
ACME Event 4
hittp: ) ecalho: BB e rolarma) pe e abin' sormi el rassedlay colabioration il cor bt Ty b some el coments/Everty Evantd - 21221
ACME Event 4
i | Miocailbhs s BXOBAL dec rvaierra[oere arbi' By chitasly nepecaiiory ) Codaboration, ses conbend/ Ty somi sk conents Eventy' Eventd] 2] - 1220
Mg

In case of no search results matching the keyword, the search page is displayed as below:

Wecome: jobe ] | ]

Document and Page

Your march EXD - dd not meich any document and page

Details of the Search form:

Table 4.27.

Field BEIES

Keyword The keyword used to search.

Portal The scale where you want to search. You
can search in all portals or in a specific portal.

Page Search in all pages containing the keyword.
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Details

Document Search in all documents containing the
keyword.

2. In the Search form, you can enter another keyword in the Keyword field and set the the
search scale.

3. Click Search to start searching.

4.11.2. Edit the Search portlet

Editing the Search portlet allows you to change the display of search results.

Do the followings:
Procedure 4.98. Edit the Search portlet

1. Open the Search page as Section 4.11.1, “How to search for contents?”.
2. Open the form to edit the Search portlet

There are two ways:

The 1st way: Turn on the Edit mode, and then click the j icon:

D — mite Group Dashboard [ Site Editor Tuwrn on Edit mode
Watri: pkn 1 | .-
Kayword "o Click 5 L
Foral -

[&] Fage 7| Document

St

Document and Fage

Your search EX0 - did nof mabch ary document and page

* The 2nd way: Click Site Editor - Edit Page on the administration bar. The Page Editor
will be displayed.

» Hover the mouse pointer over the SearchResult portlet and the toolbar appears:
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E § w Page Editor B x
tr:kﬂmul

Apbcanors | Consaners
Click
Adminstraton

ik View Fage propertes Switch View Made:

Click the j icon to edit the portlet.

The form to edit the Search portlet appears:

Items per page g -
Page Mode  Maore -
Search form template || DefauitSearchFom. gtmpl -
Search result template || DefauhSearchResult. gtmpl -
Search page leyout  U|SearchPagelayoutDefault.gtmpl -
templats
Base path  gatail |
l Save I I Cancel
Details:
Table 4.28.
Field Details
Items per page The number of search results displayed in
each page.
Page Mode The way to display the search results. There

are 3 options:

« None: Only the first page of search results
is displayed in the search page.

¢ More: When you click the Search button,
the first page of search result is displayed.
The difference from the None mode is
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Field Details

Search form template

that, there is a More button allowing
you to see more search results. When
clicking this button, new search results
are appended to the current search result
page like Twitter or Facebook behavior.

e Pagination: In this mode, the search
results are divided into many pages (for
example, 1, 2, 3 and Next). You can
navigate to another page by clicking the
page number or Next in the bottom of the
Search portlet to view more results.

The template of the Search form.

Search result template

Search page layout template

The template for displaying the search
results.

The layout of the Search portlet.

Base path

The page where you can see the content of
a search result.

3. Edit your desired portlet and click Save to accept your changes.

4.12. Newsletters

eXo Content provides a newsletter service aimed at helping users quickly get updated news from

a website.

4.12.1. Newsletter Viewer

With Newsletters, you can instantly get newsletters from your email to update the last information

about categories and subscription.

Do the following to subscribe to newsletters:

1. Go to Newsletters on the navigation bar. The Newsletters page will appear:
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Chandew NeWs Evenis m Coman Lk

NEWSLETTERS

vour emad |
| | warstng 0 I 10 T WS W 2, Wl W 0

Subscnpbon Cherck to sabsonbs
Th markat [
Whaal's o i Marksd Dday
da [

Ganeml Gonel inffmason ahon s

subscription Check to subscriba
ReRuhs -
MDY ASAEAET BbOUT LIF FBEI AN EVELats
Chack-List |_
Wkl i with ganeval Dgics

Eabecnbe

2. Enter your email address in the Your Email field.

3. Select the checkbox corresponding to the subscription that you want to get newsletters.

||=| Messages x
Error 1. WWarning &% Information

'@' You are now subscribed to the selected newletters,

4. Click Subscribe. A message informs that you have just subscribed to the selected newsletter

will appear.
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5. Click OK in the confirmation message. You can reselect the subscription that you want or

do not want to receive newsletters by re-selecting the checkbox in the Check to subscribe
column.

NEWSLETTERS

v Bl s e soplatloi com | Fongetts cmad |
Matketing icus WA 16 ki wlhesrd e A1, e e (0 7
sl iription Check 1 sudsiiibe
The masket [Tl
Welfval's o the market indsy 7
dn CJ
il el il mason ABOi i
sl iiiption ek 1 sudsiiibes
Arsuits |
Morthly newsinbey sbout ou
Check-List I_

Wikl FEREAITET With ONGVA) DDACS

Change you ssbapbons

6. Click Change your subscriptions to update your changes.

7. Click Forget this email if you want to unsubscribe from newsletters.

4.12.2. Manage Newsletters

eXo Content allows administrators to easily and quickly manage newsletters. Go to Group -
Newsletters on the administration bar to access the Newsletters functionality.

Nuwsinllers

ANE NAWER e

% Ficwr | amar g hewSibsoipon | g5 MesCamgory  GER Manage Lisers

Markcring You wam 1o ko ehiene we are, wheee e go ©
Suhscripdan Mumbar of User Awaling Lemer
Tz markat a n
Ceangral Ceneral nioimaion aboil us
Subscnption Muamkmr ol Wrser Armailing Lelies
Resubs a o
Check us a L]
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4.12.2.1. Category Management
Administrators can manage the categories that newsletters are distributed under.

4.12.2.1.1. Add a new category

Procedure 4.99. Add a new category

1. Click New Category on the action bar of the Newsletters page. The Category form will appear.

Category form X
MName =
Title *
Description
Moderator + 2 ‘;
[ Save ] [ Cancel

Table 4.29. Category Form Field Details

Field Description

Name The name of a category. This field is
required.

Title The title of a category. This field is required.

Description A brief description of the category.

Moderator Select users/groups who have rights to

manage this category.

Save Accepts the addition of a new category.
Cancel Quits the category form without adding a
category.

2. Input values for fields

a. E
Select a moderator for a category by clicking the “* icon next to the Moderator field to

select a user. The form to selet users will appear.
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| User selector
Group : Uzer Mams -

Lser MName First Mame Last Mame Email Achon
root Root Reoot root@localhost &
john John Anthony johnEkocalhost &
mary Mary Kelly mary@locahost @
demo Diema gm demo Blocalhost &
james James Anderson jamesi@locahast @

b.

Click the W corresponding to the user in the list that you want to select.

C. =
Click the “® icon to select users in a specific group. The Group selector will appear.

b= Group selector X

& organization

Select group Select membership
. -~
‘i}’ _ ¥ member
iﬁ- customers b editor
E| :I.ﬂ:, organization £ ¥ manager

m

' :.ﬁ- management ¥ redactor

b :
"'EF‘ operations validator

B oE

iﬁn communication
- F webdesigner -

Select a group from the left panel and a membership type in the right panel. The
membership and group selected will be displayed in the Moderator field. After adding
new categories, they will be added in the list of categories.

After creating a category, you can create new subscriptions or newsletters for this category.

When you click the Administration button, you will see a drop-down menu consisting of all
actions on this category.

4.12.2.1.2. Edit a category

1 Select a category that you want to edit and click Administration — Edit Category in the

drop-down menu to bring up the Category form.
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Category form x

Mame  Fashion =
Tite  New Trend <

Description  |1eswr 'Irendl Fashion

Moderator manager:/organization =

EI
&
=

[ Save ][ Cancel

2. Change the values in the Title and Description fields as required (Note that you cannot
change the name of the category).

3. Click Save to save all changes.

4.12.2.1.3. Delete a category

Procedure 4.100. Delete a category

1. Click Delete category in the menu. A confirmation will appear:

@ Are you sure you want to delete this category ?

|6Cancel | | «/ 0K |

2. Click OK to delete the category or Cancel to exit without deleting.
4.12.2.1.4. Manage Users

Administrators can manage users accounts and activity with edit, ban, remove ban or delete
actions.

Procedure 4.101.

1. Click Administration - Manage Users in the menu. The Manage Users form will appear:
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Manager Users x
Email Banned
hoa.vu@exoplatiorm.com false = F
Close
Table 4.30.
Field Details
Email The email address of user who has

subscribed this subscription.

Banned This field has two values:
False
The user is allowed to get email.

True
The user is not allowed to get email.

% To ban this user from receiving email.
% To remove a ban on a user.
To delete the user.

2. Click Close to close the form.
4.12.2.2. Subscriptions

An administrator can add more subscriptions to any category. There are two ways to do this:

Procedure 4.102. Method One:

1. Click New Subscriptions on the action bar.

The Subscription form will appear:
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Subscription form x
Category | parketing Fk\
Name [ ] Select
category
Title [ *
Description
Redactor

B
g
Eb

[ Save ][ Cancel

Table 4.31.

Field Details

Category The category that contains this subscription.

Name The name of the subscription. This field is
required.

Title The title of the subscription. This field is
required.

Description The brief description about the subscription.
This field is not required.

Redactor Select users/groups who have rights to
manage this subscription This field is
required.

2. -

Click the | ™ . icon and select the category from the drop-down menu.

3. Enter the rest of their values in the form.

4. Click Save to create the new subscription or Cancel to quit without creating a new

subscription.

