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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 in the whole world.
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 that corporates portal and content
management system. Users of the platform have a customized single point of access to the
company's information system and resources.

eXo Platform 3.0

v | s |

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 of eXo Core services. 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, reconstructed easily, which helps you keep
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your website under the control. eXo Content really brings interesting experience for all users and
changes their way of thinking about website. 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.
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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 an build content-rich
websites such as CSS, Java Script and RSS support, advanced document management tool,
collaboration tools, etc. All features is to meet your requirements for the purpose of easy site
management, cost reduction in managing multiple sites in 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.

In this guide, we will use the following accounts (username/ password) throughout the guide:

e root/ gtn: This account is for users as Administrators who have the highest right on the platform.

e mary/ gtn: This account is for a publisher who can write contents but also can create new pages
or edit them in the current site.

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://fag.exoplatform.org/index.html]

Downloads

» eXo Content [http://www.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]

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

» eXo Collaboration [http://vww.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]

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

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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Chapter 2.

Product Introduction

2.1. eXo Content

eXo Content is 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, reconstructed easily, which
helps you keep your website under control.

eXo Content consists of three parts:

Document Management System (DMS) - 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: is the 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 (WCM): 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.

2.2. Site Content Structure

Creating a site is a quick process, but deciding what content to put in the site and how to organize
it will take a lot of time. Thus, to mange a site more easily and more effectively, a site always has
a specific structure as follows:
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Site Content

C55 Documents

&
o

Links Media Web Contents

ALz Irmages Videos

The Site Content are stored in collaboration workspaces of Java Content Repository (JCR).

Details:

CSs
This file is used to define the presentation of your entire site, such as font, color, size and more.

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

JS

A programming script used on the site. This file is used to make a web page more animate
and dynamic in terms of graphics and navigation.

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

Media:
This folder includes three sub-folders:

Audios:
Store all sound files used in a site.

Images:
Store all images, pictures used in a site.

Videos:
Store all video files used in a site.

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




Web Content

2.3. Web Content

2.3.1. Web Content

Web Content is the textual, visual or aural content that is encountered as part of the user
experience on a website. It may include other things such as texts, images, sounds, videos and
animations.

2.3.2. Web Content Structure

The Web content may include various elements. Thus, to create and manage the Web content
more effectively and dynamically, each Web Content also has a specific structure:

Main content:
It contains all key content such as: texts, images, links, tables, etc.

lllustration:
It contains an image that is used as an illustration for the content. Additionally, a summary
also can be added to come with this image.

default.css:
It contains CSS data which is used to present the web content such as: layout, font, color,
and more.

default.js:
It contains JS data which is used to make web content more animating and dynamic.

2.4. Terminologies

2.4.1. Repository

A repository is a place where contents are stored and maintained. The content repository is:

» A place where contents are stored.
« A place where digital data are stored.

« Accessible to the user without having to travel 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 the
Internet. In our case, the content repository consists of more than one workspace. The “repository”
repository contains multiple workspaces, including : system, backup and collaboration workspace.
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System workspace:
is used to reserve “system folders”.

Backup workspace:
The backup process depends on the published content timestamps, each published document
has a duration for which it can be published and when it exceeds the timestamps, it will be
automatically archived to the backup database. This workspace is mostly used when using
the Workflow based content publication life-cycle.

Collaboration 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 in the content repository. It enables administrators to limit
visibility of each workspace for groups of users. It's also a simple way to hide the complexity of
the content storage by showing only the structure that makes sense for Business users.

More specifically, a drive consists of:

 a configured path where the user will start when browsing the drive.

a set of allowed views that, for example, will allow to limit the available actions (such as the
edition or creation of content while being in the drive).

 a set of permissions to limit the access (and view) of the drive to a limited number of people.

 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 be another node that
contains other data. By linking one node with other interlinked nodes, very large and complex data
structure can be formed.

2.4.5. Version

Versioning means that at any given time the node's state can be saved for possible future recovery
and the action of saving called ‘checking in'. A workspace may contain both versionable and non-
versionable nodes. A node is versionable if it has been assigned a mixin type mixin: versionable;
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 node.

10
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A Node

Version 1

Wersion 2
(Base Version)

Software versioning is the process of assigning either unique version names or unique version
numbers to unique states of computer software. Within a given version number category (major,
minor), 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 World Wide Web servers.

The protocol was 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, among other things, authoring the documents which a web server serves, but
can also be used for general web-based file storage that can be accessed from anywhere.

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 two other 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.

11
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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

Symlink is a special file containing a reference to document or folder. By using symlinks, you can
easily access specific nodes (target) that symlinks point to. In Content Explorer, a symlink has 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:
Procedure 3.1.

1. Go to the portal by inputting 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?
¥ Download eXo WCM Documentation k Try eXo Platform 3

Mew b g WOMT B —
Watth the Grsng Harked Gude, or sk espioring wime of the key depuray u lul
] Canlail B Babsuiie

bisad pimissis Jisk ACDicES BT 9547 afia i a0 Dk and L g saarch Susad e

o
= |
ce 2 =

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

13
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» Account Setting | » User Profile |

User Name:

Password:

Confirm Password:

Last Name:

I
I
|
First Name: |
|
Email Address: |

Save Resel

(*) required

The Account Setting information includes:

Table 3.1.

Field Information

User Name The user name that is used to login into the
system. It must be unique. The user name
must be started 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 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. Input values for the fields in this form.

]
Clickthe ™ icon to search and check if the inputted user name is available or not.

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

14



Sign In

b Account Settng | ~ User Profie |

Giver Name: |

Family Mame: |

Mick Marme: |

:

Birthday: |
Gender: |Mu}e I.Q -

|G Business Info

Errplayer: | | 3

Department: | |

Job Trte: | | e

Langusge | Englsh ] g

6. Click Save to register a new account, or Reset to renew all inputted values. There is an
alert message, and you cannot add a new account successfully if at least one of these cases
occurs:

* User name is existing or invalid.

» Password has less than 6 characters.

» Password and Confirm Password are not the same.
« Email Address has invalid format.

* Required fields are empty.

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

3.1.2. Sign In

This function enables you to go into eXo Content in the private mode.

15
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Procedure 3.2. Sign in

1. Gotothe eXo Contentin the public mode by inputting the URL in the address bar (e.qg: http://
localhost:8080//portal/public/classic/).

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

Sign in

User name | & I
Password |

[F] Remember My Login

| Sign in ]| Discard

3. Input your registered User name and Password.

4. Click Sign in to accept, or Discard to exit from the Sign in form.

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.

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

Discard To close the Sign In form without any
changes.

If the User Name does not exist or the inputted User name/Password is invalid, there will be
an alert message that requires users to input right values. The page will be redirected to the
private security checking mode.

To login again, enter User Name and Password again.

After signing in, you will be redirected to the authenticated homepage like the illustration.
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http://localhost:8080//portal/public/classic/
http://localhost:8080//portal/public/classic/

Sign Out

b3 ] 5w Group ' Dashboard g Site Editor RoatRoct | Published| 2

\Weeicnme: ot 1 I

DOCUMENTS

T Where we are

Lorem psum dokor si amet Zaf e oo
Welcome consecietuer adipiscng el

Bl Condimons and Requiremenis
Lorem dnlor SEipsum amet  z=ipsizocs
consecisiuer adpesong eld

Hiow 10 join us
Consscigluer adipecng el srpesoos
" i1 kT i SER L . I al, . bk ifesum Golor s amet
= o1 - 1 EH, 5 1smad 18 =1 mesd - o [ T t sed 00 EISmos - funt
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1 LATEST NEWS [
*ﬂ :I. i ,. .:": I.. i t al . I .. 1 - . funt t- ACHE News 1
= i | " . ) gl g b ol dokee man Y ' - ¢ Lorem ipsum doki si amel,
- — “'L . - ! . "u‘ consecnen adipisicing ol

sed do eusmad tempor ncididumt ot
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ACHE Hews 4
24 ! Lorem ipsum dukor sit amel,

COMPANY NEWS ' consacietul adipiEicng e,
d 5o 40 RUSMA EEP0T Rtk ot
Iahare et dokes magna aliqua

3.1.3. Sign Out

The function lets you get back to the anonymous portal. It ends your current portal session.

To sign out, click the Logout link on the right access banner:
m:m@

or click Start Logo — Sign Out from the menu:
5:} Hie | i Geoep Biaboasd g Se G P b i

3.1.4. Retrieve user name/password
If you forget your account or password, you can recover them by doing as follows:

Procedure 3.3.

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

This form offers two options:
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Chapter 3. Get Started

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

9@ Forgot my password
Fargot my username

[ Next ][ Back ]

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.

2. Select one of these two options in this form. The selected option will be shown:

If the Forgot my password option is selected the form to recover the password appears:

Forgot User Name/Password

User name : =

If the Forgot my username option is selected, the form to recover the user name appears:

Forgot User Name fPassword
Email : "

send || Back

3. Enter your username or email in the corresponding form.

4. Click Send to send the inputted values.
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Change account information

Once information has been sent, you will receive an email with your User name/ Password
in your email address that you registered.

« If you forget User Name: when a username is retrieved, your old username is restored and
can be reused and a new password is also sent to your email with the old username.

« If you forget old password: a new password will be set (as temporary, then you will be
directed to change the password for 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.

Procedure 3.4.

e The first thing to do is to directly click your own account name.

0 Mo U Qo wehiaard g Sbe K Tebinted

The Account Profiles tab will appear:

Account Profiles B Change Password

User Name : |0t

First Name - | Root

Last Mame : |R00t |.

Email - |r00t@lacalhast | =

[ Save H Reset ]

Close

Procedure 3.5. To Change Account Profiles

1. Select the Account Profiles tab.
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Chapter 3. Get Started

This tab displays your current basic information.
2. Change your First Name, Last Name and Email. You cannot change your User Name.

3. Click Save to accept changes.

Procedure 3.6. To change your Password

1. Select the Change Password tab.

{(m'}

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

2. Input your current password to identify that you are the owner of this account.
3. Input your new password, it must have at least 6 characters.
4. Input your password again in the Confirm New Password field.

5. Click Save to accept changes.

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.
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Change the skin of the current site

Thus, to display your preferred language, you should pay attention 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:

5} — s fiTeaey Dasbbd 5 B Gl L Publinfed -
[ ECTON
The Interface Language Setting form appears:

Interface Language Setting

Arabic agell [
Chinese - China gir - hfE
Chinese - Taiwan oL - &8
Dutch MNederlands

« English
French Frangais -
German Deutsch
Italian Iraliano
Japanese Btk "

Apply l Cancel

2. Select the another language in 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

The eXo skins are attractive user interface styles for displaying a portal. Each skin has its
own characteristics with different backgrounds, icons, and more. To use the portal easily and
effectively, you are allowed to change the skin of the current site.

Procedure 3.7.

1. Move the cursor to eXo > Change Skin item in the drop-down menu:
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Chapter 3. Get Started

u—_lme

1), Group | ¢y Dashbosd (@ Group Editor Lty u..u,

“ Charge Lasgiiage
1 Changs Skin
o

The Skin Setting form appears.

Skin Setting

slﬁﬁl.irt ‘ﬁewandseiecuslﬁn
hhmsmm

|_aeply || cancel |

2. Select the skin you want by clicking its name.
3. Click Apply and wait a few seconds to take affect.

These actions can be done 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, we use the 'Website' term which is equivalent to the 'Portal' term. So, viewing a
portal means viewing a website. You can select the site that you want to view by selecting the site
name in the drop-down menu on the Administration bar:

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

The main screen of the site will appear like the illustration below:

Dashicarnd @ Site Editor 1

}:j Sie Group

| Peblshed =

DOOUMENTS

]

% Where we are
Lommipsum dolor S amet
consecisheer adiphcng e

& Rl RS s

o Rl iR AT
W27 DODESong o

Hirw 10 joinus
Conseoriier adpesong ot
lomem ipsum dolor 3 amet

LATEST NEWS

(]

ook aripescng o,
i Rewrpon incdicent ut
|k Magna akgua

FL)
By

o

b

FCME News 8
% Lommipsumdolon stames,

CONPAMYT NEWS F

FCUE hevis L
Ak 1, FO0F 1L A I i
L0 RDESUIT CRONOT 5 M1, conapoe:

U A0SO S, 360 00 ERESTOd EMpoT in

WORCRIUNE LT L0021 00N00E MAQNa Aequa.

labore & dokore magna alqua.
_—
FCME Rwes 3
¥ Lorem ipsum dodor st ames,
[ [ g———r
a0 dio e raming ol o
laloone £ Sobore Magna Algqua.

ACIAE Mesws A
g 51, 00 .k i by s ) . . s ACME Hiows 2
LOFET) iR ol S ame, consenens adipesicng o, s do cheamod emges incididunt i1 labons &1 dokese magna aliqua [——— ames,
onaecie i ageemong oit,
sntl iy smrenod] g incdichest ut
ACWE Hews 3 alnong 1 SCira Magna akqua.
A 71, HOF TH AT &M

LONE{T DS CRONOT 5 amel, conaeoe:

ACWAE Mesws 2

LFEHT) e (Ol S A, COnsenens 4

I ANESONG S, 580 00 SHSTIOC IEMIpCT in

fipieicing ok, sed o cheamid ey

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

WIROIUNE LT L0021 00N00E MAQNa Aegua.

ruzifictnt U1 labone ¢ dokese magna alqua

£ Administration bar which contains administration functions related to portals (websites).

@ Banner which contains slogan, logo, icon used in the website.
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Chapter 4. Basic Actions

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

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

Footer of the website. It can be 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.

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
Lorem ipsum dolor sit amed, consectetur adipisicing efit. sed do eivsmod tempor incididunt ut labore et dolore magna aliqua.

ACME Mews 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 News 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: oot |

Overviw Mews  Cwems  Mewslefens  Condact Us

ACME News 1

h

Loram ipsum doior i ameat, consacistur adipisicing =i, sad do susmod =mpor incididunt o2 labore ot dolors magna algua Ut =nim 2d minim veniame guis nosinad &xerciaion ulamoo laboris nis:
ut allguip ox i commodo conseauat. DU ans rure dolor In reprehendeani in voluptzie vell £35e cllum dolorne eu fugiat nulia pariatur, Excepicur sinl cocaecat cupkdmnal non proident, sun: inculga
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

In eXo Content, only Administrators have right to create a new site.

This function enables you to create a site (portal) to meet your own needs.

Do the following:

1. Click Site on the administration bar. A list of existing portals is listed.

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

Aol Boo Pubished T
ick

Lo

Evenis  Newsletiers  Conoc: Us

o acme Z EdN Loyt “i Edl Navigation j EdForidsComly @ Dok
— classic 7 Edi Layout " EddNavigeton " Edd Foriel= Comg

1 ki W Pertal .
exlsting sites e 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 5etting Ir Properties "r Permission Setting l Enter PDrtaI Na me

Portal Name : [exo I
Locale : | gnglish ~ |
Skin : | pefault

| Save || Cancel

Table 4.1. Details:

Field 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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Chapter 4. Basic Actions

4.