Procedure 4.103. Method Two:

1. Click directly on the category to which you want to create a new subscription:
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aXn Nawskimer = Markeing

B rowlemer J[| G mew Scbscrmon

Warketing Tou w2 ke e v ane, v e go ¥ Acinirisralio
Subscription Mumber ot User Aweating Letter |
The market ] a |

2. Click New Subscriptions on the action bar.

The Subscription form appears:

Subscription form x

Catepory | Fashion 2010

Mame |

Title |

Description

Redactor 7

B
g
Eb

[ Save ][ Cancel

Follow the same steps as Method One.
Administrators can create newsletters for each subscription.

These Newsletters can be opened, edited, deleted or converted to a template for reuse.

i Shies Fashion shees IModeration
Lebter Dake Status O
Discaunt S8t San 12 09:53:50 ICT 2009 deaft ]
Advartising TUE Sep U5 10:30:29 1T 2009 auating 4
Saka ol Tha S 20 10024439 10T 2008 PET S 4]
Table 4.32.
Element Details
Shoes The name of the subscription.
Fashion Shoes The brief description about the subscription.
Letter The list of all letters of this subscription.
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Element Details

Date The date and time when creating this letter.

Status There are three types of status: draft, awaiting
and sent.

Moderation This button allows you to take actions on a
newsletter that you select.

4.12.2.3. Open a Newsletter

Administrators can easily view the content of a newsletter.

Procedure 4.104.

1. Choose a category by clicking it or checking the box and then selecting Administration -
Open.

Comen Bxplorer  WRCETIRIETEN  Form Duiller  Administralion

aXo Nawskiger = Mariring

m [ickr Loter ||I'$ Few: Scbscipdon |

h_ warkeling UL AT BT R R HIM, R e g T I AT ETAL
Sakmsurpton Mumber ol User Avvailing Lelier O
The nearkel u a ]

2. Select the newsletter that you want to open by clicking it or selecting the checkbox.

Conlent Explores m Form Buisser  Adminsiration

aln Mewalaitar = Marketiog = Tos mackel
ﬁ Hiw | e
i Tha markse Wahats on tha markst wday 7 Kadieradon
Latrar Diate Saxius
3.
_ Moderakion ] _
Click the button then select Open in the menu:

Convert As Template
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The View Newsletter's Content form appears:

| Wiew Mewsletter's Content (x|

4. Click Close to exit.

4.12.2.4. Edit a newsletter

Do the following to edit a newsletter.

Procedure 4.105. Edit a newsletter

1. In a specific subscription, select the newsletter you want to edit by selecting the checkbox.

_ Moderation l
Click the

button then select Edit in the menu.

@ Convert As Template

The Newsletter entry form appears:
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|-,.|| Mgl nier Ll farm

Template | gasic Template &
Sendoate | |13 72010 18:40:40 |
Category
Subscription :
Update sending paramaters |
- KB Contant | ¥ |llustranan v Advanced

Title: |Bi:l!iil;T|!l1l|_l|i]|l'

Mame | paz)e tamplate

Language | gy 2
& . _ |
Main | [ Source B Fo o 55 @ N R=N¢
cantert — -~ — — .
B I U = == == ] E: =T AT e | m l_ﬂ_’-:,__. r.:

L Eorr v izg ® |;l

3. Change the values in the fields that you want to edit: Template, Send date, Category,
Subscription.

4. Click the Update a Newsletter's info button.

5. Change the values in the fields Title and Main content.

6. Click Save to save as a draft or click Send.

4.12.2.5. Delete a newsletter

Administrators can delete obsolete newsletters.
Procedure 4.106. Delete a newsletter

1. In a specific subscription, select the newsletter that you want to delete by selecting the

checkbox.
E“- Open
7 Edit
N
E'] Convert As Template

2.
, Moderation ] , ,
Click the button then click Delete in the menu.
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A confirmation message will be displayed:

The page at http://localhost:8080 says: lﬁ

9 Are you sure you want to delete this newsletter?

| QK | ’ Cancel

3. Click OK to accept deleting this newsletter or Cancel to quit without deleting.

4.12.2.6. Convert as Template

Administrators can reuse a popular newsletter template.

Procedure 4.107. Convert to template

1. Select the newsletter that you want to create as a template.

, Moderation ,
Click the button then select Convert as Template in the menu. The next

time when you create a newsletter, this template will be listed in the Template field of the
Newsletter entry form.

4.12.2.7. Newsletters

Each subscription consists of many newsletters. eXo Content helps you easily create newsletters
by following these steps.

Procedure 4.108. Creating Newsletters

1. Goto Group — Newsletters on the administration bar. The Newsletter portlet appears.

ﬁ Mew Letber

Click the button on the action bar. The Newsletter entry form
appears:
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|-,.|| Mgl nier Ll farm

Template | gasic Template

La

Senddste | 124 72010 18:40:40

Category

Subscription

Update sending paramsters

- Wein Content | ¥ [llustranan r Advanced

Title |BiJ:iil.Z Template
Mame | pacictamplae

Larguage | gn -

Main | [ Source B [Q
carteri o
B I U = - =

Fomnat - Forit ha Size

Details:

Table 4.33.

Field BEIETS

»

Template The template for your newsletter form. Basic
Template is set by default.

Send date The date and time to send the newsletter.

Category The category contains this newsletter.

Subscription

Update sending parameters

The subscription contains this newsletter.

This button allows you to update information

about this newsletter.

5

Click the | ™ .icon to select the template for the newsletter.

4,
when you want to send the newsletter.

Click the Send Date field. The calendar will appear to allow you to choose the date and time
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14 15 16 17 18 19 20
21 22 23 24 25 26 27

28 29 30 21

16:32: 53

Click the | ™ .icon in the category field to select the category and the subscription in list.

6. Click the Update sending parameters button to update information about this newsletter. A
message pops up and informs you that you have updated information successfully.

7. Input a title for the newsletter into the Title field.
8. Create a content for a newsletter by inputting information into the Main content text box.

9. Click Save to save this newsletter as a draft or click Send to send this newsletter.

10. select Contact Us on the navigation bar or go to Site -~ Acme - Contact Us.

5:] T gim Group o Dashhoard | She Edine ary Kelly Fudlished | &

Wialznne: oo |

DOCUMENTS

el Whara Wi ang

Lorem psamadslorshamat  smononon
annERRL e Al g il

= canditing and Regquiraments
Loremdalur dlipsum st 3508000
cansectetcr adiziscrg 21

T How o jein us

The Contact Us page appears:
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{5 Contact Us

LEAYE ¥OUR MESSAGE
Salark 3 pedDient | Irfaz

Four Mzme

Your Sodress

our Emal Address

Your Phone humber

Four Massage

Drare

Table 4.34.

Field Details

Select a recipient

The recipient who will receive a message

Your name

The name of a person who leaves a
message

Your address

Your Email Address

Your Phone Number

The address of a person who leaves a
message

The email address of a person who leaves a
message

The phone number of a person who leaves
a message

Your message

Write a message that you want to leave

11. Select a recipient and enter values in this form.

12. Click Save to save a message.

4.13. Fast Content Creator

The Fast Content Creator portlet in eXo Content allows you to quickly create and save a new
document with only one template in a specific location without having to access Content Explorer.
This can dramatically expedite the creation of a single new document.

There are two modes in Fast Content Creator: Basic Content Creator and Standard Content

Creator.
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The Standard Content Creator mode adds an Actions section to the Edit Mode tab (see the
details at Section 4.13.1, “Configuration”) which allows you to add an action to your document
when configuring it.

» Edit Mode [h Portlet Setting " b Select Icon " ¥ Decoration Themes " b Access Permission

Redirect [] Actions

Redirect path http: /fwww.google.com.vn

— Actions

MName Description Instance of Action 0

|_Add 44— Add an action

Save
Close

To add an action to a document, click Add or the
(4]

icon to open the Add action form. Follow the procedure in Section 4.7.4.10.1, “Add an action”.
4.13.1. Configuration

In eXo Content, the Fast Content Creator is applied in the Contact Us portlet with the Basic
Content Creator mode by default. You can configure the Fast Content Creator by editing the
Contact Us portlet.

To configure the Fast Content Creator, do the following:

1. Goto Contact Us on the Navigation bar or go to Site -~ Acme - Contact Us

2. Click Site Editor — Edit Page on the administration bar. The Page Editor will be displayed.

3. Hover the mouse pointer over the Contact Us portlet and the toolbar appears.

Click the
;'}

4

icon to edit the portlet.
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L Cotacus gb &

3

The form with the Edit Mode tab appears:

- Edit Mode | » Porlet Seting
Save lncation

Location to Save | yeiag contentiivelacmelidocuments

Temgplale options
Select template | conacy Us

» Select lcan |b Decomtion Themes

= Fags Cine =
appiaatiors | Contalners
&dminstation 1!
Cortants
Casnbon~d
ST
Gargatx
Culculatar
is simpe and wsehl
a lews wo
serlonm mast of 1 basic
anthmetc cperalin s,
Calandar

4k Wiem Page propeties
|| Swdteh Wiew mode

» Access Pemission

0

Custom save button Send

Custom save message | Your comment has been eceved, We

apprecate your feedback.

Redirect [

Redirect path

fecmdemo/publiciacme/contacty sufl:,clrﬂimminrl

[«]

Closa |

Table 4.35.

Field Details

Location to save

Select the location to save documents or
messages.

Select template

Custom save button

Custom save message

Select a document template. There are
different input fields corresponding to each
template.

Change the label for the save button.

Show a custom message that informs you
have just saved a document.
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Field Details

Redirect Allow you to redirect the path in the Redirect
path field.

Redirect path Show a path to which you will be
directed after clicking OK in the confirmation
message.