Information

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

Skin The skin of the portal.

Select the Properties tab to keep session alive.

The Keep session alive option means keeping the working session for a long time to avoid
the working time out. There are 3 options:

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.

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
By default, the access permission list of the portal is empty:

» 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 the access permission to a specific group
which is selected from the Select Permissions form (By selecting a group on the left
and a corresponding membership on the right):

After selecting groups, 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

In which, the icon is to remove its corresponding group from the Access Permission
list.

Edit Permission Setting
By default, it is also empty and you have to 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 in the Edit Permission Setting tab 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 (*) from the Select a Membership panel means that you assign the right for everyone
in the selected group from left panel.

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

[1- Portal Setting [ » Properties | = Permission Setting

.,g Access Permission Setting |\ Edit Permission Setting | Current Permission

(@ Current Permission
Group id : /platform

Membership : author

ﬁ' Delete Permission I wh Select Permission

Click to delete Click to accept creating a portal

current permission |_SaveL|[ 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 select another group.

5. Click Save to create a new portal.
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Chapter 4. Basic Actions

After creating a new site, a list of the existing sites will be displayed on the screen. This new site
will be added to the exiting 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.

D — Site Group | (i Dashboard [ Site Editor

Content Manager's pages

Content Explorer
New
Newsletters

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

[0 = 1 -
Pulblicotio Callabarmbsan Hysbem

‘_r.-EAddFdﬁr __;.Mdl.'nxmrr W Ugdoad

Hites Management i

b+ GENERAL DRIVES
gL acme —
: c | oome tizssk colabarntion 28 DME AdminisToion
E- @ classic il il x] ¥
&l shared 1
Evems [ e [ Stes Managemem o Srared Groups Space

. E H 5

fs Sharcd S Shared Usiers Spoce Trash

s il k2l = k3

4.3.2. Edit a site

This function enables you to edit a site, including the configuration (setting, permission), the
navigation and the layout components of the site.

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

» The first way: Edit the site that you are browsing by accessing to Site Editor.

» The second way: Edit the site by accessing to Sites.
4.3.2.1. By accessing to Site Editor

Directly edit the site you are browsing by going to Site Editor > Edit Layout
b — site Group () Dashboard | 5 Site Editor |
+ Add Mew Page

= Edit Page

wsletters Contact Us » CT:? -
7 Edit L ut

The form to edit the site appears.
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Edit a site

- Conderd Usdsl
ot Dl Conton: D Contu: L ¢ | Bearch Portiel]:
Banner Portlet Sian in Partlet
w EUE Plre Conpuser [=11ES
Aepcal Contsinen El
Corare il
Adminis tradon
Navigation Portlet
gz Gonters
............................................................................................................................. |——-:|:| Autnarng Dessihones =
o
9
Puge: Desznizian
el
| Caiegory Cosbare
|ﬂ Caiegory Havigahinn
Coank Dw
" Foober Portlet ) =
G Sae's Confy | | || Swikch Viem Node
i
Details:

Indicator Meaning

i Site's Config Slte.s cc_mﬂg: allows editing the site's
configuration.

Switch View Mode: shows how the current

| Switch View Mode layout looks like with real content.

e Finish: allows saving all changes and
=9 . .
escaping the Edit page

(x| Abort: allows canceling all changes that have
o not been saved and quitting the Edit page

With this way, you can only edit the layout and the configuration of site.

Edit layout. Editing the layout means editing a banner, a navigation bar, a breadcrumb bar,

a homepage and a footer of a website. You can also add more portlets to the site by dragging
and dropping from the Applications tab of the Edit Inline Composer form to the main pane.
Moreover, you can move a portlet from a location to another location.
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o Del

Click to move Ty — Cnnlsrt Tetsd
the portlet !
?u:n::' E' Delete the p':'?-t-Et w Edlinkng Compossr B|x
Edit the portlet pr—
IR
Lirtkenks
sl Kuthormy Dusbuor
Pl Dstmplion Edit Inline
Composer
=] Catwgory Combande
| Cuesory Navigatic
Camizni Dzial L
i S Sony | Swibzh erw Woue
Fl

Editing the banner portlet is similar to editing the Sign-in portlet and the footer portlet so in this
guide, we only show how to edit the banner of the site as an example of editing the layout.

Procedure 4.2. Edit Banner

1.
Show the form to edit a banner by clicking the icon of the banner portlet in the Edit
Portal form like the illustration below.
% @ Banner (%)
Content Detail

Edit Portlet

A form to edit the current banner will appear:
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Edit a site

3.

» Edit Mode |rmm]'>mm"rm1m]rmm|

Conient Selection -

Content Patn | ACME Logo

- Display

] Show Tite

[ Show Date [ Show Option Bar |"5huw the prift b

~ Prinil setfings Wd

]Q|-(— Choose a page for the print view

]‘ Click to select the path of ctﬁte}ﬂt

Lt

Shiow optionShow e [t
with | contentid J& Pararmeter containing the content path
- Abennced
e e Enable and defi @
e . «— Enable and define
O Enabied @ Disabed the correct parameter
by [contentid v

on

Select Edit Mode tab:

Content Selection: Select the path of the content that you want to show by clicking .

Display Settings:

< 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:

* Show in page: Choose a page for the print review.

« with: Parameters contains the content path.

Advanced: The content should enable “dynamic navigation” that interprets the URL and
shows a content.

Select the Portlet Setting tab:
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v Edil Mode | - Porliet Ssiting

Details:

Table 4.3.

» Select lcon

Diplay Mame: Conent Detai
Portiet Th (e

+ Decoralion Themes b+ Access Permission |

Width: |

Height: |

Shorw Inifo Bar
Show Portiet Mode :

Show Window State |

-
=
=

Drescriplion

#— Show options

i Save And Close ] Cancel |

Display name

The display name of the portlet. You cannot
change it.

Show info bar

Portlet Title The title of the portlet. You can change it.
Width The width of the portlet.
Height The height of the portlet.

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

Show Portlet mode

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

Show window state

Description

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

Enter a description about the portlet.

4. Select Icon tab: Select an icon for the portlet by clicking it.

5. Select Decoration Theme tab: Select a decoration theme for the portlet.

6. Select Access Permission tab:

By default, all users can access the portlet:
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Edit a site

7.

8.

|» 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 unticking the checkbox > click 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.

Click Save and Close to commit.

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.

Do the same steps as in Section 4.3.1, “Create a new site”.
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4.3.2.2. By accessing to Site

This approach way enables you to edit the layout, configuration and navigation bar of a site by
going to Sites > select the site in 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. Do the same steps as the part Edit layout of the current site.

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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Edit a site

Mavigation Management x
exo <*— The Name of the Site
ﬁ};ﬂﬂ
EI Home

Group Mavigation

Portal Navigation

..H.

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

2. Click Add Node to open the ADD/EDIT PAGE NODE form. (For more details, refer to the
Section 5.3.1, Add a new node, Gateln User Guide 3.1.)

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

[ ADDVEDIT PAGE NODE X

| ~ Fage Node Setting J" Fape Selecior k lcon

Node Mame: | ¢opencts *

Labet: |ontact U]
Vishle: [

Pubfication date & time: ||

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

automatically created once a new node has
been created.
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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 Publication Date' and 'End Publication
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:

| ADDVEDNT PAGE NODE

+ Page Node Setling

Enter the page name

Page Id:
MName: I l
i fe~ Enter the title of the page
I “F- Create Page II {5 Search and Select Page I
Create a new page Select an existing page
Save Back

Details:
Table 4.5.

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

Create Page: To create a new page with the input name
and the title.
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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. It is not required.

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

@ Note

You can edit/delete a node, edit a node's page, copy/cut a node and more by right-
clicking the node in the form 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. Do the same steps as in Section 4.3.1, “Create a new site”.

4.3.3. Switch between sites

This function is used to change the current web site by another one.
Procedure 4.3.

e Just select a site in the site list that appears when you move the cursor to Sites on the
Administration bar:

}:) = Site Group Dashboard - Site Editor
= clazsi
— acme

eXo

tz  MNewsletters Contact Us

Your current site will be switched to the selected site, and you will see all the child pages that
displays on the Navigation bar of the selected site.
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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 a 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 (Published mode and Edit mode) which are specific for
editing site and viewing site. 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
over contents, you can see edit icons which enable you to quickly edit these 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 icon and cannot edit site contents at this time:

kD) T Sate Growp 00 Dushboand 30 Sile Edilor Mary Kely

Vel wul | |

DOCUMENTE

= Wihare we ane

Lorom psum color skamct

snnsanaar ad plecing sk

= Condtons and Raguirements

s dolog &1 iEim amel UGN 0
cunsedsLer ad prsany =i

T Hura o join v
DorsecemaraApBEng Bl zmcnaos
crEmn ipsum dulor gl ame|

P Lerem ipsum gok stamel conseoelr aipsong Lomem 1250 dolor sl ames, cosedzur ad pisiing
=4 . =hd in s usmad fmmpar cldune in e ml Al 5= da alusned =mpoe inddicunt i ahnre s
| colome magnz alqua e doicre magna g LATEST NEWE 0
* crem Ipsum ok 51 amal, eonsselr adlp s eng ? Lo Iz door sl ames, consacizair ad plsing t AEME Maws 1
- g | cIF sed do 'l:":'-ll'-' or cieldu: i lacers ol - “.-:_‘_ .'-|-'".I'r!|'::":"':-'- neldicuniutiahone ct W g ceemipsim ol s el
S| colommagna alqua R | dnicre magna ah)a “* cwiseckE gl g el
R - 1 o sed oo o usmod emper ckidu o

ahnre & daan mangna 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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Welcome: john | |

w Mews Ewents Mewsletters Contact Us

Welcome to Acme Corp

Welcome to our site

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

Welcome to Acme Corp

Welcome to our site

e 53 [ E2

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 (CLV).
Do the following:

Procedure 4.5. Add a new content

1. Turn on the Edit Mode, and then hover the mouse over the CLV that you want to add a new
content in.
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2. Click the Add Content icon on the CLV.

You will be redirected to the Content Explorer with a list of content templates for you to select.

Select your template in the list below List View _k E g‘ﬁ

— o — =N S = Thumbnail
. View
W | | PR 7
C55 B
Artide 55 File Contact Us Event File File Plan
— -_— ’ — — — —
B = s A
= v
15
HTML File J5 File Kofax document Picture on head Podcast Sample node

layout webcontent

-_ = -_ =

R -]
Bread b 1 o
readerm MNavigation
Site Breadcrumb Site Mavigation Site search box Web Link
webcontent

3. Select a template for your content by clicking it and the corresponding template is opened.
Each template has an Info bar on the top of the template:

Arh’de Sax;epﬁ:ﬂ%lsose _ﬂ[ Save ][ Save & Close ][ Close ]I§|

Select another template

Fullscreen option

Details:

< Change content type: this link allows you to select another content type.

Save: this button allows you to save the content without closing the content form.

Save & Close: this button allows you to save the content and close the content form.

Close: this button allows you close the content form without saving the content.
LW
¢ % this option allows you to witch on/off the fullscreen mode.

4. Fulfill all the fields in the form. See Section 4.7.4.2, “Add a document” to know how to create
the different content types.

5. Click Save or Save and Close to save the document.
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4.

@ Note

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

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.

2.

Turn on the Edit Mode > Hover the mouse over the content you want to edit.

Click the ﬁ"” icon at the right corner of the content you want to edit. You will be redirected to
Content Explorer with the document form for you to edit.

Publication Collaboration
W, Upload | £ Manage Categories The current conten type Return to the Site
collaboration = I *-
LY
fea Events
- Man Content || » lustration | » Advanced
fial MewEvents T
| News ‘. Title  ACME Introduce
site artifacts Hame  [neducs
Contact Form Confirmation Laguage  en -
|| ACME Footer Main content (CY
[ ACME tntroduce The content title Hsu D S4B AL - LA-R —
3| css BJI U= )E SENE ]IS v AT @ B E I
4
=] defaulthmd Normal (D1 = - < @
documents
© { B
F-| | medias
ACME Logo
T ; . Welcome to eXo Acme Corp

e 2 y Wielc to our site
|| Mewsletter Header = = e I
|| ACME Searchbox

ACME Sigrin

Edit the content, and then click Save or Save & Close to save your changes.

Click the - icon to return to the site and in the Edit Mode, the content in the "Draft" state
with its visible modification.
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m Mews Ewents MNewsletters ContactUs

Draft 2 &

Welcome to eXo Acme Corp

We ome to our site

r

i
To publish the edited content, click the g icon, or click on the action bar and it is now
in the published state.

@ Note
You cannot see the edited content in the Publish mode. To know more about the
Publication process of a content, see

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. Turnon the Edit Mode > the Manage Content icon of the Content List Viewer that you want
to manage on the homepage.
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L

COMPANY NEWS Content list viewer
Click D

[~ ACHE Hews 1
Aug 21, 2009 3:55:11 AM by root

Lorem ipsumn dolor sit amet, consectetur adipisicing elt, sed do eiusmod tempor incididunt ut Bbore et dolore magna aliqua.

ACME News 4
Aug 21, 2009 3:56:43 AM by root

Lorem ipsum dolor it amet, consecietur adipisicing elt, Sed do eiusmod lempor incididunt u labore et dolore magna aliqua

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

The browser will redirect to Content Explorer:

Pubsbcation Collaboration _ 21t @ new cantent into the Tolder “News"

- =  Dasminl Gtk Covabed date: Author sl Ui Szatus
eallabarabgn T IA - -
[E R = 7 |2 ACME News 1 RELDIISEAM oo
@[] Eventz B [E acMEdews 2 WELUIASEAM  fom
-] MewEumnin g, [ acME tews 3 RELOIISEAM  rom
4 Nows B AchE news £ BELOASEAM  rom

T -

- [ AcHE News i\

1~ [ ACME Hirwes The folder canlLaining
1| ACME Hews 3 all the contents of CLW
I [E7 ACME Hews 3

[ = P Y

2. Toadd anew document to the CLV, click Add Document on the action bar and do the same
steps as Section 4.4.2.1, “Add Content”.

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 take the actions in Section 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

1. Turn on the Edit Mode > Select the Preferences icon of a Single Content Viewer.
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Welcome to Acme Corp

Welcome 1o our sie

The Content Detail Preferences dialog appears:

b=| Content Detail Preferences x

Content Selechon

Content Path  ACME Introduce - @D Selectthe 3
content path

Display settings
1 . - - : Show s
[ Show Tite Shaow Date Show Oiption Bar — ]
options
Print settings
Select a page fo
Show in page  prinbviewer { }*— -
o P the print review
with content-id
Aghvanoed

Dynamic Mavigation
Contexbual Conmbent Enabled @ Disabled

el

by content-id

Cache Management
Share contents between users 1@ Enabled Disabled

Save Carvel
Details:
Content Selection: Select the path of the content that you want to show by clicking the

icon.