4. Select the location to save:

a. Click the

LG

icon to select a specific location to save documents. The Select Location form appears:

| Select location

Workspace | collaboration
Root path ﬁ

Y Mame Action
i‘ el Users @
i Users

| Groups @
-1 Groups

! ol Digital Assets a
B0 Digital Assets .
. & Doouments @
#- L Documents

- el Records Space @
B & Trash

H e sites content @
& 1 Records Space

d:_ sites content

b. Select the parent node on the left  panel and click  the

@

icon in the Action column to choose the child node on the right panel. After being
selected, this location will be displayed on the Location to save field. Created
documents will be saved in this location.

5. Select a template which is used to create a new document.

6. Change the label for the Custom save button, and the content for the Custom save
message.

7. Tick the Redirect checkbox if you want to redirect to the path in the Redirect path field after
clicking OK in the save message.

8. Click Save to finish the configuration of the Fast Content Creator portlet.
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9. Click OK in the confirmation message.

10. Click Close to quit the form.

4.13.2. Create a new document

To create a new document with the Fast Content Creator, do the following:

Procedure 4.109. Create a new document

1. Goto Site ~ Acme — Contact Us.
2. Enter values into all the fields in the Contact Us portlet.

3. Click Save to accept creating the new document. A message appears to let you know that
the document is created successfully at the location that you established in the location to
save field.

4.13.3. View a new document

After creating a new document, you can view it by do the following:

Procedure 4.110. View a new document

1. Goto Content Explorer.

2. Select the drive and the path that you established in the configuration of Fast Content Creator
to view the new document.

4.14. Form Builder

The Form Builder portlet enables users to create and to edit various document type templates.
Documents are stored in a node; therefore, the term node and node types are often applied.

Procedure 4.111.

1 Goto Group - Form Builder on the administration bar. The Form Builder will appear:
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e

Hame

Ewanl ||~1— Ihe name al the node

Dresanaiglicn

S Source . B 7 U s (T3 = = = -
L) 5 | Momal |0 Ao il Bl K

The holest evenis|

bany p

|_Sewe || Reset

Enter the node name into the Name field (an asterix [*] indicates that this a required value).
Enter a brief description of the node.

Click the Form Builder tab. Items on this tab allow you to set properties for a node. Available
components are displayed on the left pane.

zenersl Form buider

It Text Trizist fuzke 'R ey i

i
-‘ Ll Labs Y ! r-j
i)

Textrea fiek Texcarss valus % i

Text Area

Erditor

[}

Seber | Biocs

L 2 1
—_— ¥ vz O t 4 ™

L=

|_zave || meset

Click the desired components on the left pane. The selected components will be displayed
on the right pane.

Click the L corresponding to the component to move this component up or the \ to move
the component down.
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Click the & icon that corresponds to the component to edit properties of that component.

The form to edit properties appears like the illustration below:

Field Label leﬁ

Width

Height
Default Value

Guideiines for
User

Table 4.36.

| <—— Enter the field label

Rules: [ Required

Field Details

Field Label To enter the field label.
Width To enter the field width. If the
Rules: i_iRequired  checkbox  is

marked, the * will appear beside the text
box, indicating that values in this box are
required.

Height To enter the field height.

Default Value To display the default value

Guidelines for User To display instructions about this
component.

To delete the component, click the corresponding to the component.

Click the & icon again to hide the form to edit the properties.

After editing the properties of the components, the components will appear similar to the

illustration below:
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Title
Place

Summary  Texlares valug|

Upload field

(|3

% 2
4% 2
4% P
4% 20

8. Click Save to create the new node, or Reset to edit the node again before saving.

A message will inform that you created a node successfully.

4.15. Category Navigation

The Category Navigation Portlet and Parameterized Content List Viewer portlets avoid the need
for long URLs when viewing a content and enable users to see published documents or web

contents in specific categories in one page.

Using symbolic links, the database can retrieve the content no matter where the object physically

resides. The relations between shortcuts can also be managed in this way.

Procedure 4.112. Access to Category Navigation Portlet

1. Goto News on the navigation bar:

8

Creerview m Events MNewskstiers Conbsct Us
Calegories Top Hews
Warld

Category

s -+ gory

e Mavigation
Terhaohsyy =
Sports

Tags

&

;:' ACHE Hews 1

—

I -

Lorem ipsum dolor sit amet, consectetur adipisicing eft, sed do slusmod tempor incdidunt ut labore et dolore magna algua.

Lorem ipsum dolor st amet, consectetur adipsicing it, sed do susmod tempor incdidunt ut labore et dolors magna alqua.

Lorem ipsum dolor sit amat, consectetur adipisicing et sed do slusmod tempor incddunt ut labore et dolore magna abgua.

Lorem ipsum dolor sit amet, consectetur adipisicing eft, sed do slusmod tempor incdidunt ut labore et dolore magna algua.

The left pane lists all the categories containing contents.
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The right pane displays all the documents belonging to the current category.

2. Click a category that you want to view its contents. Its sub-categories are listed on the left
pane and its contents are shown on the right pane.

Categuries ‘_ The current categaory 5
L
5o bo previoes ".;‘l ACHE Rews 1
 Kivica u Loin iphsm SO0 32 arel, Corsecilur adpaing S ded 80 eukmod Mmper noddunt of abers o dokre magne Bgul
-
A Pacle | Thie sub-categories
Burops
Makdia Exat
Tags

3. Click Go to previous to return to the parent category.

The Edit Mode of the Category Navigation Portlet. Administrators can edit the Category
Navigation portlet with the following procedure:

Procedure 4.113.

1 Goto Group - Administration — Manage Pages on the administration bar. The Manage

Pages list will appear:

Sanrch: e bype | J.'.

Fogs i Thz Arcess Permission Edi Permission Action j
o piatior miweb-contnitulors: £ Editor [inlstormiweb.contribators| managerpatiormiweb-contriutors E
podmak ¥ G AEmCsgameS Imanager A USIMers, memberipam  autharipiadom « [
group:splatiormiweb-contribuiors: 51 She Explorer I"Jolatformiweb-coniribaiors] manager fplatormiweb-conirbuions: .-f u"_?
s obal b il Wi Abini il i dplatfosndwesbcostiledn g febatlontesboconhiankors: = '.T:'-
ATl e Cegry Cakqarny navigation port vy = ikt mindminitmiors o (il 1
porsat:acme-ch Content List Viewss Fortiet Everyone] “iplatiormstmnetators =
grospiplatiormisdministalos: com - Community Mansgemen imanage iplsiumadminsiraion]  mansgen (pltionmdsdmnesiakors =
porat:acmeconfrmation Corract Form Comfrmation Everyons] edior/platiormiweb-contrizulors Z
oAl A ME-CONaCusS Conact Us Everyons] Iplatormieb-coniriulors ﬂ" E -
R et ] Pl Tinrcnned & drkter et e, =+ e :-

| aod Mew Poge J

2.
Click the ﬁ icon in the Category navigation portlet entry to open the page to edit this portlet.
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B oy naegaden gl @ * Paga Edicr T

it Parfick FApplcriong Cavmisinare

:'}
Click the # icon to open a form to edit the portlet settings.

» Edit Mode | v Portiet Setting | v Select icon | + Decoration Themes | v Acoess Permission

Repostory [ renncitory -

Toe [
Tree name acme 2,
Tree viewer icmplie SimpleVerticalHisrachy. gtmpl =
Show in Page | pewe {EL
| save || cancer |
Close

5

Click the | ™ . to select the repository for documents in the Repository field.
Enter the name of a category in the Title field.
Select the tree name for a category.

Select the template for displaying categories.

Click the - icon to select the target path. The Page Selector form will appear:
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|| ADDVEDHT PAGE NODE X

T e

(@) Selected Page Info
Enter the page name
Page Id: ,‘,
MName: I I

'rme:|| I'__ .
Enter the title of the page

| & crenePage II {5 Search and Select Page I
4 o,
Create a new page Select an existing page

Save Back

Click the E' to select the navigation on the left pane. The corresponding pages will be
displayed on the left pane and the corresponding paths will be displayed on the right pane.

10.
Click the @' icon to select the path. This path will be displayed in the Show in Page field

of the Edit Mode tab.

11. Click Save to accept saving the configuration for the Category Navigation portlet.
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Advanced Actions

5.1. Manage Site Resources in one place

You can easily manage all the site resources in Content Explorer.

*Eifsl'ulﬂ'lmamﬂ

Chose in a General drive. All of your created sites and their resources
will be listed in the left panel.
bt lars. Farm Budder
= iaun - |l a |
Pubibcabicn ‘Collabaration ‘Eystem
g AddFoke | [ 2 i Docoment |, Upkood | @
" — *  Document tRle Cresied date Hugthar Last User ‘Btatus
e LU ___gi:..] i ApolcationDes Ilalll.'l'.l.tlml:'hl
Bl & coicgoies 1210410 E:00 P
3 L cus LMD E00 P
B docunens LU0 0 P
B Er s 12110710 6:00 P
Q. o ks 1IN0 E:00 P
lod? medns 120 Gl P
M ety contens L2100 G0 PR

All sites contain typical folders that are site resources:

L css 5/20/10 11:10 AM
" documents 5/20/10 11:10 AM
& js 5/20/10 11:10 AM
& links 5/20/10 11:10 AM
2 medias 5/20/10 11:10 AM
55 web contents 5/20/10 11:10 AM

5.1.1. CSS Folder

CSS is one of the default files of a site. This folder contains CSS data that is used to present
content data in a site and increase that site's accessibility.
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5.1.2. Document Folder

This folder contains all documents used in a site. When you want to add a new document for a
site, you can also put them in another folder, but it is recommended to use this one to manage
everything easily and conveniently.

[=l- | documents
‘#] | Conditions and Requirements
‘7| How to join us

-0 | \Where we are

5.1.3. JS Folder

This is one of the default files of a site. This file contains Java Script data that is used to make
a site more animated and more dynamic.

5.1.4. Links Folder

This file contains all links used in a site.

5.1.5. Media Folder

This folder contains all documents related to videos, images and sounds. It is divided into three
sub folders:

|§|- £ &) medias

L2 audio
: images
L videos

audio:
This folder contains sound data used in a site.

images:
This folder contains images used in a site.

videos:
This folder contains videos used in a site.

5.1.6. Web Content Folders

This folder contains all web content used in sites. It is recommended to put all the web contents
files here to manage them more easily, or for easy reuse in another site.
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I:-I Soweb contents
@[ 2010
|+| i Events
|+| .| NewEvents
|+| .| News
I:.I " site artifacts

[|E| Contact Form Confirmation
h; ACME Footer

__[&| ACME Introduce

[ ACME Logo

__[&] acME Navigation

[|E| Newsletter Header

E---[iE ACME Searchbox

--[&] AcME signin

5.2. Administration Page

This page is used to manage all workspaces, drives, node types, metadata, templates, queries,
etc. Only administrators can access the Administration page.

Click Group —» Administration on the administration bar:

D = She Crnap ; Doskboard  hg Site Edior Root Root | Published) 7
Gomtent Manager's pages [PPR———— | I
Conteit Explorer

Mewslatiers

Form Eullder

B Adminisiestion
' oW Fidministrabors's pages

Administration Welcome i

15 Eomditinns and Reguimments

Caccutive Bawd's poges - Lorem dolor sk ipsam amet
F consacieer admscng =it
. Organization .
—— B oo pamn

Liss's pages Conseciciaer adipscing ol 27miz002

nrem psum dolor sk amet
Eh . Lo Wy Link + hurs )

The Administration page will appear:
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Bdministreticn

Manage the man ECM funciions " .
[ Manaps Calegonss

3yl Caegones & Tags I ame Weorkspace Homee path PrImissons Action
L Conmen Fresemation k System dms-sysem dexpecm ..BITy; _ SYSISM remove # ']
fewn S unoiny Treus
« Contenl Types ¥ isiorage System
1Tk Adwanced Conhguraton v R ITHE erdadation dains conlent T ncme RITY, Sy SIS IETHAE # 4 'ﬁ1|

icalegones fapme:

classke colzboration ishes conlent e Joinssk By, SYSem remoue: # "j
iIcalegones Gl

rems colaborabon Msres conlent e iscme ..Efy;___Sysism remove # ':|
Saina

= colaboration it conlent e fea s remareany read e "_'.'|

Menipgories foxn

Akl Tasmuncanmy Tiew

This page gives you to access to the following sub-pages:

» Categories and Tags: Manage Categories and Manage Tags.

e Content Presentation: Manage Template, Manage Metadata, Manage Views and Manage
Drives.

« Content Types: Namespace Registry and Manage Node Type.

* Advanced Configuration: Manage Queries, Manage Scripts Create an Action Type and
Manage Unlocks.

5.2.1. Categories and Tags

5.2.1.1. Manage Tags

The Manage Tags form allows you to manage tag styles (the appearance of tags in visual
representations). A tag's style changes depending on the number of documents with that tag.

Go to Group - Administration then click on Categories and Tags — Manage Tags.

From this page you can add new tags styles or edit existing styles.
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Manage the main ECM functicns .
_\ Manage Tags

i Calegories & Tags - —_— .
« |ag manags |r 159 pEIMISS BN Managss

[0 ® (i)
L Lotk Sipks nams Choument range Shyie of lag Fction

I.-‘ Panage Tagsl namal 0.2 fomi.size: Lap; ok weght A
b, e, B
font famiy; verdans;

[ Conment Frosentiion .
— bl decoratenmone;
¥ = R ' Inizresting 25 foni-skee: 13 fort-weight A
7 Advnnter Confgurntan . boid; color Fhablboe:
Fuznl- Faunily. verdana
L et e i o
4 alfrasive 5.7 fonlsize: 15m:; hoot-weght Pl |

el oo bl foi-famiy:
Airial; paxct. decoration:none;

hat 7.10 foniaize: 18 ont-weight i |
bookd; cobor: SS000; font-family:
Fuial; el decoralEn o,

hatiest .7 fonl-stze: 20p; fork-weighs Pl |
bad; cokor: red; 7
LA edit and delete

texi-decorationone; tag

| fod sty click Lo add Lag style

5.2.1.1.1. Add a tag style

To add a new tag style, do the following:

Procedure 5.1. Add a Tag Style

1. Click the Add style button. The Add tag style configuration form will appear:

Edit tag style configuration |X|
Style name =
Document range *
Html style =

[ |pdate H Cancel
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Table 5.1.

Field Details

Style name Give the tag name. You cannot edit it.

Document Range Give the number of documents that must
have this tag for this style to apply. The
asterix (*) indicates this is a required value.

HTML style Include settings for the font-size, font-weight,
color, font-family and text-decoration. The
asterix (*) indicates this is a required value.

2. Input values in the fields: Style name, Document range, HTML style, all of which are
required.

3. Click Update to accept adding a new tag style.

5.2.1.1.2. Edit

To edit the existing tags do the following:

Procedure 5.2. Editing existing tabs

1. Click the pencil icon corresponding to the tag name which you want to edit in the Action
column. The Edit tag style configuration form appears like the form to add a tag style.

2. Change values in the fields Document range and HTML style. Do not change the Style
name field, as you are editing an existing tag.

3. Click Update to save any changes.
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5.2.1.1.3. Delete a tag style

To delete a tag style:

Procedure 5.3.

1. Click the corresponding trash icon,

2. Click OK in the confirmation message to confirm the deletion.

f )
The page at http://localhost:8080 says: M

0_ Do you want to delete this style ?

| QK |[ Cancel l

5.2.1.1.4. Tag Permission Manager

The Tag permission manager tab helps you set permissions regarding editing and deleting public
tags.

* Tag manager | + Tag permission manager
Memberships Action
*:/platform/administrators m

Add a permission

Memberships; *

Save

2

Procedure 5.4. Set Permission To Tag Management

1. )
Click the “® icon beside the Memberships field to select memberships in order to add a

permission for those memberships. The Select membership form will appear:
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Select membership X

$F customers

Select group Select membership
‘ﬁ:' ' member

EI-iEi customers ¥ author

ﬁ- organization b editor

ﬁ platform ¥ manager

g" partners b redactor

b walidator

Fox o

2. Select a group on the left and the corresponding membership on the right. The selected
membership will appear in the Memberships field:

b Tag manager * Tag permission manager

Memberships Action

*:/platform/administrators ‘@'

Add a permission

Memberships: | manager:/customers *

§

Save

M

3. Click Save to add a permission for the membership to the Memberships column.

* Tag manager | w Tag permission manager

Memberships Action
*: /platform/administrators ﬁ
manager: /customers |

Add a permission

Memberships: | manager:/customers *

t.} Save

&

To delete memberships permissions:

212



Categories and Tags

Procedure 5.5.

1. Click the trash icon corresponding to that membership.

2. Click OK in the confirmation message.

~ The page at http://localhost:B0B0 says: [0 x

@ Are you sure want to delete?

N

€3 Cancel | «/ OK |

5.2.1.2. Manage Categories

Category management can be understood as a classification practice. Categories are used to sort
documents, so as to facilitate effective searches.

In this section, the concept of categorization and classification will be referred to with the term
taxonomy.

The eXo Content category management system includes adding, editing and deleting a taxonomy
tree.

Go to Group - Administration then click on Categories and Tags — Manage Categories.

The Manage Categories form appears.

Manage the saain CCM funetions __
i Manage Categosies

R, Calngories & Togs ki Baima: Wiiikapaee Homaz path Permisainng Aiinn

____________ ST dims-SyEiem dpxmpzm ATy E SR T # '.ﬁ
3 | Marage Catcgarics) =5 ¥ = 1
— texociaxonomy | rees

% Manage Togs lsmiage System

neme collabamiion kies conient e Geme . orTy,_ SySIRm remive A |

b Cnnenl Presientalinn v Mcalegones farme

2 Coolent Typen : chssk colaboraton Jsnes conlent e Klassic .evty,_SysiEm remave |
lealngaries fehssic

i=h Advanced Conhguraton o
~=3 - s erlabaialinn it onien T L Aty SpRlRm e N |

deyEms

] colaboraton Jsnes conlent ke Jexo .. Jors removesany resd A

lealpgres fiwn ]

dick Lo add category ?ij_'ln;;ﬁ;imele
M s, A ake 5

5.2.1.3. Add a Taxonomy Tree

1. Clickthe Add Taxonomy Tree button to add a new taxonomy. The Add taxonomy tree form
will appear.
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d=| Add taxonomy tree

Imput taxonomy name, choose workspace and taxonomy home path
g i a o = Enter Taxonomy Tree Name

Name I_'GElmE'S- ]f
Workspace | gms-system Select Workspace

Home path

Select Home path

Move tonext step

Enter a name for the tree in the Name field. The asterix (*) denotes this as a required field.

Select the workspace you want to work with.

Select the home path by clicking the plus icon. The Select Home Path form will appear:

Select home path

5.

6.

exorecm

Workspace | dms-zystem

Root path '@'

MName Action
.

i exo:taxonomyTrees
,_, exoitaxonomyTrees )
exo:taxonomies
,_, exo:taxonomies
exo:folksonomies
F-1_| exo:folksonomies
: exoidrives

B EE R

F-| exodrives
: templates

NN N

m

Click the tick icon if you want to select the root path or click the arrow icon to go to the up

level path. Click the plus sign to expand the folder.