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

« Contextual Content: If 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.

« Cache Management: By default, the Share contents between users property is set as
"Enable", it means that the contents displayed in CLV or SCV are got from one cache
shared between all users.

@ Note
Click the ' ? icon to see a quick help pane for each section.

2. Click the plus icon 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 part, click the g icon to open the UlPageselector dialog, you will see

Printviewer.

Click the Print button, the content is opened in the print viewer page.
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-3 she Group Dashboard [ Sie EdRor wary Kay ["Edip

ACME Introduce Conbent on Preview page
+

‘Welcome to Acme Corp

b= Print ) Clesa

URL: http://localhost:8080/ecmdemao/private/acme/printviewer?content-id=/repository/
collaboration/sites%20content/live/acme/web%?20contents/site%20artifacts/
Introduceé&isPrint=true

In which:

e printviewer?: the print viewer page of the content.
e 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 > Select the Preferences icon of a Content List Viewer.

COMPANY NEWS Content List Viewer E
+ Click

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

Lorem ipsum dolor Sit amet, consectetur adipisicing eit, sed do eusmod empor ncididunt ut labore 1 dolorne magna alqua,

ACME News 4
Aug 21, 2009 3:56:43 AM by 1

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

ACME News 3
Aug 21, 2000 3:56:17 AM by

Lorem ipsum dolor sit amed, consectetur adipisicing e, sed do eusmod lemipor incididunt ut labore 21 dolore magna algues,

ACME MNews 2

A ¢ 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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o= Contest List Prefeesses

|

Corseres seiection
Mode @) gy Foider () By Coneenes ¥
Folder path | £y ents |sg—The path to the content folder #
Onder by Eopicarondase -
! Descandars @' Ascendant
Haader Automatic Detection 7] b2
Temass | TweCaimnaClyTempiate simsl v | — Select a template
Paginster  LiPagnasorDelaan.gimpl o
Ismms por page 5 *
Shawe Tite [l Show [mage F Show Summary il
Shuwl-luduu Show Date [ Show Link —
Show Refresh Fl Shaw More Link 7 Show RSS Lick 7] ¥
Advainoed
Drymamic Navigation )
Contesnusl Folder Ensbied @ Disabled b 3
by b= Jege— Parameler containing the content folder *
Show in PSS dsrad . |13
wih [Grewd |- Parameter containing the single content path®
Cache Managamant
Share cortents between & B o
o 2 Enabled || Drmabled
Save Canoel
Details:
Table 4.6.
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 Content: This mode allows you to select
by the content in a specific folder in 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 Title,
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Header

Date created or Date modified in ascending
or descending order.

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

Show image

Show summary

The number of items will be displayed per
page.

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

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

Show title

The option is whether to show the refresh
button at the left bottom of this page or not.

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

.

icon next to the folder path field.

web content of an available site by clicking

the

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 content 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 you want.
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5. Select a template to display the content list in the template list.
6. Tick/untick some options that you want.

7. Click Save to save all the changes.

4.4.3. Inline Editing

The Inline Editing allows users to edit directly on the page without going to a separate one. Now,
your interaction will become more intuitive as you can edit the text right at the shown same location.

To do the inline editing, do as follows:

1. Select the page you want to edit. For example, "acme".

Site Group . Dashboard [ S5ite Editor

-

2. Select the Edit mode on the administration bar.

Published { « |

You will be directed to the edit mode of your selected page.

3. Hover your cursor over the area you want to edit.
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The editable area will be highlighted as below.

m Mews Evenis MNewsle

Welcome to Acme Corp

Welcome to our site

D L &

Lorem ipsum dolor sit amet, consectetur adipisicil @/
elit, sed do eiusmod tempor incdidunt ut labore et
dolore magna aliqua.

4. Double-click the area until the Edit area is shown as below.

Welcome to Acme Corp

Welcome to our site

Larem ipsum dolor sit amet,
cangzectetur adipisicing elit, sed do
labore et dolore magna aligua.

In case the hovered area is in the Rich Text format, the Edit area will be displayed with the
CKEditor [http://docs.cksource.com/CKEditor_3.x/Users_Guide] as below:
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Inline Editing

7] [
El source B B o B @ 1 O3 O = A
BI U=|EE==E = a"A" @\ BFB [ &
- - -
@ CKEditor
Welcome to Acme Corp
Welcome to our site
Larem ipsum dolor sit amet,
consectetur adipisicing elit, sed do
labore et dolore magna aligua.
o K

Make changes on the Edit area, then click ¥ to accept;

Or click # to discard changes.
Publish the edited content:

After the content is changed, it is in the Draft state:

w Mews Ewvents MNewsletters ContactUs

Welcome to Acme Corp

Welcome to our site
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Click the a icon to publish the content, and it is now in the Published state:

Lorem ipsum dolor sit amet, CﬂHEECtEM
elit, sed do eiusmod tempor inddidunt

dolore maagna aliqua. aaa

Read more

InsertPortalLink ®

Title: Page Management |

URL: tefacme/administration/pageManagement i Get portal link I

Preview || Save |




Publication Process

S/2Y11 12:43 80
S8 18:45 Ab

b, Upload File

4.4.4. 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:

Request approval > Approval > Stage > Publish
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If you do not have the right to approve or publish a content, so when you want to publish your
content, you need to send your approval request first.

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:

5= Manage publication x

» Revsion || » History
— Revision travel

Status:

J S
Diraft Pending Approved Staged

— Scheduled

from i)

Revisions Date Author Status Action
Revision: travel Dec 6, 2010 4:26:45 PM root DraMfcurrent revision] ®

Save Close

* Approve: To approve a content, click Approve on 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 > Click From/ To to open a mini calendar > Select
the date to publish.

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

— Revision test !
Status: L
D —J D 0
Pending E.madl Published
Start date of publication End Date of publication
— Scheduled *
fruml‘ | I to
B R R B T eSS RS B ] Aathor Status
— 1 4 December - 2000 Bk = =
R john Staged|current revision] 1)
| 5 M T W T F 5
I Save I Close
1 2 3
5|8 7 8 9 1 1
-« Mini Calendar
12 13 14 15 16 17 18
9 20 2 2 23T M OB
2 27 28 29 30 31
17:21:37

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

Draft Contents Approval-waiting Contents Pubncatmn -waiting content
[ Wy Dratt Content Waiting For My Approval I]' To Be Published Tomomow
me The number of contents ||z deClick o

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. What is a Category 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. You should
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directly create documents in a category, then the documents are automatically created links to
them in the category. When you browse the category, it will be possible to find the referenced
documents and display them as if they were children of the category node.

Categories are stored in the JCR itself .

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

Do the following:

Procedure 4.12. Create a content

1. Goto Group > Content Explorer > select a category in a drive. For example, select Acme
drive as the following illustration.

Canzent E

| & i ! =
-y Akl gy Al Dz i Lgteaid
188 HEY =l
— = - ¥ Ducumend lithke Crmniud dabe Huthar Lasst Lisar Satun
= BB | Busiess 13150 4141 P
-§  Bushess =
L Bushes B El AcWE Mews 1 121510 4:11 Y
- [FE, ACKE Mews 1 o [ acwE ez 1H1NLY 411 PM
Tl | —
5[, ACHE Mews 2 [l ACME s 12LNL0 411 M
&~ [F, ACHE News 3 x L ACME e £ 1200 411 PY
&[5, AUME Mews £ o, i pors 1214 4:11 PM
i- Spors {] Technasgy 121N 411 PY
§ Techuokoy {1 wiom 121NL0 411 M }

-t— Select category

All leima
b Craned by me
b Favvias

¢ Hidden

2. Click the Add Document button to create a new content. See Section 4.7.4.2, “Add a
document” to know how to add a new content. The new content is a symlink.

hl

[ [ fgraduaticn

| -_J.:WIHJ.:WII |

acme

E { ] Graduatn

- [, Postgracuate
& [ ACNE Mewes 1

e et Doscuinmenl

IE\=1

i, Unpkoad
Document otle

. Posigmduate e

L.

L3

'3

&

[E ACHE Neves 2
[, ACME Mews 3
[, ACME News 4
Spoils
Technokgy

@ 1 Category chosen
to add a content

Created dais Aarthor
135010 3:22 PM mary
New Content

Last User
mary

=

Sixtus
draft

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

Dynamic Navigation enables you to get a parameter to configure the portlet by URL. It means that

the URL containing the content path can be dynamically changed.
This section shows you how to use Dynamic Navigation in eXo Content.

Do the following to access Dynamic Navigation:

Procedure 4.13. Access Dynamic Navigation

1. Turnonthe Edit Mode > hover the mouse over SCV or CLV and select the Preferences icon.

If you select the Preferences icon of SCV, the Content Detail Preferences form displays.

If you select the Preferences icon of CLV, the Content List Preferences form displays.

2. Clickthe Advanced link in the Content Detail Preferences form/ the Content List Preferences

form.
The Dynamic Navigation will display.

Dynamic Navigation in SCV

| Content Detail Preferences

content path

Content Selechon
Content Path  ACME Introduce - @ Select the
Display settings
| Show Titke Shaow Date Show Option Bar
Print settings

Show in page  prinbviewer

ith  content-id Dynamic Navigation

A L

tE ]

Dynamic Mavigation
Contexbusl Content Enabled @ Disabled

by content-id

Cache Management
Share contents between users 1@ Enabled Disabled

Seve E,ar-:.el_

Details:
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Table 4.7.

Contextual Content « Disable: It means a single content will be
opened by an URL containing the Content
Path.

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

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

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

URL: ... /ecmdemol/private/acme/printviewer?content-id=/repository/collaboration/sites
content/live/acme/web contents/site artifacts/Introduce&isPrint=true

Dynamic Navigation in CLV
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o= Contest List Prefeesses x

Coments seleomon

Mode @ gy roider ) By Consenss »
Folder path | £y ents |sg—The path to the content folder #
Onder by Eopicarondase -
! Descendart @ Ascendant
Drisplary sestings
Haadar Automatic Detection Fl H
Templacs TwoColsmraCLVTempiate. gtmp -
Paginstee  UiPagnatorDefauiigimpl &
J -
s Dwnamic Mavigation
Shawe Tite [l Show [mage F Show Summary il
Show Hesder |_| Show Date | Show Link
Show Refresh Fl Shaw More Link 7 Show RSS Lick 7] 1
Advainoed
IDynamic Navigation -
Contesnusl Folder Ensbied @ Disabled 12
by [lBded )= Parameter containing the content folder *
Show in PSS dsrad . i
weh [Emed |~ Parameter containing the single content path®
Tache Management
e ey @ Ensbied () Dinsbled
Save Canoel

Details:

Table 4.8.

Contextual Folder « Disable: It means a single content will be
opened by an URL containing the Folder
Path (for CLV)

« Enable: It means 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 really is the path in the
current URL.

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
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Chapter 4. Basic Actions

With

enable “dynamic navigation” that interprets
the URL and shows a single content.

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

This page is used to manage all documents in different drives. This is really the flexible way
because you can do through the Internet anytime and anywhere. By default, anyone can access
Content Explorer but performing actions on Content Explorer depending on the role of each user.

Procedure 4.14.

« Goto Group > Content Explorer on the administration bar:

D — Site Group | - Dashboard

Content Manager's pages

Content Explorer

Newsletters

& Site Editor

A list of all drives organized in groups: Personal drives, Group drives and General drives in

the Content Explorer displays:

Content Explorer

S =
Pubdicatics Cedlabaralnon Svtam
g #ain Folder <, Mt Documenm: W Uploec
Siles Management A
A ¢+ GENERAL ORNMES
Er 5 acma l —
% = dase Show Drives| ”_J = '\-'r"! classic u.‘; caoll=berzdon '_.a OME femivisTaton
i !
L. =
Er 5 shaned . . . . . . X
=, Ly Ewents [ig) SiEs g [y e Gous S Ly SmrmdSw
o - Shamed Lisars Snace li Trash
Ha & &
¢ GROUP DANVES
- [ toganzanon ! | lpldommi adminstaoors o Jplatom s users (b fplatem)
Al Rems N el o sul-uoribulrs
v Cranad by ma eRECilive-00ar
ko Favenles
b Hidden
¢ PERSONAL DRWVES
Ater By Type )
v ConieTs - I: Hinals = “uble
b Looaments
v Imanes
+ Muskc
boWnen
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Drives

Personal drives:
Personal drive is the working space of a user. If you want to do in private, select the
Private drive, no one else can access or get your private resources. If you want to create
resources and share them with others, work in the Public drive.

+ PERSOMAL DRIVES

Private Public

Group drives:
The drive of a group is the working space of users in 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 group's drive.

+ GROUP DRIVES

[ organization f [ platform / / platform | users ¥, [ platform /
- management / e administrators = web-contributors
exacutive-board

General drives:
This is the working space for everyone but your access right in different drives depends
on your role. If you access as administrator role, you can see all drives; otherwise, you
can see some drives only as a web contributor role.

4.7.2. Drives

4.7.2.1. Private drive

Private drive contains personal data of registered users. Hence, only these individuals can access
data in this drive type.

orlenl Expho!

el J— curent node .

™ Al Holde | s i L, | L gluad a'! Auu iy Lok

Mame ke fime

Privars H

B Doaineis 5
1., Fortics |
Fokzanomy

B wusic

Fitdues
& TR

= videus

Folders
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Chapter 4. Basic Actions

By default, there are some initialized folders to store private user's resources.

= [n B (@H=E,

Hﬂh Add Folder l_cgj Add Document | i, Upload l_@;l Add Sym Link

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

» Create a new document

Upload file from your computer

Add Symlinks

Overload Thumbnails

» By selecting the Collaboration tab, you can:

Bl m
Admin Info Actions

= Watch/Unwatch this document % Tagging this document o Add/Edit localised conbents Vote for document

& (DY 7] feXo documents/eXo news

* 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:
» Do the simple search
» Do the advanced search with more constraints, add new query to search
» Do search hy existing queries.
 In addition, you can:
» Set up your browsing preferences
» Cut/paste, Copy/paste, Delete a node

* Lock a node
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Drives

« Rename a node
* Use the view WebDAYV function to view document content.

¢ Download documents (folders) to your machine.

4.7.2.2. Public drive

m Sevaleitars  Fare Bkl Acminisication

B ERED - -
| gl e | o AdCesament | A gt R vtud bt [ s S Lk ]“—""'m“"s @1
=
L2

[ HNao Initlalized folders

£|e

With the Public drive, there is no initialized folder but you can create by yourself.

In the Public drive, you also can take actions like in the Private drive.
4.7.2.3. Drive of a specific group

By default, there are two initialized folders but you also can add more and take actions like in
Private drives. Only users in a specific group can access its drive.

W Newslellers  Form Duilder  Adminsbeation

[e]& = . o
I ﬁ Al =l ra, E HEs— | i, Ul T vkt bumbnal | [ s gpmLrk |4E—— Pclions f_l
i plarlare { s || £ ] o —
i = Dommsrs | = W || | ||
- FrarecTat il
= Cauenls Sharedan
| 3
Falders
a,
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Chapter 4. Basic Actions

4.7.2.4. Shared Users Space drive

il ] Cumrant nods

] sy A Fnkier __';. Adid Dnciinert | A, Liplnacd T Guarlcai Temhnad) | o i Sym o ink |-|— Actions
Shared Users Space 5= &

¥ cemn - [ J

¥ FTE :

1 - "t Privariz Pusilc

X -|g mary g

Iy e \

* (=]
Public F—Siib-Toldors

By default, there will be a list of all existing users, each user has a folder named as his username,
that 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 a folder named as other users' username and to child nodes of
this folder.

» Add folders/documents in a folder named as your username (e.g, you cannot add a folder/
document in the folder "root"), but you can do in its child nodes "public" and "private".

* Rename a default folder.
» Lock folders named by a 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:
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Drives

1. Procedure 4.15. Method 1

Click the "= icon to open the Preferences:

= Preferences [ 2
Sort by |Alphabetic (2| |Ascending |2 |
Show Sidebar Enable Drag & Drop
— — Tick/untick
MNodes Per Page |2[] ~
Advanced

l Save “ Close ]

2. Untick the Show sidebar checkbox > Save.

The drive will be displayed like the illustration below:

= N (=2 oot v
Lo MMk | 5 anocmen | W, Uphac T Owean bumbnal | Acc Sy Lins Open preferences _——-[:|
Pruzre P il

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

2. Procedure 4.16. Method 2

1. Simply click the Expand icon to hide the sidebar as the illustration below:
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Shared Use (218

 — — L ﬁl + GENERAL DRIVES

| L Puble E acms B classic B colaboson 3m5um'mm
I, o

- janms

- o % B Ewenls Sites Manageners B Shared Groups Space E Shared Site
B mary o, || o) Shawd Users Space [ T

- o

¢ GROUP DRIVES
- 1 1 T amanization | ) pilntanm J ndminkssion i platiamm ¢ usem | piltianm J

Al ltems & C' maragement { e & @mm
v Cwned by me rapnthve-hoand

S Click

v Hidden

+ PERSONAL DRIVES

Filser By Type L)

+ Contents ﬁ Privaze i'lm

¢ Documenis

b Images

b Music

v Wieo

2. Click the Collapse icon to show the sidebar back.

4.7.3. Views

There are many drives in the Content Explorer. Each drive has some views that enable you to
look at data in the drive in a particular way. Each view has some tabs and each tab contains some
functions (or called actions).

eXo Content supports you four ways to view nodes in a specific folder and show actions of
corresponding tab 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 following information: Name, Date Created, Date
Modified, Owner, Versionable and Auditing. These information will help you manage nodes easily.
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l Contenk Explorcr Measictiers Fanmi Bulkicr Adminstraon

Be—a-—+—— amin view - o
- Artinns
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@ 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
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"'lli Fvoithi = & Folsonany s 1210610 4:10 PR 12410 410 TR
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=

You also can sort nodes basing on node information by clicking the label of 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 type, 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 - =Y

Bl Hicors] | [ mcmemer B [ saamirc X
DMS Administration an f,‘_ T mH T mH

e = ﬁ =] ﬁ ||

H: L = Hawar g rabaslipg Mabweljpg  Mabwe Mourtar..
@[ eenm
2 Feums £

L) Hawaii o o

=] natwed oy 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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Chapter 4. Basic Actions

If nodes are image files, their thumbnails will be shown like the screenshot below:

|'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|

Especially, 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 Assetsfolder, do the following:

Procedure 4.17.

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

2. Click the

—]
|i‘$| 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 dynamical one with the side-scrolling view to nodes in a folder. In this
view, when a node is selected, its name is set with bold effect to more outstanding than others.
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If nodes are pictures, they are shown like:

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

If nodes are documents or folders, they are displayed like the illustration below :

Documents eXo DMS exXo:ecm Pictures

To move from one node to another one, you can do one of these ways:
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Chapter 4. Basic Actions

* 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 the slide show.

To view pictures in the slide show, click the L=l icon:
S[mz[mle] e (@ =/
I_Ijﬂ Add Folder |_:4, Add Document

If nodes are pictures, they are displayed like the following illustration:

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 4.9.

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 nodes created and uploaded by time. Just click the icon.

All the nodes that were created and uploaded will be displayed like below:

m | &

li_r'.‘;i Add Folder imeline view

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

3 Name Date time
Today
f§) Forestipg 2/26/10 10:29 AM
= Green Sea Turtle.jpg 2/26/10 10:28 AM
m  Waterfal.jog 2/26/10 10:28 AM
= Forest Flowers.jpg 202610 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 orthe * icon of a favorited node

again to remove it from favorites.

4.7.4. Actions

Actions are added in tabs in Content Explorer by administrators. Depending on each tab and each
drive you are browsing and your role, you can see which action.

eXo Content consists of many actions. This section shows you how to take all the actions in
Content Explorer.
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Chapter 4. Basic Actions

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 4.18.

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

2.

L o, Add cate .
Select the i. % S99 putton on the action bar and the Add Category form appears:
|= Add category |i

Category Mame ] *

[ Save ][ Cancel ]

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

4. Click Save to accept creating 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, including File, Article, Podcast, Sample
node, File Plan, Kofax.

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 4.10.
File Article  Podcast Sample File Kofax Content Docume
node Plan documen folder folder
File /] /] /] V] <@ <@ <@ /]
Article ,@, ,@, @, @
Podcast @& /] /] V] <@ <@ <@ /]
Sample ® ® & ()
node
File Plan ,@, ,@, @, ,@ ,@ @,
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Actions

File Article  Podcast Sample File Kofax Content Docume

node Plan documen folder folder

Kofax /] /] /] /] /] /] /]

Uploaded @ /] /] /] /] /] /] /]

file

Content @ @ ,& ,& ,& @,

folder

Document 0 @ @ @ @'

folder

Do the following to add a new document:

Procedure 4.19. Add a new document

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

2.
g, Add Document . .
button on the Actions bar to open a list of content templates:

Holc© =/

Admin Info Actions

Click the

ﬁnddﬁmer | B_A.dd[)lx:.nﬂt | il | Upload | m.ﬂu:ldﬁmlljrk

w

Select a template by clicking it and the corresponding form appears. See more details at Step
3 of the add a new contentprocedure.

Each document (except Article) must be added to categories when being created.
Procedure 4.20. Attach files to a document

1. i
Select a document or a folder that you want to attach files to and click the — Uplead 1,tt0n

on the Actions bar.
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The Upload file form will appear.

[—WUnload a fike [x] |
Delete the form to upload

Name [ ] \ m
seie-::ta;#satelnmersuideen.pdf | [@ J<— Delete the

uploaded file

List Taxono |+

A uploaded file
Open the form to uploa

Name [ ] i+
Selecta i | |_Browse... I‘(—S;?gse
List Taxonomy | +*Add a category
Sove ) (_Cancel |

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

(=]
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 to quit.

To view the attached file, click it and you can view it directly in the Content Explorer:

78



Actions

I eXo-Content-User-Guide.odt Iﬂ—— The file name Download ——I"'I Download this Fi|EI

I4 Page 1 of307 M a @ 100% ~ A1 E—;‘ o Save .||‘!’|SaveasPDFﬁ|E|

m

*

ex O CONTENT

eXo Content User Guide
Version 2.1.1

@ Note
eXo Content enables you to view all types of documents, such as Open offices,
Microsoft office in the PDF format.

Procedure 4.21. 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 drop-down list for the field Select Template.

The Add New Document form will be displayed.

2. Input a name for the file document in the Name field. Some special characters cannot be
used inthe Namefield: @ # % &* () “"':;[]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:

79



Chapter 4. Basic Actions

« text/html: when creating a text/html File document, you can input value in the Content field
like source code (HyperText Markup Language HTML). After being created, it will generate
the content you want, then you can see both the inputted source code and the generated
content in that document.

« text/plain: after being created, it will display exactly what you inputted in the Content
field.html.

4. Input a value in the Content field:

 text/nhtml: If you want to create a File document with a source code and generated content,

: SOUrce . . . .
click the button in the editor bar. In this mode, only Save, New Page, Preview

icons in editor bar are visible for using. Click the LG icon to preview the generated content.

« text/plain: If you select text/plain type, the content field will be displayed like the following
illustration:

MName l '

Caleqories T

Mime Type | textfplain

L4

L4

Language | ep

Content
Title l ==
Descripton l | B
Creator l ] T
Source [ |

5. Fill values in all the fields, including Title, Description, Creator and Source.
Click the plus icon to open more fields.

6. Click Save or Save & Close to accept creating a new file document.
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After being created successfully, a file document with type text/html will be displayed like the
illustration below:

- \iew as HTML || ¥ \iew 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

* 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 4.22. Create a new Article

1. Follow the steps in Add a new document to open the Add New Document form then select
Article from the drop-down list for the field Select Template. (Actually, Article is selected
by default).

The Add New Document form will be displayed.

2. Inputthe name and the title of the Article in the Name and Title field, some special characters
can not be used in the Namefield (@ #% &*()“":; [1{/)).

3. Input value for the Summary field, and the Content field.
4. Click Save or Save & Close to accept the inputted values, or Close to quit.

After being created, the new added Article document will be like the illustration below:
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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 is used to list all its related documents. After adding relations for a document, Article
will be displayed. You can click these links to view the content of the related documents.

The Attachments 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, see Attach files to a document.
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Procedure 4.23. 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 drop-down list for the field Select Template.

The Add New Podcast form will be displayed.

Table 4.11.

Field Details

Name The name of a document. This field is
required. Some special characters (@ # % &
*()“':5[1{/)) are not allowed to input in
the Name field.

Title The title of a document.

Categories 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 It 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. Inputvalues for fields. To upload a media file, click the Browse... button and select the media

file from your machine.

3. Click Save or Save & Close to finish.

@ Existing Names
Document name can be the same as the existing one. When a new document is
created with the same name as other existing document, its name will be added

an index (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 4.24. Create a new Sample node

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

The Add New Sample Node form will appear.
2. Complete the appropriate fields.
3. To upload an image, click the Browse... button and select an image from your computer.
4. Click Save or Save & Close 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.
Helathons Artachments
- Best spots in Hanoi .odt - Hanoi tourguide.png @

Avg._ Rating: 0.0 Votes: 0O
The Relations area is used to list all its related documents. See Section 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. See Attach files to a document.
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Procedure 4.25. Create a new File Plan

Tabs in the Add File plan form

The Name tab

- Mame |_> Record pruperties_ |_b Process properties
Hame [
Categories
Language | &h H
Hig plan note
Table 4.12.

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

Note for presenting any other information for
users.
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The Record properties tab

» MNams + Hecord properties » Process properies

Record category identifier |

Disposition sulhority

Permanent record [True
indicator

Dis position insiructions

Contains records folder [True
Default media type | Bectronic

Drefauk marking list [jone

Drefault originating
organization
Vital record indicalor [T

Wital record review period [ Qne Minute

Table 4.13.

Field BEIEIIS

Record category identifier

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

Disposition authority

Permanent record indicator

Disposition instructions

A reference number to the regulations that
govern the disposition.

A type of record indicators which should
never be deleted.

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

Default marking list

The choice for preset media types which are
made available to simplify the data entry for
the record. The frequently-chosen value is
"electronic” or paper.

Handling and classification information that
are printed at the bottom of the record, such
as UNCLASSIFIED or NOCONTRACT.
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Field Details

Default originating organization

Vital record indicator

This option is to enter the original
arrangement as default which is made
available to simplify the data entry for
the record and to assume that originating
organizations are the same for the
information in the file plan.

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:

* Nams [' Record proper ties || » Process properties

Process autaffs
Ewent trigger

Cutaff period

Cutoff on cbsalete
Cutoff on superseded
Process hold

Hold period
Discretionary Hold
Process tramsfer
Default transfer location
Transfer blodk size
Process accession
Apcession lncation
Accession blodk size

Process destruction

Table 4.14.

True

Ona Minute
True
True
True
Ona Minute
Trug

True

True

True

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

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

Cutoff period The duration for the record cutoff

performance.

Cutoff on obsolete

The record is cutoff when it is obsolete.

Cutoff on superseded

Process hold

The record is cutoff when it is removed or
replaced.

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

Hold period

Discretionary Hold

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

Default transfer location

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

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.

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
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2.

3.

Details

information, metadata and physical traces
are removed and cannot be recovered.

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

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

Click Click Save or Save & Close to accept. to accept creating a file plan.

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

&5 File Plan Content: new File Plan

Record Category Identifier
Dispasition Authority

Disposition Instruckions

Permanent Fecord Indicator krue
Zonkains Records Folder krue
Default Media Tvpe Electranic
Default Marking List MOMNE

Default Criginating Organization

Mumber of Records n
- Records l » Ohsolete Records " ¥ Superseded Records " ¥ Vitals Records L
Record Id Record name Crriginakar Date Received Criginating Organization

Procedure 4.26. Create a new Kofax

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

The Add New Kofax form will appear:

Mame *
Categories 4
Language en -

90



Actions

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

4
Select categories for a Kofax document by clicking the icon.

4. Click Save or Save & Close to accept creating a document.

After being created, a kofax document will be displayed like this illustration:

¥ File wiew | = Document view

kafax docurment name new kiofax document

Awg. Rating: 0.0 Yotes: 0

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

¥ File wiew || » Document wiew

kofax document name nevy kofax document
Downloadable File #1 syskem guide. pdf
Downloadable file #2 BC config. gif

Avg, Rating: 0.0 ‘“otes: 0

Procedure 4.27. Create new Event

1. Follow the instructions in Add a new document to open the Add New Event form and select
Event from the drop-down list for the field Select Templatee.

The Add New Event window will appear:
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Tite | *
Name | -
Language | eq L2
Location | .
Google Maps 7

Start dateitime |I15.I'le'2‘EllD

End dateitime [05rz1/2010

URL |

Summary

2. Enter atitle for the event.

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

4. Enter the Start and End Date/time of the event.
5. Fill the Summary and Content fields.
6. Click Save to commit the event.

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

Paris E;)
eXo-Big Event mf:n znﬁm

eXo wil attend the “Sohtions Intranet et Traval Collaborati™ event on May Sth and 6th in Paris.

eXo will atlend the ~Solutions Intranet et Traval Collaborati” event on May Sth and Gth in Paris. Come to meet us 1o 1alk about Inranets and
Colaborative Solutions eXo is oflering. It also will be a nice opportunity 10 share aboul industry rends and new eXo developments,

The event will be displayed in a website as:
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Evenis g

Paris e .
eXo-Big Event »

2o will atend the "Soluions inranst &1 Travad Collaboratl™ event on May St and &t in Paris.