Click the tick icon corresponding to the path that you want to select as a home path.
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Click Reset if you want to reset values that have just been selected or Next to select
permissions for a taxonomy tree.

Bk Sceomony/ e User/Group with rights x
Select permission for taxonomy tree node on Ta)(ﬂﬂ@m'}l' tr-ee Remqvel a
/ Permission —

User or Group Read Add Node Set Property Remove Action /

| =]

* true false false fakse T
-

john true true true true u

Add a permission to that node

Edit Permission

User or Group .

Read ||

Add Node [] Select Permission

Set Property || le=—Four rights on

Remove [ Taxonomy tree
Previous J[ Save H Reset || MNex |
Close

o)

= o, £
Click the “* icon to select a user, the “® icon to select memberships or the &F icon to
select everyone in order to set permissions. The user or membership that you have selected
will be displayed in the User or Group field.

Then, check at least one of the options below to set rights for the selected user to membership:

Read Right
The option is to select the Read right or not.

Add Note Right
The option is to select the Add Node right or not.

Set Property Right
The option is to select the Set Property right or not.

Remove Right
The option is to select the Remove right or not.

Click Save to save all values, or Reset to change values that have just been set.

After clicking Save, click Next to go to the next step.
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Add taxonomy tree @
Add an action to the taxonomy tree .
Id F i
Name | |*
Lifecycle node_added &
node_removed
property_added 3
property_removed
property_changed ¥ =
Is deep [
ModeTypes [ l@ (5]
Home path [dms—system:!exu:ecmﬁmdy * Q m
R P L1 1
Target path [ - Q T
Affected NodeTypes g file | i g
[ exo:article l ‘m
[ exo:podcast l ‘m .

10. Enter the name for an action of the taxonomy tree in the Name field. This is a required (*)

value.

11. Select values for Life-cycle, NodeTypes, Target workspace, Target path, Affected Node

Types. These fields are required (*).

12. Click Save to save all values and click Next to go to the next step.

5.2.1.4. Edit a Taxonomy Tree

To edit a taxonomy tree:

1.

Click the f icon that corresponds to the taxonomy tree you want to edit.
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| Edit taxonomy tree @

Edit the taxonomy tree by adding, copying, cutting and selecting permissions,

(=)
2 Mame Action
&-{5] system i @ O

i

: =+
Click the

icon in the Action field to add more taxonomy trees. The Edit taxonomy tree

will appear:
Edit taxonomy tree @
Parent fexo:ecmfexo:taxonomyTrees storage/System
Taxonomy name *

|_save || cancel |

3. Enter a taxonomy name in the Taxonomy name field. This field is required (*).
4. Click Saveto save the taxonomy name.

5. Click Previous to return to the previous steps.

6. Click Save to save all changes and the Previous or Next if you want to edit more.
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5.2.2. Content Presentation Manager

5.2.2.1. Manage a Template

When creating a node in eXo Content, you must set its properties. Therefore, each node needs
to have a form to enter data for their properties (called the di al og t enpl at e), and display the
existing values (called the vi ew t enpl at e).

The Template Management system allows users to view, delete or modify the predefined
templates or to add a new template.

Menege the main ECM functions .
|| Manage Templates
{5 Categories & Tags v e — -
" =
W Connenl Presennaben - e nddeiadminicdon IL
= ied e ) J 7 E
[ Manaps Tamplne,
. ExccaIRcher sining |
F2 Wanoge Metadasa
e businessEToc ess Model F # E
L#| Manag=s Whew
. #
EXCCOTImENS t a &
L Manage Drves edit and delete template i
ez GoninG s s # E
2 Conien: Types - o cremies S Sheaddction ."‘ E
LS
-1 P
Tk Arvanced Comliguraton v .l ERE # E
| X Enabieser sining __r‘ E
EREvenl F F E
Int pagas: 3 il[2[3[>][=
edit template  s——| a0 |

Procedure 5.6. Add a New Template

Go to Group - Administration then click Content Presentation — Manage Templates.
2. Click the Add button in the Manage Templates form to open the Template form.

3. Select the template type you require from the Name drop-down menu.

4. Specify a name for the template in the Label field.

5. Click the Document Template check box if the template you are creating should be used
as a template for a document.

6. Click the icon next to the Permissions field to open the Select Permission dialog.

7. Select a group from the left panel and the membership from the right panel. Alternatively you
can set permission for everyone by clicking the icon next to Any Permission
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8.

9.

Select Permission

* organization

Any Permission |¢,|

| Select group Select membership
‘ﬂ: - ¥ member
@ Customers b author
E‘% Organization F editor
@ Management b manager
@ Operations ¥ redactor
@ Communication * validator
- b Fo*

B3

Select the Dialog tab and enter the value in the Dialog content field.

Template Form

b Template | = Dialog | » view |» css |

Dialog content

=%
f/ Generate template for nodetype automatically
%=

<% yiform.beginl) %=
=div class="Harizentallayeut "=

<%= ctx.appRes( “app_spplication.dizlog.label  nane’)%==
itd=

[ Save I[ Refresh ” Cancel

Select the View tab and enter the value in the Dialog content field.
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= Template Form

» Template | Dialog || = View | » CSs

View content =% ®
f¢ Generate template for nodetype automatically 1

LT

=style= _
=%

_ctx.include(uicomponent .getTenplatesSkini "app:applicat

ien®, "Styleshset"l): %=

=/style=

,.

def node = yicemponsent . asthoda()
def nane = node,getMamel)
def values;
def valuelisplay:
=div id="§uicomponent.id"=
<table class="UIFormGrid==

=tr=
<td
class="FieldLabel "=
<%= ctx.appRes( “gpp_application.dialog.label .name”)%== .

rau ol o

l Save ] Refresh H Cancel ]

10. Select the CSS tab and enter the value in the Dialog content field.

11. Click the Save button to create the template.

Procedure 5.7. Edit a Template

1 Goto Group - Administration then click on Content Presentation — Manage Templates.

:.}
Click the # icon in the Action column corresponding to the template you want to edit.
3. Inthe Template tab, you can edit the Label of the Template.

4. To add a dialog, do the following:

a. Enter content for this dialog in the Content field.
b. Enter a name for this dialog. This value is required (*).
c. Select permissions for a group that can use this dialog. This value is required (*).

5. To edit an existing dialog, do the following:
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a.
Click the f icon in the dialog row you want to edit.

b. Edit the dialog properties.
c. Click Save to accept all changes in the Dialog tab.

To delete an existing dialog, do the following:

Click the W icon in the dialog row you want to edit.

b. Click OK to continue with deletion.

To add a view, do the following:

a. Click the View tab and enter content into the content field.
b. Enter a name for this view. This field is required (*).
c. Select permissions for a group that can use this view. This field is required (*).

To edit an existing view, do the following:

a.
Click the f icon in the view row you want to edit.

b. Edit the view properties.

c. Click Save to accept all changes in the View tab.
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9. To delete an existing dialog, do the following:

Click the icon in the dialog row you want to edit.
b. Click OK to continue with deletion.

c. Click Save to accept all changes.

Procedure 5.8. Delete a Template

Click the corresponding to the template that you want to discard.

2. Click OK on the confirmation message to delete the template or Cancel to abort the operation.

5.2.2.2. Metadata Management

Metadata in its simplest form is "data about data". Generally, it may be understood as information
that describes, or supplements the central data.

Metadata management allows managing nodes in the metadata format in the eXo Content system.
The metadata may be considered as information used to describe the data. When data are
provided to the end users, the metadata allow users to understand about information in more
details. All metadata nodes can combine with other nodes to create a new node (add mix).

Procedure 5.9. View Metadata

1. Goto Group — Administration then click Content Presentation — Manage Metadata.

Click the ™ icon corresponding to the metadata you want to view.

The Metadata Information Form opens.
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Metadata information

[x]

Metadata Name Is mixin types Orderable children

@ dc:elementSet " true X false

M

Element Mame Type Wripﬁun
dc:coverage String Deg::rl'ptl'un
[FT] dc:resourceType String Description
dc:creator String Description
dc:description String Description
dc:language String Description
dc:publisher String Description
dc:subject String Description
dc:contributor String Description
dc:source String Description
& dc:rights String Description
dc:title String Description

Procedure 5.10. Edit Metadata

1.

The Edit Metadata's Template form opens.

2. Change the required properties of the metadata.

3. Click Apply to save all metadata changes.

Procedure 5.11. Delete Metadata

Click the f icon in the metadata row you want to edit.

Click the m icon corresponding to the metadata you want to delete.

223



Chapter 5. Advanced Actions

A confirmation message appears.
2. Click OK to delete the template, or Cancel to preserve the template.
5.2.2.3. Manage Views

The Manage Views function is used to control view ways of a user. It has three tabs: View, ECM
Templates and BC Templates tabs.

To open the Manage View function, go to Group - Administration then click on Content

Presentation . Manage View. The Manage View form opens.

= Views | » ECMTemplates |  BC Templates |
MName Permissions Action Tab Action
tavonomy-ist = iplatform users [Info] [ Actions ] Q J M
admin-view = iplatform [Admin] [Info] [ Q /
[administrators Actions ] [ Colaboration
]
Laxonomy -Cons = jplatformjusers [ Actiors ] ﬂ 4 ﬁ'
AMOMYMOLS-View - [ Actiors ] Q 7 i
con-view = Iplatform/users [Actions] [ T‘| , @
Caollaboration ]
slide-show = fplatform/users [ Actions ] [ __"J # @
Collaboration ]
simple-view = fplatformjusers [ Actions ] [ n / o
Collaboration |
system-view = fplatform [Infa] a J i
[edminisirators
timekne -view = iplatform [Actions ] [ Q / 1
Jadministrators Callaboration ]
cover-flow = jplatform users [ Actons] [ ﬂ j 4 ﬁ'
Caollaboration ]

Add view |

Views Tab. On the Views tab you can add, edit, delete or preview views.
Procedure 5.12. Add View

1. Click the Add View button located at the bottom of the Manage View form.
The Add View form opens.

2. Specify the name of the view you are creating in the Name field. The name must be unique,
and must only contain standard alphanumeric characters.
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3.

Select the group from the left panel and the membership from the right panel.

[i=| Select Permission

B3

a organization

Any Permission @

Select group Select membership
t ¥ member -
l}:‘s Customers b author
E‘m Organization ¥ editor
E‘Ja Management ¥ manager
l’ﬂ“ Operations " redactor
E‘“ Communication * validator 5
HE— Fox ~

4. Click the Templates field and select the correct template for this view.

5.

Click Save to apply all settings and close the form.

Procedure 5.13. Edit a View

1.

2.

3.

Click the f icon in the view row you want to edit.

Edit the view properties.

Click the Add Tab button to open the Tab Form tab to add more tabs.

a. Click the Add Tab button to add more tabs after the initial tab has been added.

b. Click the Reset button to apply changes.
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c. Click the Back button to return to the View Form tab in the Edit View form.

4. Click Save to apply all changes in the View tab.

Procedure 5.14. Delete Views

Click the mw icon corresponding to the view you want to delete.
A confirmation message is displayed.

2. Click OK to delete the view.

Procedure 5.15. Preview a View

1.
Click the ':l., icon in the Action column of the view you want to preview.

The View Form opens:

-~ [x] -
1

Mame [mxummy-list ]*

Permission [t=_fplatrurmh.|sers ]*

Tabs [ actions ]

[ Info ]

Templates [ Lisiicw |~ ]

Enable Version ||

N
Oy

2. Click Close to exit the View Form.
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5.2.2.3.1. ECM Templates

|i- Manage View

F Views | + ECM Temnplates

MName

CoverFlow

Icon¥iew

Listiizw

ShdeShowliew

Systemview

ThumbnailsVievs

TimelineYiew

» BC Templates |

Value Base Version

fexozecm fviews templates
fecm-explorer fCoverFlow

fexo:ecm fviews ftemplates
fecrn-explorer [TconView

fexozecm fviews ftemplates
fecm-explorer fListView

fexoreomfviews templates
Jecm=explorer fSlideShowView

fexoceom fvewstemplates
fecm-explorer [Systemliew

Jexoiecm fviews templates
fecrn-explorer Thumbnailsyisw

Jexoiecm fviews templates

feam-explorer TimelineView

Add

Procedure 5.16. Add a new ECM Template

1. Selectthe ECM Templates tab.

2. Click the Add button to open the Add ECM Template form.

B

86 & & & &8 & &
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H=| Add ECM Template x
|
Content -~
I
A
*

Mame | | *

3. Enter the content of the template in the Content field.
4. Enter a name for the template in the Name field.
5. Select a type for the template in the Template Type field.

6. Click Save to accept adding a new template, or click Reset to change values, or Cancel to
quit without any changes.

Procedure 5.17. Edit a Template

:,}
Click the # icon next to the template you want to edit.
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i Edit ECM Template E3

uiWorkingArea.getCustomAction( ) -
def managersMultiltemContext =

def managersGroundContext =

uiwo r'k.:.i.."r.'i.;:;n.r'ei;_. get GroundActionsExtensionlisti):
def action = "";
def permLinkComponent = null:

UIRightClickPopupMenu contextMenu =

def viewComponentId = new Datel).ge
def renntexyt = rty netRenuesstCantex

*

Name | ContentView | =

Template Type [mn—explm‘er |v]

Enable Version ||

[ Save ” Cancel ]

2. Change the current template's properties.

3. Click Save to accept all changes.

Procedure 5.18. Delete a Template

Click the W icon corresponding with the template you want to edit. A confirmation message
will appear.

2. Click OK to accept deleting this template.
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5.2.2.3.2. BC Templates

[+ Views [ * ECM Templates || » BC Templates

Name

DocumentView

Pathlist

Querylist

Scriptiist

Treelst

Procedure 5.19. Adding a New Template

1. Click Add to open the Add BC Template form.

Add BC Template

Value
fexo:ecm fviews/templates
Jeontent-browser fdetal-
document/Documentyiew

Jexozecm fviews templates
Jeontent-browser /path/Pathlist

fexozecm fviewsftemplates
frontent-browser fquery

[QuerylList
fexozecm fviews templates
Joontent-browser fscript
[ScriptList

fexozecm fviewsftemplates
Jfrontent-browser jpathTreelist

-

Base Version Action

2. Enter the content for the template in the Content text box. This field is required (*).

3. Enter the name for the template in the Name field. This field is required (*).

4. Select the template type from the drop-down box in the Template Type form.
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query
script
detail-document

5. Click Save to complete adding a new template.

Procedure 5.20. Edit a BC Template

1.
Click the f icon on a template that you want to edit.
Edit BC Template [x
Content <% - -
import
org.exoplatform.ecm.webui.component . browsecontent . UITo
alBar
import
org.exoplatform.ecm.webui.component . browsecontent . UIDo
cumentDetail
import
boolean hasMo
subDocumentlist .1
boolean isShowDocByTag = w
'y et W Y . T o i
*
Mame
| QuerylList * .

2. Change the current template's properties.

3. Click Save to accept all changes.
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Procedure 5.21. Delete a Template

Click the W icon corresponding with the template you want to edit. A confirmation message
will appear.

2. Click OK to accept deleting the template, or Cancel to discard this action.
5.2.2.4. Drives Management

The function supports to manage drives in the File Explorer. It allows adding, editing and deleting
drives.

Go to Group — Administration the go to Content Presentation - Manage Drives.

[f-]mrmgwﬁvﬂ
Icon  Mame Warkspace HomePath  Permissions View | Adion
Trash colabaoration fTrash = fplatform icon-view, Pl |
Jadministrators smple-view,
cover-flow
Validation colaboration {Documents = fplatformfusers  smple-view, |
Requests fValidation admin-view
Documents Center Requests

Totalpages: 4 |« < | 1| 2| 3| & > =

5.2.2.4.1. Add a new drive

1. Click the Add Drive button in the Manage Drives form to open the Add Drive form.
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2.

3.

» Drive | * Apply Views

Name[

Home path

Workspace icon

workspace |system v

Permissions

Show referenced documents
Show “non document™ nodes
Show sidebar

Show hidden nodes

Allowance to create folder

exo:jsFolder
Unstructured folder
exo:webFolder
exo:linkFolder
exo:cssFolder
Folder

Allowance nodetype on left
tree

|Gl o

[

save || Refresn || cancel |

Enter a name for the new drive in the Name field. This field is required (*).

Select a workspace for the drive. There are four available workspaces: system
col | abor ati on, backup, and dns- syst em

||s'_.rstem , i |]

system

back

up

dms-system
portal-system
portal-work
wcm-system

L

Select the home path for the drive by clicking the

Gl
— icon beside the Home path entry.
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El Select root path X
jcr:system &
Workspace
Root path
MName Action
1. _ :
- L fcrnodetypes '@'
#-{=] jer:versionStorage : . h‘
|'_d] fcrversionStorage '@'
¥+ | exomnamespaces _
: | EXOnamespaces '@'
#-_| jer:nodetypes _
: =l exoiecm '@

E-{] exoiecm

dat
Browse for an icon for the workspace by clicking the icon beside the Workspace icon
entry.

Select an icon by clicking the 9 corresponding to the desired icon file:

=| Select icon X

Workspace : collaboration P

m

Mame Action

k.

-] Users

™| Autumn Leaves.ipg &

-1 Groups
E-_| Digital Assets

" Documents

- -_ Trash -

Select permissions for groups that have access rights to this drive by clicking the icon
beside the Permissions entry.

8. Select or deselect the various checkboxes to hide or show the corresponding drive elements:

Show referenced document
Allows viewing preference documents.

234




Content Presentation Manager

Show non-document
Allows viewing non-documents.

Show sidebar
Allows showing the sidebar.

Show hidden node
Allows showing the hidden nodes.

9. Select the document type that will be created in this drive:

Folder
Only nt:folder folders can be created in this drive.

Unstructured folder
Only nt:unstructured folders can be created in this drive.

10. Select the Apply Views tab and select the view type you want to be available in the drive:

EI Add Drive x

+ Drive | + Apply Views &

Taxonomy List
Admin View
Taxonomy lcons
Anonymous View
lcon View

Slide: Show
Simple View
System View
Timeline View
Cover Flow
Category View

WCM content View

[ Save ][ Refresh ][ Cancel

11. Click Save to commit the details and create the new drive, Refresh to clear the form or Cancel
to abort the operation.

5.2.2.4.2. Edit adrive

To edit a drive, do the following:
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Procedure 5.22. Edit a drive

1.
Click the j icon that corresponds to the drive you want to edit. The Edit drive form will
appear:
Edit Drive [x]|
o~
-~ Drive | » Apply Views |
Mame [ .customers ] * I
Workspace | collaboration |~]
|
Home path [.I'Gmups.l'u.lsmmers ] e
Workspace icon [ ] @ |
P‘Ermiﬁﬁrﬂnﬁ [*:f{us‘tﬂmer\s ] * ﬂ:

Show referenced |:|
documents |

Show "non document”
nodes

Show sidebar

Show hidden nodes |

Allowance to create |exo:jsFolder i
folder |Unstructured folder

exo:webFolder

exn-linkEnldar

2. Edit the properties as required.

3. Click Save to commit the changes.

5.2.2.4.3. Delete a drive

To delete a drive, do the following:

Click the mw that corresponds to the drive you want to delete.