2o will anend he “Solusons Inranet e1 Travad Collaborast™ event on May 56 and & i Pars. Come 1o meet us 0 1k abowt nranes and Collsborame Solusons
20 is ofioring, Balss wall be a nice opporiunity o share about ndusiy wends and new e¥o developmants.
LT

O e e

L}

Asmidres:sur-Sene  Aubervillers H"m :
Chny - Seroven . [0 Botgry TN Bangy
Lu-u'a_lcnprrﬂ T Paeri- [T} il o

MHigwaity - Sipana : h‘nw-b&cm
Anlrmasscn v . Les Lias Rosny-sous-Beag
Surosnds oy lkon % Bl\:'\-ﬂtm =a
i Martre
e P incennes
bs ! ER. el Manda A
| Baulogre-Bilancourt N e -
. Chararices - Pont i |
Ay Mokt "3
L SOESUGR  orait IR, B i mpigrny s - Mame
S e L1 o Slinn e o
A e L Pkl WNIE. . MELINS-AITON
Wiew Langer Map
bt sCiTES
o

4.7.4.3. Add a folder

You can create a document immediately in a specific drive; however, adding a document into a
specific folder enables you to manage documents better.

There are two types of folder:

» Content folder.

* Document folder.

I - Exoiecm

[ Videos

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

Content folder
* You can add a Content Folder folder into a Content Folder one.
* You can add a Document Folder folder into a Content Folder one.
* You can add documents into a Content Folder.

* You can upload files (images, MS word documents, OpenOffice documents, .pdf files, .txt
files, .xml file, etc) into a Content Folder.

* You can import sub node(s) that was 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 (images, MS word documents, OpenOffice documents, .pdf files, .txt
files, .xml file, etc ) 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 4.28. Create a folder

1. Select the path to create a folder.

2.
Click the & Add Folder button on the action bar. The Add a Folder form is displayed:
=| Add a Folder x
Type [ Content Folder {:|ick
Mame | |+
[ Save ] [ Cancel ]

5

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

4. Inputvalue for the Name field. This field is required. You can not input some special characters
inthe Name field (@ #% &* ()" ":;[1{}/))
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5. Click Save to accept creating 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 4.29.

1. Select a document you want to add the translation for. For example; select an Article which
is in English:

i
d
1

@ Add Translation

Click the button on the Action bar. The Symlink Manager will appear:
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EI Sym Link Manager »

Path Node o

[ Save H Cancel

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

:ﬂl Choose Target Node *x
Users » root » Private » Documents » Content Folder
Workspace | gollaboration v

- Name Action
T

! din @

Mo din

- | articke-en

H-m | article-en <

3. Aricle fr | ACEs I @

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

EI Sym Link Manager »

Path Node [-q1ahoration:/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.
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Languages List

- en (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 4.30.

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

2. =
L;l Add Sym Link
Click the button on the action bar. The Sym Link Manager pop-up will
appear:
Sym Link Manager x
Path Mode +
Sym Link Mame ®
[ Save ] [ Cancel
Table 4.15.
Field Details
‘ Path Node ‘ The path of a link ‘
‘ Symlink name ‘ The name of the link. ‘
3.

4
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:
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drms-systermn [

collaboration

backup

partal-system !
portal-work

wom-system

Click the @ icon in the row of the node that you want to add, the path that 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 x
Path Node | gms_system:/Documents +
Sym Link Name | pocyments. Ink | *
| save || cancel |

6. Click Save to add Symlink.

= D HEMAEE IDocuments
Admin Info Actians
[fig Ao Foior _'}Amm:.m-: | Undnaa Ghﬂs«n_ﬂc b

G5 AdTinistration ae = Kame Varsicnable Crwnar Date Hodiled Date Created

B Documeptzink e - 486/E0 15:30 AM A0 11230 AM
g falsz roat A20/20 1058 AM 110 10:59 AM
Diocurnernts. nk

£
:
& 6 3

4.7.4.6. Comment

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

Procedure 4.31.

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

2.
_ ! Comment this document _
Click the button on the action bar.

The Add Comment form appears:
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|| Wirite Comment:
Comment
Elsource B I U == = =
L ) % || Normal -
body p

Cancel

d

3. Add your comment in the Comment field.

4. Click Save.

Comments are shown at the bottom of the document:
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The best places for summer 2011

Summary :

If you're on the lookout for a fantastic deal on summer holidays in 2011, you've come to the right place. With plenty of
low cost package holidays available, we've got something for everyone. Whether you're a couple looking to get away
for a relaxing break, a group of friends in search of some fun in the sun or & family planning a child-friendly trip
abroad, there are a host of cheap summer holidays on offer in 2011,

Content :

If you're on the lookout for a fantastic deal on summer holidays in 2011, you've come to the right place. With plenty of
low cost package holidays available, we've got something for everyone, Whether you're a couple looking to get away
for a relaxing break, a group of friends in search of some fun in the sun or a family planning a child-friendly trip
abroad, there are a host of cheap summer holidays on offer in 2011,

[ Links:

& Attachments :

Avg. Rating: 0.0 Votes: 0

Last comiment posted by at 1144 AM. Thu, Jul 14, 2011

1 Comment(s) Show comments

To view your comment, click the Show Comments link:

Last cormment posted by o at8:28 AL Thy, Jun 18, 2009
2 Comments Hide comments
Commeantad iy - fmaf: marry@localhost - 5238 #n. Thw, n 18, 2009

This article is wery useful Far people wha wank ko improve Eheir communicakion skills,

You can edit your comment by clicking the = icon or delete it by clicking the icon.
4.7.4.7. Edit a document

There are two ways to edit a document.

Procedure 4.32. 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 4.33. 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 .zip file types.
Procedure 4.34.

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 4.16.
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 .xml file format can be imported in to the JCR Explorer system.
Procedure 4.35.

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 can not 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 4.36.

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 exo:addMetadataiction I = Il(—- Click

Add/Edit an Action

Name

Lifecycle

Metadata

Is deep

NodeTypes

Description

Affected NodeTypes

e

User Action

schedule

node_added

node_removed

property_added bt

[ metadata:siteMetadata u(— Click

| @ Q

| save || Back |

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 4.17.

Field Details

exo:action

This action is not supported.

exo:AddMetadataAction
exo:autoVersioning

exo:createRSSFeedAction

This action adds metadata
This action automatically adds a version.

This action creates an RSS file.

exo:enableVersioning

This action enables versioning.
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5.

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.

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

Table 4.18.
ID The Id of action. This field is created
automatically and can not be modified.
Name The name of this action. This name is internal
to the JCR explorer.
Lifecycle Select the life-cycle for this action. The action

will be executed depending on the life-cycle:

'‘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.

'‘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 subfolder in the
folder when the document or the subfolder
is moved.

'‘Schedule': the action is done at specific
time. There are 2 schedule lifeless
types: period and cron. (See more about
Schedule life-cycle).
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If you need the same action to be executed
in several life-cycles, 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 life-cycle 'user action', it will be applied for the current node. And an
action added with other lifestyles, it will be applied for the child nodes.

4.7.4.10.2. View Actions

Procedure 4.37.

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

2.
Click the |3- 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 4.38.

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 the Actions 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 4.39.

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 4.40.

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 4.41. 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 4.42. 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 4.43. 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 4.44. 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 4.45. 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.
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=]

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 4.4.4, "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 4.46. Add arelation

=

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 in
the Step 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 4.47. 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 4.48. 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 4.49. 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 one has been added as the Base 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 4.50. 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 can not use special characters such as @, #, $.

5. Click Save to submit the new label.

Procedure 4.51. 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 4.52.

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 4.53.

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 4.54.

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 4.55.

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. Click Save, you will be returned to the View languagetab. 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 4.56. View the language list

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

Actions Collaboration

Private

Sl

@-| " exo:thumbnails
m{r Favorites
=

E-lﬂ Searches

P ¢ & (@)
'

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

Languages List

&t
- en (Nola Cafe) -
- en (Nola cafe) =
- de (New)
- ar (Nola) !
- en (Nola - Hanod)

s

B

Relations List
- Best spots in Hanoi .odt 'ESI"
References List

Mo related document

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

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

To overload a thumbnail, do the following
Procedure 4.57. Overload thumbnails
1. Select the folder you wish to overload with a thumbnail image.

J—
|:i}i Zrverload thurmbnail

Click the button on the Action Bar.

The Add thumbnail image form appears:

=] Add thumbnail image x

Thumbnail image Browse

[ Save ][ Cancel ]

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

4. Click Save to commit the change. The node will be stored in an exo:thumbnails folder.
= [ < o [Pictures
gl noa roider | [ o, avdDocmere i, Uposd | | Overtosd emban | ] A sym Link b,
Privabe 1 3 i =

= Pldures T| i | Q
L 3DArs -F:'-T: .

[l Abstract e Srts Abstract fovatars ity Semne smcthumbnals Habare

% B

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 4.58. Request Approval

1. Select a content that you want to send an approval request to publish.
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2. 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.

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 4.59. Approve a content

1. Select a content that needs approving.

2. Click the 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 4.60. 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.
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Section 5.2.2.3, “Manage Views”

4.7.4.22. Show Drives

This function enables you to show or hide all the drives in Content Explorer.

| [ 2] Showttide Drives
To show drives, click the button on the action bar.

| 5] showtiide 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.

1. Show the JCR structure
Select a document.

2. Select the Info tab.

é ShiowfHide Like JCR. Structure

Click the button.

2
Click the - icon to save the view.

The following information message will appear:
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||=] Messages x

m
5]

ror 1. Warning & Information

'Zéi' All changes have been saved

5. Hide the JCR structure

Select a document that is showing the JCR structure.

. showjHide Like JCR Structure
Click the 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.), thus describing the item and enabling
keyword-based classification and search of information.

Procedure 4.61. Add a new tag for a document

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

% Tagging this document
Click the button on the Action bar. The Tag Manager will

be displayed:
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Tag Manager

Enter tags

¥

Tag names ||

(Use "” separator to add multiple tag)

Tag Scopes | Private

[} click

Linked tags
Click to
add tag AddTags || Ciose |
Table 4.19.

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.

Input a value for the Tag names field. A document can be added several tags at a time. To

wn

do that, input all tag names in the Tag names field and separate by “,”.

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 4.62. Remove tags from a document

1.

2.

Select a document with tags that you want to delete the tags.

'1 Tagaing this document

Click the
form.

button on the action bar to open the Tag Manager

Click the corresponding to the tags you want to delete.
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4.

Click OK on the confirmation message to delete the tags.

4.7.4.25. Upload files into folders

This function supports you to upload a file from your machine. All file types can be uploaded. The
uploaded file's name must not include some special characters ! @ $ % & [])

Procedure 4.63. Do the following to upload file into folder:

1.

2.

3.

Select the folder that you want to upload a file into from the left/right panel

Select the Actions tab to show some actions on the Action bar.

F
Click the M, Upload button on the Action bar to open the Upload a file form:

(o= [ 2
Delete the form to upload
e | ) ]
Select a file] Gateln User Guide en.pdf I m‘- Delete the
List Taxano T uploaded file
A uploaded file
Open the form to uploa
MName [ =l -+
. Browse
(oo rie
LSt Taxonomy + [<Add a category

[ Save H Cancel

Browse and select a file on your computer by clicking the Browse... button. The selected file

name will be displayed in the Select a file field.

4

If you want to upload multi files at the same time, click the icon to open more forms

to upload more files:
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=] Upload a file x
Mame
Select a file
List Taxonomy +
Mame
Select a file
List Taxonomy +
Mame +
Select a file
List Taxonomy +
[ Save ] [ Cancel ]

The icon closes the upload file form.

You can change the uploaded file by clicking the icon and select Browse... again to select
another one.

By default, the name of the uploaded file will be kept as original but if you want to change,
you can type the new name in the Name field, this field is not required. The new name must
not contain special characters: ! @ $ % & [].

4
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:

130



Actions

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
Clickthe # icon to see more details of its external metadata information. The List external

metadata tab will be enable and you can input value in 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 for 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. The new metadata are displayed in the External Metadatas list and you also can edit it by

:,}
clicking 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 4.64.

1. Select an appropriate (nt:file) node.

2.

@. View Metadatas
Click the — = button. The View Metadata form appears:

132



Actions

b=| View Metadata

~ dcielementSet

DC:ELEMENTSET

MjA

MiA

MiA

MiA

M

M

M

|

m

Click the Add/Edit button at the bottom of the View Metadata form to add metadata.

Complete the desired fields in the Add/Edit Properties form. Click the

further metadata.

icon to add
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ds Add/Edit Properties

Title &+

Creator ALy
Subject 4
Source A
Contributor €4
Resource type +

Date  (3/01/2010 17-04:44

Publisher @
Description )
Rights +
Relation @
Format At

5. Click Save to commit the new metadata values.

4.7.4.27. View Node Types

To view detailed information about a node:

Procedure 4.65.

1. Select a node that you want to view its detailed information.

W > Wiew MNode Types
Click the button to view detailed information about the selected node.

m
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] ModeType Infomation

| ~ expiartide | b exo:modify | * exo:dabetime | b exoiowneabls || b mix:vatable

Mame Primary Item Name Parent types
. exozartide N/f& Q_Efrnir:referenceahle
| |exo:irss-enable
@'nt:base

%

| Node Property Definition .

Name Type Man Pr AC
0| jerruuid String v tue ¢ tue | ¥ true
[T exo:text String X fabe X false | X fake
Bl exo:summary | String X fake X falsz X fase
[T exo: title Shrirg v rue X false | X fake
Pl jerzmiinTypes | Mame X falbe " true | X false
FTljcr:primaryType | Mame v true o true |  true

| Child Node Definition .
Mame QY AN

Bk COPY X falce

Cloze

Mizin Node Type

X false

Tl
¥ false

¥ false
X fals=
* falee
¥ true
X false

PR

X false

* mib:commentable *»

Dv

AC
X false

Click the tabs at the top of the form to view categorized information.

4.7.4.28. View Permissions

Procedure 4.66. View Permissions

Select a node.

) (‘; Wigw Permissions
Click the

This function enables an administrator to manage the permissions for nodes.

Orderable Children
X falze

cv

DNT
exo:artide

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 4.67. 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
e

{h‘ b fplatformfusers
"'@Cusmmers ¥ fplatform/guests
-4 Organization =|| | » fplatform/administrators
Elhﬂ; Platform

hﬁi sers

iﬁi Guests

e = S e

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

iy
Click the “® icon 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 “® jcon next to the User Or Group field.

6. Select the permission you want to grant the chosen users or groups by ticking the
corresponding check boxes 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 4.68. Edit Permissions
1. Select the permission of a user or a group in the table of list permissions.

2. 3
Click the # icon.
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3. Change the permissions as desired.

4. Click Save to commit the changed permissions.
Procedure 4.69. 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.

Procedure 4.70.

1. Select the node that you want to review or add values to.

u';' Yiew Mode 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.
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Elﬁumtsmmgemm

‘v Properties | » Add New Property

Name

|FT) | jer: primanyType

[ | jer:midnTypes

M8 jerzuuid
expidateCreated
exo:dateModified
exoilastModiliedDate
exn:lastModifier

N0 IATET
jcr:basaeVersion
jeriisChedkedOut
JEr: predecessons

jcrversionHistory

Select this tab to review the properties for the selected node without making any changes.