2. Click OK on the confirmation message to delete the drive or click Cancel to abort the
operation.
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5.2.3. Content Types

5.2.3.1. The Namespace Registry

The namespace is a prefix in the node type name. It allows you to create node types without
potentially conflicting with existing node types.

The registry helps you manage the namespaces used in the system.

Go to Groups - Administration the click on Content Types — Namespace Registry to open

the Namespace Registry form.

il ; Namespace Registry

app
de

2xg

fin_old

Fwd

kfu

Prefix Namespace Ln

hittp: fwww.gatein.orgfjor fzpplicationregistry/1.0/
http: ffpurl.org defelements/1. 1/

http: ffwww.exoplatform. com fia fexe/1.0

hittp: fuww.we3.org) 2005 fepath-functions

hittp: . 3.0rg 200410 /xpath-functions

hittp: fwww.exoplatform. com o Fwd/f1. 1/

hittp: f fwww. jep.ergyfier /1.0

hittp:/ fwwew.exoplatform. com o b1, 1/

hittp: fwww.gatein.orgfier fautclogin 1.0/

Total pages: 3 <+« (1 2 3 B

Register

Procedure 5.23. Registering a Namespace

1. Click the Register button on the Namespace Registry form to register a new namespace.

EI Register new Mamespace x
Mamespace Prefix =
Uri *
[ Save ] [ Cancel

2. Enter a value for the Namespace Prefix field. This field is required (*).

3. Enter a value for the URI field. This field must be unique. This field is required (*).
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Special Characters

The namespace must not contain special characters like |, @,#,%$,%,&,%,(,).

5.2.3.2. Manage Node Types

This function is used to control all node types in eXo Content.

' Manage Node Type

Mode type name —%
S— Node type Mixin type Orderable dhild Desription p—
nodes

B app:content * false X falce nothing
E: appicontentcategory 7% false ¥ true nothing ﬂ
E appicontentregistry 7 false v irue nothing (8]
|_I_ app.gadgetdata * False X faloe nothing |:'J
E' appigadgetdefinition ¢ false X falee nothing
E: appegadgetregistry 7% falss # e nothing ﬂ
l: app:localgadgetdata * false # face nothing ﬂ
t appiremotegadostda X Falea X falee nothing EJ
@ deielementset v true X faloe nothing

£ exoraccessControlab v true * e niothing W

Totalpages: 18 (%€ 1 (2|3 4 |5/ 6  » |»

|_add_||_tmport | |_Export

5.2.3.3. View Node Types

1. Clickthe icon that corresponds to the node to be reviewed. The View Node Type Information
form will appear.
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[f] View Node Type Information @
—

Name space |app | —]

Node type name application

Is mixin type [Fal*:e

Orderable chid nodes [ [+

Primary item name

Super types | i protectedresource, mix:referenceabls
Property definitions | jcrzprimary Type |
[ app:creationdate |
[ app:lastmodificationdate ]
[ gin:edit-permissions |
[ gtn:description ] ¥

2. Click Close to exit this form.

Procedure 5.24. Add Node Type

1. Openthe Add/Edit Node Type Definitions form by clicking the Add button on the Manage
Node Type form.

~ Mode type [P Property "v Chid node ]
Mo spece

Node type name |
e P e
Orerablechidnodes faise 7]

Super types | +

p Jefinit
Child node definitions

| save || savedraht || cancel

Figure 5.1. Add Node Type Form
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2. Select a namespace for the node.

3. Enter a name in the Node type name field. This field is mandatory and its value must be
unique.

Special Characters

The name must not contain special characters like !, @,#,%$,%,&,%,(,).

4. Select a value for the Is mixin type field.

e True: this node is mi xi n type.
* Fal se: this node is not m xi n type.

5. Select a value for the Orderable child nodes field:

¢ True: child nodes are ordered.
¢ Fal se: child nodes are not ordered.

6. Enter a value for the Primary item name field.

dt
Super Types: Click the button to add more parent types.
8. Property definitions: lists all definition names of Property tab.
9. Child node definitions:lists all definition names of Child node tab.

10. Click Save to accept adding a new node type, or Save draft to save this node type as a draft,
or Cancel to quit.

Procedure 5.25. Export Node Types

1. Open the Export Node Types form by clicking the Export button on the Manage Node Type
Form.
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Export Node Types |z|
MNode name Action D
nt:resource
exo:themeFolder
miop:customization
exo:owneable
exothumbnails
exo:folksonomyFolder
nt:versionHistory
mop:page h
exo:addMetadataAction
miop:portalsites
exo:organizationGroups b

2. Click Uncheck all if you do not want to export all node types. After clicking Uncheck all, this
button becomes the Check all button.

3. Select nodes that you want to export by ticking the checkboxes.
4. Click the Export button in this form.

5. Select the location in your computer to save the exported node.

Important

You must select at least one node type to be exported. If you do not want to
export the node, click Cancel to quit this pop-up.

Procedure 5.26. Import Node Types

1. Openthelmport Node Type from XML file form by clicking the Import button on the Manage
Node Type form.
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Import NodeType from XML file h. E3

File name | Browse... |

Upload H Cancel ]

2. Click the Browse button to upload a file.

Import ModeType from XML file |X|

Mode name Action

ntiresource

mop:customization

Impart ][ Re Upload ][ Cancel

Important

You must upload an XML file. This file is in the node type's format.

3. Click the Upload button.

Note

If you want to upload a different file, click the icon to delete the file which
has just been uploaded, then upload other files.

4. Tick the checkboxes corresponding to the nodes that you want to import.

5. Click the Import button to complete importing a node type.

5.2.4. Advanced Configuration

5.2.4.1. Manage Queries

This function enables you to manage queries. It allows adding, editing and deleting queries.

Go to Administration — Advanced Configuration - Manage Queries.
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:"> Manage Queries
hame
All Artides wpath

Created Documents xpath

CreatedDocumentDayBefo | xpath

Type

Statement Permissiong Actions

[lelement{® exocarticde)  *:fplatformfusers
order by
@exoidatelreated

descending

MF[(@orprimaryType = *:jplatformfusers
‘exoiartice’ or

@joprimaryType =

'nt:file’) and

@exoowner="§{Userld}s’

order by

@exo:dateCreated

descending

fielement{™ exo:artide)
[Bexo:dateCreated <
xz:dateTime( ${Date}£)]
order by
Dexo:dateCreated
descending

Add Query ]

*: fplatformfusers

Procedure 5.27. Add a new query

1. Openthe Add Query form by clicking the Add Query button in the Manage Queries form.
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=] Add.quer'.r x
Query name | | * -
Query type | xpath ~ |

Statement |/icr:root/Documents/Live//element(*, exo:article) *

Enable cache
results ~

2. Enter a query name for the Name field.
3. Select the query type:
Xpath

XML Path Language is a language for selecting nodes. For example, /jcr:root/
Docurnent s/ Li ve.

SQL
Structured Query Language is a database computer language.

4. Enter the statement for query. The name of node type must be unique.

5. Check or uncheck the Enable cache results option. If you tick this checkbox, for the fist time
you use this query to search, the result will be cached. For the second time you search using
this query, it will show the cached results. After 45minutes, the cache will be removed.

Example 5.1.

* You have the query Test with the statement//el ement (*, nt:file).
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« In the File Explorer, you have ant: fi | e document named Fi | el.
« When you execute the query Test, only the Fi | e1 document will be shown.

e You create a nt: file document named Fi | e2 and execute query Test, only document
Fi | e2 document will be listed.

« After 45 minutes, the cache will be removed. When you execute the query Test, the
documents Fi | el and Fi | e2 will be listed.

Select permissions for a group that can use this query by clicking the b icon.

t=| Select membership x

Bk customers

Select group Select membership
{f:. * member

E]:I.‘I, customers b author

:I.fj organization b editor

Irﬂ_h platform b manager

I.Fj partners b redactor

¥ walidator

Fox Lo

7. Click Save to add the new query.

Procedure 5.28. Edit a query

:,}
Click the # icon corresponding to the query you want to edit. The Edit Query form will
appear:
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b=| Edit query x
Query name | aj| Articles * -
Query type | ypath ~

Statement //element(*,exp:article) order by @exo:dateCreated |*
descending

Enable cache @
results w

2. Edit the properties of the selected query.

3. Click Save to submit any changes.

Procedure 5.29. Delete a query

Click icon corresponding to the query you want to delete. A confirmation message will
appear.

2. Click OK to accept deleting this query, or Cancel to discard the form.

5.2.4.2. Manage Scripts

The function enables users to manage all script codes in the ECM and Browser Content system.

Go to Group - Administration then go to Advanced Configuration - Manage Scripts.
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.| Manage Scripts
- ECM Seripts '|'> BC Scripts ]

Select category:  action -

Narms Path Biase Version Actions
AddMetadataScript.groovy | ...ction/AddMetadataSaipt.or 4 ‘m
AddTaxonomyactionSaript.gre ... AddTaxonomyfctionScript. } ‘_DT‘
AutoVersioningScript.groovy  ...on/AutoVersioningScript. gre Pl |
EnableVersioningSaipt.groovy ... /EnableVersioningSaipt.gro s
GetMailSaript.groovy ...erfaction Fal! |

[GetMailScript.groovy
ProcessRecordsScript.aroovy  ...on/ProcessRecordsSeript.or Pl |
PublishingR equestScript.groon | .. .PublishingRequestScript.gre /? ﬁ
RSSScript.groovy «.«plorer faction /? ‘m
[RSSScript.groovy
SendMailScript. groovy .1 faction FalT |
fSendMalScript.groovy
TransformBinaryChildrenToTe: ...aryChidrenToTextSaript.on Pl |
Total pages: 2 1|2

(o]

Table 5.2. Manage Scripts Form

Field Details

ECM Scripts These scripts are used in eXo Content.