Add New Property

Multi Value

X false

v true

X false
X false
¥ false
X false
X false
X false
* false
X false
o true

¥ false

Value

nt:unstructured

expiowneable; exo:modify;
exprdatetime; mix:versionable

D633Taeb7rO00101003c1 0469992 TS

2010-04-16T17:39:49.458+07:00

2010-04-16T17:39:49.501 +07:00

2010-04-16T17:39:49.495+07.00

root

root

147 20cf 370001010063 260 ad361ce

true

147 2ccra7r0001010064 26097 ad36 0

147050877F0001010128302c583 10d06

This tab contains fields to add new properties to the selected node.

|| Properties Management

[b Froperties | » Add New Froperty |

MNamespace l nt

[ Je— click

Name [Ncw Property

].

TYPE | string | : e Click
Muttiple. ([0 [l Click
Value | |"[fj}e— Delete value
[ di Add more values
| save || Reset || cancer |

Select this node if you want to make changes to the properties of the selected node.

To add new properties:

Select the namespace for the property.

[]|%
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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 the Value.

To add multiple new values, click the

To remove a value, click the .

8. Click Save to commit the new values or Reset to clear any modified fields.

icon and repeat the above steps.

After you commit new properties, you will be returned to the Properties tab. The newly added

values will be displayed.

| d=| Properties Management

| » Properties | » Add New Property

Name

2

jer: primary Type

ET3 jermiknTypes

SO | jeruuid
New Property
: exodateCreated
L | exodateModified
|| | exo:lastMedifiedDate
||  eoclastModifier
@ END AT
EY¥l | jcrbaseVersion
0l | jersisCheckedOut

C jor: predecessors

» =
In this form you can edit a property by clicking the = icon or delete it by clicking the .

4.7.4.30. View Relations

Multi Value

X false

y true

X false
¥ true
X false
X false
¥ false
X false
X false
X false

X false

Y true

Value

nt:unstructured

exnrowneable; exormodify;

expidatetime; mixversionable

D633facb7rO00101003c1 0d6999a27c5
root

2010-04-16T17:39:49.4%9+07:00
2010-0-16T17:39:49.501 +07:00
2010-04-19T15:19:24.106+07:00

root

root

147 20cfa7iD00101006a 2609 ad36fce
true

147 20cfa 70001010063 26d% ad36fce

This function shows documents related to a selected node.

Action

) £
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1. To View Relations

ﬁﬁ Show/Hide 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
- New Sample Node

If the node does not have any related documents the message No related document will
appear instead.

Relation list
Relation Documents

Mo related docurnent

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 4.71.

1. Open the document you want to vote for.

2.
Yoke Far docurment
Click the button on the action bar.

The Vote Document form will appear:

b=| Vote Document X

Cancel

3. Rate the document by clicking on the appropriate star level for your vote:
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El Vote Document x

3
Cancel | Best/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, there will be a notification
message sent to your email address. To receive that email, you must configure in your mail server.

Procedure 4.72.

1. Select the document you want to watch.

2. The Watching Document form will appear. Click the Watch button to finish.

E| Watching Document x

Motification Type [ Email

Click—>]L_waten | [_cancel |

L]

To stop watching a document, select the document and click the E 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 to make 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.

@ Note
Only users who have the right to access Sites Management drive can do it.
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4.7.5.1. Create a new web content
This function is used to add a new web content into a specific site.

Do the following:

Procedure 4.73. Add new content

Tabs in the Add New Document form. TheMain Content tab includes:

Table 4.20.
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

The lllustration tab: enables you to upload an illustration that makes the site's content more

attractive

l) Main Content II + Ilustration I b 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.
Tlustration Image
summary
E source B I U =8 iz = E E E £ E
» | & fa | Format || Fo || Size'™
Table 4.21.
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.
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Field Option

Summary You can give a short description about the
web content because it 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 4.74. Upload an image

1. Browse animage list on your local computer 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:

[r Main Content [r Ilustration ] ~ Advanced |

CSS data
& In this panel, you can specify
the main stylesheet for your
weh content. This &1 :"IE will
overnde the one defined at the
site level and at the shared
leed,
JS dala
g' Imthis panel, you can specity
some Java Script code that can
be executed before your web
content 15 rendered.
Table 4.22.
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.

1. Goto Sites Management drive, and then select a site that you want to add a web content.

2. Select the web content folder on the left.
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3 B.Addﬂmmmt

Open a list of content templates by clicking the icon on the Action bar.

Select your template in the list below E oo

Free layout Picture on head
webcontent layout webcontent

4. Select a template to present the web content by clicking one.

« 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.

6. Click Save or Save & Close to save the content or Close to quit the Add New Document form.

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 4.75. Edit a web content

1. Gointo the folder of a site which contains the web content that you want to edit.
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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.

g, Edit Document
Click the icon on the action bar to show the form to edit the selected
web content. This form is like the form to create a new document.

4. Change the current values in the fields of this form.

5. Complete editing the selected web content by clicking Save or Save & Close.

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 4.76. 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:

& [ exopla* L
[ css | (4 Edt

4 defd (] Copy
Lﬂ‘] dory) J’u Cut

D is m Celete
D med ™| ack
EID eko Pla (#] Checkin

D site art Rename
D shared

e E

.-

(a2 Add Sy Link

3 pownload and allow Edition |

2. There will be a confirmation message. Click OK to accept the deletion, or Cancel to quit
without deleting.
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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.

See Section 4.4.4, “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

In this section, we will present the actions on folders and document in the right-click menu (Add
to favorites, copy, cut, paste, add Symlink, lock/unlock, view document, rename, download and
allow edition and copy URL to clipboard) and other actions (drag and drop folders or documents).

Depend on the actions on folders or documents, the right-click menu (drop-down menu) is
different.

The actions in the right-click menu for documents:

L4 Add to favorite
] copy

& Edit

4 Cut

Delete

=] Lock

CheckIn

-:ﬂ Rename

l&d Add Sym Link
'@' View Information
7] View Document

5 Download And Allow Edition
|5_ Copy URL to dipboard
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The actions in the right-click menu for folders:

@uments:) | |

@ | exorth ,}Mawrite
Folder

= Fawar _JI Copy
Ay Cut
Delete

il
[ Lock

Folksg
[
- Music

Picturg

- Searc
B, Vicderd & Rename
(= Add Sym Link

221 Download And Allow Edition

All ltems

r Owned by

v Eovorites |=_ Copy URL to clipboard

4.7.6.1. Add to favorites

This function helps users easily add nodes (documents, folders or files) as favorite.

Procedure 4.77.

1. Right-click a node you want to add as a favorite

2. 14 Add to favorite

Click the entry in the drop-down menu.

A symlink of your favorite nodes (folders, documents, files) 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 sub-nodes) to other places.

There are two ways to cut/copy/paste the node:

Procedure 4.78. Method One

1. Right-click the node > select Copy from the drop-down menu (or called "the right-click 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 > select Paste in the drop-down menu. Note that the Paste
function is enabled in the menu only after selecting the Copy action.

4. The copied folder (and its sub-folders) will be pasted to the new selected path.

Procedure 4.79. Method Two

1. Right-click the node and select the Copy from the drop-down menu.
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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:

Pﬁiﬁte an &

- Documents

{2 New Folder 0
-|E} Pictures
- Searches

4. Click the Clipboard window will appeatr:

Clipboard EEE
Path Cm Act
.ot/Private. copy 1
/Documents E
fexo-news o
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 this part Section 4.7.5.2, “Edit a web content”.
4.7.6.4. Cut/Paste

This function is used to move a node (include sub nodes) to other places. There are two ways
to cut/paste documents:

Procedure 4.80. Method One

1. Right-click a node > 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 > select Paste in the drop-down menu. Note that the Paste
function is enabled in the menu only after selecting the Cut action.

4. The cut node (and its sub-nodes) will be pasted to the new selected path.
Procedure 4.81. Method Two

1. Right-click a node > 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:

Private ao
-7 Favorites
1| Folksonomy

[ New Folder

& (@) m

4. Click the Clipboard window will appear:
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Clipboard ﬁﬁm
Path Cm Act .
.ot/Private copy O
/Documents E
fexo-news -
et
3 Clear All

o

Click the Ij icon in the clipboard window to paste the copied node into the selected
destination node in step 3.

o

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.

4.7.6.5. Delete folders and documents

This function helps you remove folders/documents from theirs location easily. Do the same steps
as Section 4.7.5.3, “Delete a web content”
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4.7.6.6. Drag and drop folders and documents

This function allows you to move folders/documents from a current location to another one by
using the drag and drop feature.

Procedure 4.82.

1. Move the cursor on a folder/document or folders/documents on the right panel (hold the Ctrl

or Shift key to select multiple folders/documents at once) until the cursor changes to @

Newsletter Manager  Form Generator  Sites Administration
[= [ m[&| ] @] & O = /mocuments

@mw[ﬁ,wm A, Upload | [_] Add Sym Link

Mountains.jpg My Fictures

Hawaii.jpg

Private T
é{."u Documents
) Mowntains.pg
i My Pictures
L[ Videos

G < & @l

2. Pressthe left mouse button and then drag the selected folder(s)/document(s) to another folder
on either the right or left panes.
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Sites Explorer Newsletter Manager Form Generator Sites Administration
B0 : ME=EE }@ = /Documents

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 enables you to avoid changes to specific folders/documents, actioned by others,
during a specific time.

Lock folders/documents. Just right-click a folder/document (on either the right or left window
pane) and select Lock from the menu. The selected folder/document will be locked.
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Unlock folders/documents. To unlock a folder/document, right-click a locked folder/document
and select the Unlock item on 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 4.83.

1. Right-click a folder/document that you want to rename then select Rename from the menu.

The rename form will appear:

EI Rename x

Name Diocuments =

TEE [Documents I

Save Cancel |

2. Input 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

For the purpose of fast accessing the node that you want to look for in other nodes, adding a
symlink for a node is an effective way to meet this need.

Procedure 4.84.

1. Select a document that you want to add a symlink.
2. Right-click that document and select Add SymLink from the menu.

3. The selected document will be added a symlink immediately. You now can click the symlink
to view its content.

4.7.6.10. View WebDAV

WebDAV enables people to access files, folders and read and write documents over the web.
Due to its benefits of easy, quick and flexible manipulations and time saving, WebDAV is used
to view nodes.
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Procedure 4.85.

1. Select the path of node you want to view 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. With each type of node, form to view in WebDAV will be different:

Folder: The sub-nodes list of the current folder will be displayed in WebDAV.
 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 be attached a form that users have to
complete to download this document.

« Sample node: This node lists folder names as exo:images. Like Article, ifthe 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 Information

eXo Content 2.2.0 supports you to view all information of a document, such as the name, the title,
the creator, the publication state of the document and more.

Do the following to view the information of a document:

Procedure 4.86. View Information

* Right-click a document that you want to view > Select View Information in the drop menu.

The View Information form appears like this:
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| Wiew Information X
Mame eXo+¥nowledgeUser-Guide, odt
Title eXo-+¥nowledge-User-Guide-2, 2. odt
Type applicationfvnd. oasis. opendocument. text
Size 7.13MB
Owner root
Last modifier root
Created date 2011-04-01T11:40: 33, 308 +07:00
Last modified date 2011-04-01T11:40:33,.853+07:00
Publication state draft

Close

4.7.6.12. View Document
The View Document item is visible in the drop-menu when you right-click a document. This
function enables you to view the document on another tab with the link containing the document

path.

Do the following to view a document.

Procedure 4.87. View a document

* Right-click a document that you want to view > Select View Document in the drop menu.

The document is opened in another browser:
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E_'I.'II & (Y 7] Mser guide

Al Info Actions  Collaboration
_; e Wi e ’." Panage Pubi:aioe 1 455 Manags Cakeygonies : i' Wanags ok ':\ Wharveagee Az lirs: S Expnl Mok
Prriwite "= E
— — "l-\..-"' -
4[] exocitumbnals [+ & i ﬂl
4~ Fowaries | Uzer guide
- Folksonomy i 3 "T" ¥
-t Musie % Sumemarny :
Piciures -
#-| - Bnmches D
=, Liss e
Cantent :
- B il
e W KEEAREE] B [=] i
-
All Hema N .
a4 Links: - workspacelstpng
b Oz by me -
b Favomes £ Attachmesnts @
b i £ workspaces.png 'm'
Fi%er by Type
b Coenis
Aay. Redng 0.0 Violes: O
+ Documems
bl
v Musk
L ]

The URL of the document is like the following:

URL: ...ecmdemo/private/acme/siteExplorer/repository/Private/User guide
4.7.6.13. 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 4.88. Copy URL to Clipboard

1. Right-click a folder/document > Select Copy URL to Clipboard.
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Private & R]ght-C]]CE’: = 2 r: Name
— [_] i, document
=™ | document
D exo-thumbnails 1= Remove from favorite
Elﬁ Favorites '] cony
[ Folksonomy o% Cut
- Music Delete
-2 | Pictures E Lock
@ | Searches #| Rename
User guide E Add Sym Lindliclke
= - I;IDuwnlu&dmm*muEdmun
All tems r Copy URL to clipboard
¥ Owned by me

2. Paste the URL on another browser.

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 you copied its URL or download documents to your
computer. You also view other nodes by clicking ... above the current folder to go up the root
node . See the below illustration:

= v i it [E'brrp:,n',l'luralbor.r:Rnﬂﬂjkmdtxma,.frHr-ermtlemu,n'jrr,'repnsirnry,'mIlahorarinr,'leer-;,Irnnrln'Pri-ratp| v

Root node

| DoCUMments WebDay URL of Lhe node
| Favarimes

! Folksnnoery
! Musi; —— Foldors
— Piztures
| Separches
Jidens

Chverview ] Conkent Explorer ’f | ] wWERDAY Browser x |+

4.7.6.14. Manage Tags

Tags are easily managed by editing or deleting them with the Tag Manager.

Procedure 4.89. 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 4.90. Delete a tag

1. Perform Step 1 from the procedure above.

Click the icon.

A confirmation box will appear:
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12 The at http://localhost:8080 says: @ﬁ

@ Are you sure want to delete?

| ﬁCancel | | o OK |

Click OK button to delete the tag or Cancel to quit.

Procedure 4.91. 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 * _g

cooking user guide .

qu Cloud

All tems

Depending on the popularity of tag, the displaying of each tag will be different from others by:
font-size, font-weight, color, font-family, text-decoration. For example, when a tag is added
for over 10 documents, it will be displayed in red color, size:20px, bold. This is also can be
configured in the Administration portlet.

2. Eachtagisalsolike alink used list all documents that it is added. Click a tag name, documents
list will be displayed in the right panel.

4.8. Manage Content with WebDAV

4.8.1. What is WebDAV?

WebDAY 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
WebDAV supports 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 with the following actions:

» Copy/paste content on your device and have those changes reflected in a host-based website.

« Easily, quickly and flexibly manipulate actions on a website without having to access it directly
with web-browsers. Files can be accessed from anywhere and are stored as 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 WebDAYV with eXo Content, you first need to have the Internet or Intranet connected. Next,
you can follow one of the two following ways:

Procedure 4.92. Method One:

With this method, you will need to connect to the WebDAYV server. For example, for Windows XP,
do the following steps:

1. Navigate to the My Network Places on your local computer. You will see all shared files

and folders:
'!_. Helwork Places >
e —— >
et - ) - | BF | JOsewn [ roker: | [H-
55 8] 1y Hemork Fazes v | E=
% Local Betwork F

Hedvanrk Tashs

i:«c\damﬁwmna:: ' Jl-" Crang s wuan b on Hgs _,l-" =X0 an aXoGarvar samer % _-? xn-tmrcaton Ty

‘.;‘ T E_E E_E- {Sarrbs, Unynby] (Cxcservar) E_El

oonrechons

% Setopahome or amal Wl G5 s -prmy o BN Serer i .

©F s P an tiga ,_HJ vt G, U G ﬁ muskc on higa
# optopawinckess = = =

netsore for & home or

s offiox

Py View varkgroup K ::' Phgios oo Dty L : Fudlzon Suy L :-' share cn Hoanghm
comaubers

Show [cors for
netsorkes UPrF The Tmlernel
GeEvicEs

Ly =40 on eiclerver cerer
Other Maces |8 [Barha, Lbunhi] (137, .,
|2} Deskazp
o My Conputer _ Unspecified
(=} My Doauments o
. —" ] 192,188, 1. $0eo on EXnSerer
o Shered S
il R L sarver Samba, Ubariu) (152,

Gy Friniers and Fanes
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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

-

162



How to Use WebDAV With eXo Content

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 acme on localhost appears in the My
Network Places directory.

p | My Netwark Places |__|ﬁ .

Fle Edit WView Favorites Tools Help 'ﬁ"

Qoo - ©Q - [F POseah [ Foves [

Addciress | My Network Pleces ¥ hed G0
Local Hebawork
Nebtwork Tasks
d Add & network place r I eeme on leelhost f '.-- acme on localbast [2)
@. Vigw nebwars cormechians 2{:. %

‘3 Setup a home ar small

5 affioz network -:-rj Chare trai vuan nha an Mga ; .) Musies an duylu
<2 Setup awreless netwark L T

far & hame or small offic= — —t
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 — -

her Places - !E ...!5' hitp: focahos 8080 /portal frest/private for frep
[@' Dizsklop -
i My Camputer WRT54E
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. Take actions on the content in this folder to administrate the site content remotely.

Procedure 4.93. Method Two:

This method can be done through Sites Management:

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 > select Sites Management.

163


http://localhost:8080/portal

Chapter 4. Basic Actions

4.

Form Bauikier

Administrakon
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- Sewhes
B widecs
b GROUP DRIVES
. . fores . P i . ) o
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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:
Eile Bt Mwww  Higtery EBookmarks losls Help

* c £ | | hetp/lecalhestB0E0 scrmdemo)Test-ecmdemnyjorrepositony/collaborstion/sites con

ApplicationDza
I.:il||!':JLl!I(!!i
CBS
documents
Jis
links
medias
web contents

| Dome

In this view, you can access documents in the directories that are linked to the web server.

4.8.4. Actions

You see all default folders of a site when accessing it via WebDAYV. Manipulating content through
WebDAV is the same as working on it in local folders.

This means you can copy/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 an .html file) from your local computer
to a web content folder of a site.
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Procedure 4.94.

1. Access a site via WebDAV (refer to Section 4.8.3, “How to Use WebDAV With eXo Content”),
then go to a web content folder of the site.

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 a new content is added, it can be viewed as a folder in WebDAV or as a 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 4.95.

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.

(¥ | bai-Unbreak-my-heart. himl
9% | lzura-pausiniit-=

1 site artifacts EI I
Word-to-000. bt Ypare
Send To b
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”
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4.9.1. Quick Search

Procedure 4.96.

Enter a search string into the search text box.

Click the ™ icon to perform the search.

Search results will be displayed in the right pane.

With the quick search, you can directly type a search termin the search field. All documents, whose
keywords are matched with the search term, are retrieved and listed in the Search results form.

e Enter search term
e e ! =¥D ]
Publlcation Collaboratan Eymtam Sa ___lllrch
— - . eeEreh rasUIng
i il Faer 2o Al DocunEn [ i, Upinad =i r'n]r £l
Sites Managemean = Tipe Tame Bonea Ardin
m = acne = detaulthinl s a
7] :__. damsk Faln:ises corenieiscmeise b comenlss i atracsoo s o rmil
= D ereaied: 32100 1089 4
- o Sheaned
" = el ol a
~, Faln:isnes corenine e need comenlsse ﬂm\'.'ﬂlll'l‘l.lll?_fh'clllh!":-
i setautrml
T ereatpd 1020 751 2
= d=anin il 441 [&]
Fath: ishes cormaniiteiclaasl oerh commenisshs anfacsimradoceiafu L oml
Do iealpd 208 134 Ffd
The search results are empty if no document contains the search string.
Type Mame Score Action

Mo raget found!

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:

Procedure 4.97.

Click the icon.
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2.

Saved Searches o Ijl;lt|
b All Articles
¥ Created Documents E
¢ CreatedDocumentDayBefore T‘EL'
+  allarticles
- *

All ltems O
r Owned by me

» Favorites  caved Searches
+ Hidden

Ll
Then click the Advanced Search ™ icon to open the Advanced Search form.

=
me— e T — Mveﬂced Search fanm (%

v ALAMTCES —_— - E . .

- Documents ¢ {ci = Eoqich by Mame || » Adunnced Search |r Maow Query | ¢ Saund Queny | » Seach Resiks

* CreaadbociumaniCayEainng = Sewrch on iz lcalion: fiks contentve

b s 5 Content name | E

— s

All iems O, | searn || tancel

b O by me

v Favoriies

b Hidden

The Advanced Search form will open:

[E Advanced Search

« Search by Name | b Advanced Search " b Mew Query l b Saved Query | » Search Results |

Search on this location: Users/root
Content name x

search || cancel |

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:

X |
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Procedure 4.98.

1. Enter the exact name you wish to search in the Content name field.
2. Click Search.

Results will return with the message “No result found” if there is no node with the entered
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.

Extra search constraints are entered in the Advanced Search tab of the Advanced Search form.

|b Search by Name || = Advanced Search | » New Query | ¢ Saved Query | » Search Resuls |

Current location /sites contentive

Aword or phrase in - -
resen | |lg=— Enter Key words
Operator |4 [ 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 4.99.

1. Enter search terms in the A word of phrase in content field.

2. Select the Operator.

« Select AND operator to only return results that meet both the search terms and the entered
constraints (see Step 3).

« Select 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:
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Operator : and = 1

["] Property: <> Contain Exactly : 2

[“|Property : Cnrﬂﬁin : 3
[property : < Not Contain: 4
[ CREATED = From To 5
[ Document Type : & G
[] category : E [
[ Add ] [ Cancel
Table 4.23.
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.

Add a category.
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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
Procedure 4.100. Add a constraint for exact values

1. Check the box that corresponds to the constraint you want.

.
Enter the property you want to locate or click the icon.

Operator: and -

[Tl Property: nntain Exactly : - w/

[T Property : /‘?\Cmtain:
[T Property A:‘>Nu:nt Cantain:
[7] CREATED - From To
[ Document Type : @
[ category : o
| add || cancel |

A list of possible properties appears:
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b=| Select property

Metadata Type

@ deidate
D derereator

| dcicoverage

B dcisubject

dc:publisher
) deridentifier
dc:rights
) dcisource

B dc:description

) deirelation

) dexformat

) detitle

B dc:language

B doresourceType
" de:contributor

do:element Set

[ Add ][ Cancel

Select a property from the list and click Add. The selected property will populate Property

field.

Define

a

icon.

value

the

property
into the

value
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 4.101. 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 4.102. 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 4.103. 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 4.104. 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

Procedure 4.105.

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 |

Mame Type Statement Permissions Actions
All Artides xpath «..de) order by * fplatform/users - A

Bexo:datelreated
descending

Created Documents xpath ok ='exocartide’ or | *:fplatformfusers s B
Ejer: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 j 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:

Procedure 4.106.

Click the icon to see the list of existing queries.
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Saved Searches 4 &
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 :__- A Do |l Upioad
Senved Searches 4 h. '-:PW s [o— er—
* Al A — = Lk ks 2R3 o]
- &l Ferh: /UsersivootFrysteiUiser quide
+ CroasdDocumemDay Befors I Dialn created: 12540 %18 AM
» albmicles
— & (i 283 u
Al Ieesss Hahe S rashioer guoe
v Owned by me /@ Date creaed: LUEL0 %007 AM
b Foraodies "
i Saved Searches = 283 [ e
* Fdden Pt Isers ool Prvsts Do umentbes|
Filter By Type Diate crested: L2IL0 S002 AM
-
Conlents 4 aricie-1 263 ]
¢ Documems Pty Bt GonleaTaoainemiwaeh conbnl Eveniadaiie-1
b mages Diate crested: LWL S0 AM
F Music . _
. Aios n NSEENA 203 | J

Pod Bhes conienbTaeine metweh 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 4.107.

Click the " icon on the right side of the Content Explorer portlet.
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The Preference Setting window will appear:

Preferences

Sort by | Alphabetic | | Ascending ¢ |

Show Sidebar ] Enable Drag & Drop ]

MNodes Per Page | 20/ o |

— Advanced
Show “non document™ nodes ] Show referenced documents O
Show hidden nodes O Enable DMS Structure O
Query Type |SQL—

[ Save ] [ Close ]
Table 4.24.

Setting Details

Sort by

To sort nodes in the nodes list by Alphabetic,
Type, Created Date, or Modified Date

Show sidebar
Enable drag and drop
Nodes per page

To display/hide the sidebar.
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

Query Type
Enable DMS structure.

To display/hide hidden nodes.
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. Newsletters

eXo Content provides a newsletter service aiming at helping users quickly get the updated

newsletters from a website.
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4.11.1. Newsletter Viewer

With Newsletters, you can instantly get newsletters from your email to update the last information
about categories and subscriptions.

Do the following to subscribe to newsletters from eXo Service:

1. Goto Newsletters on the navigation bar. The Newsletters page will appear:

A NS Evens m Coman Lk

NEWSLETTERS

vour emsd |
|| marksting 0 N 80 BT Whiaa W ane, wheds we go 7
Subcompbon Chook to suboonba
The markat [
Whars on e maked oday *
da [
|| Geneml Ganednl inframaion abiutes
Subceription Chock to sabacribs
REsuls n
By RS AR Es ADCUT 04X SRR And kvecass
Eheck-List [
Weakly Newsieme: wih ganeal opics
Eambmcribe

2. Enter your email address in the Your Email field.

3. Select the checkbox corresponding to the subscription that you want to get newsletters.
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||=| Messages x
Error ! \Warning &% Information

'@' You are now subscribed to the selected newletters,

4. Click Subscribe. A message informing that you have just subscribed to the selected
newsletter will appear.

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

wiour Bl | hos e soplatlom com | Fongetts omad |
Matketing icus WA 16 ki wlhesrd e A1, e e (0 7
sl iription Check 1 sudsiiibe
The market [Tl
Wefval's o the marbet indsy 7
dn [
il el il mason ABOi i
sl iiiption ek 1 sudsiiibes
Arsuits l
Mowshly newsiobey about our resuls and inrecasts
Check-List I_

Wikl FEREAITET With ONGVA) DDACS

Change you ssbapbons

6. Click Change your subscriptions to update your changes.
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7. Click Forget this email if you want to unsubscribe from newsletters.

4.11.2. Manage Newsletters

eXo Content facilitates administrators to easily and quickly manage newsletters. Go to Group >
Newsletters on the administration bar to access Newsletters.

Newsinllers

A0 Nawekimes

éﬁ Fwslerar | [ RewSibscimnn | 5 MewCamegory  BER Manags Usars

1| Marksting You wam io ko ehione we are, whes we go ®
Subscripton Mumbsar o Usar dwalting Latwar
Tha markeal ] n
Ceangral Ceneral nioimaion aboil us
Subsenption Fuankmr ol User Armailing Letbes
Resubs a o
Check-us: a o

4.11.2.1. Category Management
This section details category management.

4.11.2.1.1. Add a new category

Procedure 4.108. Add a new category

1. Click New Category on the action bar of the Newsletters page. The Category form will appear.

Category form x
Mame *
Title *
Description
Moderator o ;n-

[ Save ][ Cancel
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Table 4.25. 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

Select a moderator for a category by clicking the “* icon next to the Moderator field to
select a user. The User selector form will appear >

Click the @ corresponding to a user in the list that you want to select.

a.
o] User selector
Graup :
Lser Mame

root
john
mary
demp
james

C.

Root

John

Mary

Dema

James

First Mame

Uszer Mame =

Last Mame Email Achon
Root root@localhost &
Anthory john@ocalhost /]
Kelly mary@locahost @
gin demo Blocalhost &
Anderson jamesBlocakhast &

iy
Click the “® icon to select users in a specific group. The Group selector will appear
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b= Group selector x

&P organization

Select group Select membership
-~ -~
ﬁ%" ¥ member
iﬁ- customers ¥ editor
E| :I.‘I, organization E ¥ manager

m

- E-&fs management ¥ redactor

P " ) . .
i‘} operations validator

. [

- [®-&s communication

I Fooy i

G o - 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 clicking the Administration button, you see a drop-down menu consisting of all actions
on this category.

4.11.2.1.2. Edit a category

1. Select a category that you want to edit > Click Administration > Edit Category in the drop-
down menu to bring up the Category form.

t=| Category form X

Mame  Fashion *
Tite  Mew Trend 3

Description  |1Mew Irendl Fashiocn

Moderator manager:/organization *E &

[ Save H Cancel ]

2. Change the values in the Title and Description fields as required. (Note: You cannot change
the name of the category).
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3. Click Save to save all changes.

4.11.2.1.3. Delete a category

Procedure 4.109. Delete a category

1. Click Delete category in the menu. A confirmation will appear:

é Are you sure you want to delete this category ?

| € cancel | | «/ OK

2. Click OK to delete the category or Cancel to exit without deleting.

4.11.2.1.4. Manage Users

Administrators can manage users accounts and activity with edit, ban, remove ban or delete

actions.

Procedure 4.110.

1. Click Administration > Manage Users in the menu. The Manage Users form will appear:

E3

Manager Lisers
Email Banned
hoa.vui@exoplatform.com false % %
Close

Table 4.26.

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 isn't allowed to get email.
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Field Details

% 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.