BC Scripts These scripts are used in Content Browser.

Procedure 5.30. Add a new script in ECM

1. Select the ECM Scripts tab in the Manage Scripts form.

2. Click the Add button to open the Add/Edit script form:

247



Chapter 5. Advanced Actions

=] Add/Edit script x

Script contents =

Script Name | | *

[ Save H Refresh H Cancel ]

3. Enter a value for the Script content field.

4. Enter a name in the Script name field.

* The script name must be unique.
« The name must not contain special characters such as !, @,#,$,%,&,%,(,).

5. Click Save to adding the new script.

Procedure 5.31. Edit an ECM script

To edit an ECM script, do the following:

:.}
Inthe ECM Scripts tab, click the # icon that corresponds to the script that you want to edit.
The Add/Edit script form will appear:
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&) Add/Edit seript

Script contents | * This program 1s free software: you can redistribute it
and/or
* modify it under the terms of the GNU Affero General
Public License
* as published by the Free Software Foundation; either
version 3
* of the License, or (at your option) any later wversion.
Ll

* This program is distributed in the hope that 1t will be
useful,

* but WITHOUT AMY WARRANTY: without even the implied
warranty of

* MERCHANTABILITY or FITNESS FOR A PARTICULAR PURPOSE,
See the

* GNU General Public License for more details.

&

* You should have received a copy of the GNU General
Public License

* along with this program; i1f not, sccthttp:fjwv.grh.nrg
flicenses/s=,

*/

import java.util . Map:

import lgvax.lcr.Session;

is Enable Version

Script Name | addMetadataScript.groovy *

l Save ][ Refresh Cancel]

Edit the properties in this form.

Click Save to save all changes.

Procedure 5.32. Delete an ECM script

To delete an ECM script, do the following:

oy

In the ECM Scripts tab, click the icon on the script that you want to delete. A confirmation

message will appear.

Click OK to delete this script or Cancel to discard this action.

Procedure 5.33. Add a BC script

To add a BC script, do the following:

1.

In the Manage Scripts, select the BC Scripts tab.
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.| HManage Scripts
» ECM Scripts || = BC Scripts

Name Fath Base Version

GEDOCLMEn S, grooyy «uafil=
browser fGetDocuments. groovy

Ackd

2. Click Add to open the Add/Edit script form:
=| Add/Edit script

Script contents

Script Mame *

[ Save H Refresh H Cancel

3. Enter the script in the Script content field.
4. Enter a name into the Name field.

5. Click Save to finish adding the new script.

Procedure 5.34. Edit a BC script

To edit a BC script, do the following::

The Add/Edit script form will appear:

:.}
In the BC Script tab, click the # icon on a script that you want to edit.

Actions

#
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| Add/Edit soipt
Script contents EepositoryService = repositoryServiee - -
1
public void execute{Object context) {
Datalransfer data = (Datalransfer) context ;
Sessicon session = null ;
tey

poaitozy ()i
kzpacel) i

String repository = data.ge
String workspace =

session =
repositoryService getiepositoryrepositery] . loginiworkspace

v

Ruer

Se3gl1on.

L = gueryfesult.getlodes()
new ArzayListi)
(1) {

1ter.nextlode ()
nodelist . addi{ncde) ;

is Enable Version [

Soript Name  GetDocuments groovy *

| Save J Refresh l Cancel

2. Edit the properties as required.

3. Click Save to accept all changes.

Procedure 5.35. Delete a BC script

To delete a BC script, do the following:

message appears.
2. Click OK to delete this script or Cancel to discard this action.
5.2.4.3. Manage Unlocks

All locked nodes are listed and managed by administrators in the Administration page.

There are two ways that administrators can unlock nodes:

1. The unlock nodes in the right-click menu of Content Explorer.

2. Manage Unlocks in the Administration page.

In the BC Scripts tab, click the icon on the script you want to delete. A confirmation
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Procedure 5.36. Manage Unlocks

1 Goto Group - Administration on the navigation bar. Then go to Advanced Configuration

- Manage Unlocks.

Manage the main O functians :
lil Manage UnLocis
il Corcgoties & Tags v . .
s » Locked Nods » Manage Lock

Corlan) Prasenlalan '
s Palh User Lock o

= Lontem Types
iy Acvnnzed Conhguration -
» Manage Queres

Mznage Scripts

="u'-\ Corcaie an Ariion Tyoe

5 ieapihiais

2. Inthe Locked Node tab on the right panel, administrators can unlock nodes by clicking the
[m1]

' icon that corresponds to nodes which need to be unlocked. The unlocked nodes will
disappear from the locked node list.

Administrators can manage and add the unlock permission for another group and users in
the Manage Lock tab.

3. Select the group on the left-hand Select group panel and the corresponding membership
on the right-hand Select membership panel. The selected group will be listed in the Group
=
and Users column. However, administrators can also click the icon if they want to allow
any users to unlock nodes.
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e
L Manage UnLocks

b Lodked Mode | ~ Manage Lock

Groups Or Users Action
*: iplatform/admiristrators E
<
Any Permission =k
Select group Select membership
e

il Customers
- Organization
- R Platform

@S Partners

To remove the unlock permission of groups, click the icon that corresponds to the group
in order to remove them form the Unlock permission list except the group *:/ pl at f or mf
admi ni strator androot.

5.2.4.4. Create Action Types

This function allows managing of all action nodes in the eXo Content.

Procedure 5.37. Create an Action Type

1. Goto Group - Administration on the navigation bar. Then go to Advanced Configuration

- Create an Action Type.
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2.

2% Create an Action Type
Mame

exo:acton
exo:addMetadataiction
exo:autoversioning
exo:aeateRSSFeedAction
exo:enableVersioning
exo: folksonomyActon
exo:getMallAction
exo:processiecordAction
exo:sendMalAction

exo: taxonomyAction

Extends Action Type

[nt:base]

[exo:action] [exo:scriptAction] [ntibase]
[exo:action] [exo:scriptAction] [nt:bass]
[exo:action] [exo:scriptAction] [ntibase]
[exo:action] [exo:scriptaction] [nt:bass]
[exo:action] [exo:scriptAction] [ntibase]
[exo:action] [exo:scriptaction] [nt:bass]
[exo:action] [exo:scriptaction] [nt:base]
[exo:action] [exo:scriptaction] [nt:bass]
[exo:action] [exo:scriptAction] [ntibase]

Total pages: 2

o

Click the Add button to open the Action Type Form form:

Action Type Form

Extends Action | exo:scriptAction

Type

Name (starts with |

"exo:")

is Action Move ||

Execute | ecm-explorerfaction/RS55cript.groowy |

Variables |

o =

Select the action type.

Enter a name for the action.

[ Save H Cancel ]

LS

5. Check or uncheck the is Action Move option: the action will have the exo: nove property or
not depending on the status of this switch.

6. Select an execute for the Execute field.
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ecm-explore rfactinnfRESScript.grnnuj hdt |

ecm-explorerfaction/RS55cript.groovy k
ecm-explorerfaction/SendMailScript. groovy
ecm-explorerfaction/TrashFolderScript.groovy
ecm-explorerfaction/EnableVersioningScript.groovy
ecm-explorerfactionf/AutoVersioningScript.groovy
ecm-explorerfactionfAddMetadataScript.groovy

| ecm-explorerfaction/TransformBinaryChildrenToTextScript.groovy
ecm-explorerfactionfGetMailscript.groovy
ecm-explorerfaction/ProcessRecordsScript.groovy
ecm-explorerfaction/PublishingRequestScript.groovy
ecm-explorerfactionfAddTaxonomyActionScript.groovy

7. The Variables field allows creating multi-values for action. If you want to add more values for

action, click the icon. Alternatively, click the icon to delete a value.

8. Click Save to the new action type.
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Next Steps

While this User Guide is intended to provide a thorough explanation of features and terminologies
within eXo Content you may have more questions or want to get involved, the following links can
connect you with resources to learn more and contribute to the open source development process:

e Learn more about eXo Platform 3.0 [http://www.exoplatform.com/company/public/website/
platform]

» Video demos, tutorial and more in the eXo Resource Center [http://www.exoplatform.com/
company/public/website/resource-center]

« Access another eXo documents in the eXo Wiki [http://wiki.exoplatform.com/xwiki/bin/view/
Main/WebHome/]

» Ask question about eXo Content in the Forum [http://forums.exoplatform.org/portal/public/
classic/forum]
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Appendix A. Revision History

Revision History
Revision 1-2.3 Wed Dec 15 2010

Exported company-specific content to separate files.

Revision 1-2.1.1 Fri Nov 19 2010
Updated docbook source to WCM 2.1.1
Revision 1-2.0 Mon Oct 25 2010

Completed docbook conversion.
Revision 1-0 Tue Sep 28 2010
Initial creation of book by publican

ScottMumford<snunf or d@ edhat .

ScottMumford<snunf or d@ edhat .

ScottMumford<snunf or d@ edhat
LauraBailey, TomWells,
EslpethThorne,

RebeccaNewton, JaredMorgan

ScottMumford<snunf or d@ edhat .
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