4.11.2.2. Subscriptions

An administrator can add more subscriptions to any category. There are two ways to do this:

Procedure 4.111. Method One

1. Click New Subscriptions on the Action bar.

The Subscription form will appear:

Subscription form |X|
Category [Marketing IT\
Name [ ] Select
category
Title [ ]*
Description
Redactor | ol & m
[ Save ][ Cancel ]
Table 4.27.
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.
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Field Details

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.

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 4.112. Method Two

1. Click directly the category to which you want to create a new subscription:

Ao Nawskmer = Markring
% Fcvs Leter I | ".. Fuow BLbscripdon
Warketing VO VRrL T R wiere e ane, vhen e go ¥ AT I
Sabscription Mumber of User Suvniing Letber 1
The market ] a 1

2. Click New Subscriptions on the Action bar.

The Subscription form pops up:

Subscription form x

Category | Fashion 2010

Mame |

Title |

Description

Redactor .

B
g
=l

[ Save ][ Cancel
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Do the same steps as Method One.
Administrators can create newsletters for each subscriptions.

These Newsletters can be opened, edited, deleted or converted to a template for reuse.

l shnes Eashion shees fModerstion
Lebter Dake Skatus O
Discaunt S8t San 12 09:53:50 ICT 2009 deaft |:
Ademitiing Tue Sep U5 10:300E0 10T 2009 auatig 4
Sele ol Tha Sep 20 10624439 10T 2005 Eo1 s [
Table 4.28.
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.
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.

4.11.2.3. Open a Newsletter

Administrators can easily view the content of a newsletter.

Procedure 4.113.

1. Choose a category by left-clicking it or checking the box and then selecting Administration
> Open.

LA L ETEY

aXa Howskimer = Mariring
% oy Lefer I | e Mew Subscripdon
Warkeling Fuu vl ks s e g, v e oo A ETAl
Sakmscriphon Mumber of User Aveniling Letter O
e ekl u a III

2. Select the newsletter that you want to open by left-clicking it, or selecting the checkbox.
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Conlent Explorer m Form Buisser  Adminsiration

ain Nesalaliar > Marketing = To= makel
@ i | cniar |
| 1 Tha markse ahats nn the marker ooy 7 Waciaradon
Lamar Diath Saatus
3.
, Moderakion ] _
Click the button, then select Open in the menu:

Convert As Template

The View Newsletter's Content form pops up:

Wiew Mewsletler's Content (]

4. Click Close to exit.

4.11.2.4. Edit a newsletter

Do the following to edit a newsletter.

Procedure 4.114. Edit a newsletter

1. In a specific subscription, select the newsletter you want to edit by selecting the checkbox.

_ Moderation o
Click the button then select Edit in the menu.
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Convert As Template

The Newsletter entry form pops up:

5= Mewsletter entry form

Template :  Basic Template -
Senddate ! 05/21/201109:30:41
Category : | Gerers
Subseription : heck-Lis
| Update sending parameters |
= Main Content | ¢ Hustration | * Advanced
Tide Basic Template .
NaM®  pase-template .
Language en -
| - = F
Man 5] Sourcs [F] B o T3 2000 @
content R =
B fU# E=E=ZE [ & A~ 2 A E
- - ) £

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 draft, or click Send.
4.11.2.5. Delete a newsletter

Administrator can delete obsolete newsletters.

Procedure 4.115. Delete a newsletter

1. In a specific subscription, select the newsletter that you want to delete by selecting the

checkbox.

m
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[E=F Open
o/ Edit
N

EL] Caonvert As Template

) Mader atian ]
Click the

button then click Delete in the menu.

The confirmation message will be displayed:

The page at http:/flocalhost:8080 says: lﬁ

9 Are you sure you want to delete this newsletter?

| Ok | ’ Cancel

3. Click OK to accept deleting this newsletter, or Cancel to quit without deleting.
4.11.2.6. Convert as Template

The administrator can reuse the template of the frequently used newsletter template.

Procedure 4.116. Convert to template

1. Select the newsletter that you want to create as a template.

2.

, 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 in the
Newsletter entry form.

4.11.2.7. Newsletters

Each subscription consists of many newsletters. eXo Content helps you easily create newsletters
by following these steps.

Procedure 4.117. Creating Newsletters

1. Goto Group > Newsletters on the administration bar. The eXo Newsletter appears.
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ﬁ Mew Letker
Click the

formappears:

5= Mewsletter entry form

button on the action bar.

The Newsletter entry

Template :  Basic Template -
Senddate: 05212011 09:30:41
Categary: |G
Subseription : herh
| Update sending parameters
= Main Content | + Dustration | » Advenced
Tide  Basic Template .
Hame  pasic-template =
Language en -
B _ o _ , 1
Man [l Source E] B o F5 @ 2900 @
content
B I U= === | A~ B E F
— Fonl — Bize — Lér
Details:
Table 4.29.

Field Details

Subscription

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.

The subscription contains this newsletter.

Update sending parameters

This button allows you to update information
about this newsletter.

Click the | ™ .icon to select the template for the newsletter.

4. Click the Send Date field. The calendar will appear to allow you to choose the date and time

when you want to send the newsletter.
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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 of a 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 draft, or click Send to send this newsletter.

10. Select Contact Us on the navigation bar, or go to Site > Acme > Contact Us.

-3 T sm Group 7 Dashbosrd | She Edier Mary Kely Fudlished | &

‘Rl o |

DOCUMENTS

5l Whera wa and

Laoram ipsam dodar sh amet ]
anEsEe e adisseg #il

= canditing and Regquiraments
Lorsw dolur alhipsum amest EDESD00
consecteicr adiiscrg &1

T How bo join 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 4.30.

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.

4.12. Fast Content Creator

Fast Content Creator portlet in eXo Content enables you to quickly create and save a new
document with only one template in a specific location without accessing Content Explorer. This
helps you save a lot of time when creating a 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 enables you to add an action to your document. Thus, when
configuring it by opening the Edit Mode tab (see the details at Section 4.12.1, “Configuration” ),
there is the Actions part that enables you to add an action to the document and view actions
added to the document.

w» Edit Mode [h Portlet Setting " » Select Icon " ¥ Decoration Themes " ¥ Access Permission

Redirect [7] Actions

Redirect path http:ffwww.google.com.vn

— Actions

MName Description Instance of Action 0

[ Add e Acld an action

Save

To add an action to a document, click Add or the
(4]

icon to open the Add action form. Do the same steps in Section 4.7.4.10.1, “Add an action”.
4.12.1. Configuration

In eXo Content, the Fast Content Creator is applied in the Contact Us portlet with the Basic
Content Creator mode by default. Thus, in this case, you can configure the Fast Content Creator
by editing the Contact Us portlet.

To configure the Fast Content Creator, do the following:

Procedure 4.118. Configuration of Fast Content Creator

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 over the Contact Us portlet and the tool-bar appears.
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Click the
icon to edit the portlet.
-I.E Comkact s fbﬂ = Bage Tl X
Applcatiors  Contalners ES
Adminstration N
Corlants
Casnbomed
Formns
Gargain
Calculskor
15 dimpe and uschul
Lonolanor et v
{a[TH sl of Ul Dakic
QNS Cperaliors.
o .
Aok W Page propertics
|| Switch Wiew mode 4
The form with the Edit Mode tab appears:
~ Edit Mode | » Porlet Satting | » Select lcon | + Decomtion Themes || » Access Pemmission
Save location T
Location 0 SAVe | qiiaq contentivelacme/documents % b
Tempiale options
Select template | Conpacy Us =
=

Custom save buttan Send J

Custom save Message Your comment Nas been eceved, We
appreciate your feedback.

Redirect [

Redirect path | i mdemofpubliclacme/contacty sufmnﬁmmtinrl

Closa |

Table 4.31.

[«]

Field Details

template.

Location to save Select the location to save documents or
messages.
Select template Select a document template. There are

different input fields corresponding to each
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4.

5.

6.

Field Details

Custom save button

Change the label for the save button.

Custom save message

have just saved a document.

Show a custom message that informs you

Redirect

Redirect path

path field.

Show a path to which you will

message.

Allow you to redirect the path in the Redirect

directed after clicking OK in the confirmation

be

Select the location to save

a. Click

LG,

the

icon to select a specific location to save documents. The Select Location form appears:

B Select location
&
Workspace | collaboration
iha
B[ Users
t,_, Groups
i [ Digital Assets
?"'n Documents
&~ ‘f,- Trash
"1l Records Space

-}

& sites content

L

[

I

[

L

b. Select the parent  node

@

Root path ﬁ

Lizers

Groups

Digital Assets
Doouments
Records Space

sites content

on the left  panel and click

=

AL

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.

Select a template which is used to create a new document.

Change the label for Custom save button, and the content for Custom save message.
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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 Fast Content Creator. There will be an inform
message, click the OK button to confirm.

9. Click Close to quit the form to edit the configuration of Fast Content Creator.

4.12.2. Create a new document

To create a new document by the Fast Content Creator, do the following:

Procedure 4.119. Create a new document

1. Goto Site -~ Acme - Contact Us
2. Fill values in 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 at "location to save".

4.12.3. View a new document

After creating a new document, you can view it by do the following:

Procedure 4.120. View a new document

1. Goto Content Explorer.

2. Selectthe drive and the path that you established in the configuration of Fast Content Creator.
You will see this document.

4.13. Form Builder

The Form Builder portlet enables users to create and to edit template of document types.
Documents are stored in the so-called node; therefore, the term “node” and node types are often
applied.

Procedure 4.121.

1. Goto Group > Form Builder on the administration bar. The Form Builder will appear:

200



Form Builder

e

Hame

Dresanaiglicn

S Source . B 7 U s (T3 = = =

L) 5 | Momal |0 Ao -

The holest evenis|

bany p

|_Sewe || Reset

Enter the node name into the Name field. (* Required)

Enter a brief description about the node.

| Event ||~1— Ihe name al the node

'_:l'

Click the Form Builder tab that allows you to set properties for a node. Available components

are displayed on the left pane.

zenersl Form buider

It Text Inzur ficks
Labe

Textreafell Texnares walue

Text Area

Erditor

[}

Seber | Biocs

Upead Bkt [ | o
Upinsd S

L=

|_zave || meset

+% O

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:

Bk a5 | <—— Enter the field label
R Rules: [ Required
Height
Default Value
Guideines for
User
Table 4.32.
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 look like the below illustration:
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Titke % 2
Place 4% 2
Summary  Texlareq value) 4% 2
Upload e . vy om

8. Click Save to accept creating a new node, or Reset to edit this node again before saving.

A message will inform that you created a node successfully.
4.14. Category Navigation
Category Navigation Portlet and Parameterized Content List Viewer portlet get rid of long URLs
when you view a content and enable users to see published documents or web contents in specific
categories in one page. Thanks to the symbolic link, no matter where the object physically resides,

the database can retrieve it. In addition, the relations amongst shortcuts can be managed. Now,
you can view documents or web content in the Parameterized Content List Viewer easily.

Procedure 4.122. Access to Category Navigation Portlet

1. Go to News on the navigation bar:

Overview m Events Newdefters ContactUs

Calegories Top News B
b+ 1
World T ACHMENews 1
#» Africa Lorem iprum dolor 5t amet, consectetur adipisicing lit, sed do eusmod tempor nciddunt Ut labore &t dolofe magna aliqus.
i Americas
i Asia Padfic
# Eufape ACME News 4
i+ Middle East B Locem ipsum dolor 5it amet, consectetur adipisicing elit, sed do eiusmad tempor incididunt ut labore et dolore magna aliqua.
Business
Techaology =) scenenss
Sports './ Lorem ipsum dolor sit amet, consectetur adipisicing elit, sed do siusmod tempor incididunt ut labore et dolore magna aliqua.,
E
Tags
ACME News 2

Lorem ipsum dolor 5it amet, consectetur adipisicing elit, sed do eusmod tempor nciddunt ut labore et dolore magna aliqua.

The left panel lists all the categories containing documents or web contents.

The right panel displays the documents selected in the left pane.
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2. Selecta category that you want to view on the left, it will be shown on the right (only documents
or web content published are shown).

Overvew m Events MNewsletters ContactUs

Categories World

The current ¥
Category © ACME News 1
* Africa 1 Lorem ipsum dolor sit amet, consectetur adipisicing elit, sed do eismed tempor incididunt ut labore et dolore magna aliqua.
# MMEnicas
Asin Padfic
+ Europe
Midde East
Business
Technalogy
Sparts

LW

Tags

The Edit Mode of the Category Navigation Portlet. Administrators can edit the Category
Navigation portlet with the following procedure:

Procedure 4.123.

1. Goto News > Site Editor > Edit Page on the administration bar:
The page for you to edit the Category Navigation portlet will appear:

i@ Categories@_@ i

FLaTegones * MNews

Click

Tags

Click the ﬁﬁ' icon to open a form with the Edit Mode to edit the portlet.
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|+ cdtmoce | » portietseting | » Selectlcon | + Decoration Themes | » Access Permission |

Folder path pome . Clicktoselectthe @ -
by e Lt

) Descendant @ Ascendant

Display settings
Header Categores Automatic Detection || P
Templste  CategoryTrea gtmpl =
Pagnater  U|PagnatorEmpty gmpl

Items per page 5 -
Show Title [¥] Show Image | | Show Summary | |
Show Header Show Date | | Shaw Link [/
Shaw Refresh | | Shem More Link | | ShewRSSLink | | ]

Click the @ icon to select the folder path, that restores contents you want do display.

Edit some fields in the Display settings part as you want. See more details in Content List
Preferences.

Click the Advanced link to set up some properties for the portlet. See more details in
Section 4.6, “Dynamic Navigation”.

Click Save to accept saving the configuration for the Category Navigation portlet.

Click Close to quit the form.

Click on the Page Editor to finish editing 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.

*Ei&shh'lmﬂ'rﬂ'lt

Chose in General drive. All of your created sites and their resources
will be listed in the left panel.
bt s, Form Busider
) daxo - | a|
Pubibcabon ‘Collaboration Eystem
g AddFoke | [ 2 i Docoment |, Upkood | @
e —— = Document thle Crested dabe Hugthar Last User ‘Btatus
e LU ___gi:..] i ApolcationDes Ilalll.'l'.l.tlml:'hl
Bl & coicgoies 1210410 E:00 P
3 B cus 10 E00 P
E) socumens L2100 G0 P
B Er s 12110710 6:00 P
Q. o ks 1IN0 E:00 P
L megas L2 B PM
M web coniens L2110 600 P

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 data
in a site and increase that site's content accessibility.

207



Chapter 5. Advanced Actions

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.

[=]= "~ documents
‘#] | Conditions and Requirements
t, 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
L audio
images

- ® 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 in case you want to reuse them in another site.
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Administration page

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

- [&] 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.

e Click Group > Administration on the administration bar:

E = She Crnap ; Dashboard | pg Site Edhor Root Root | Published) 7

Content Manager's pages

Wise e 1ol I I )

Contemt Explorsr

Hewslatiers

Foem Euilder DOCUMENTS i |

Al minisiestinm
— T Wheere we are
4 o fidoninistrabors's pages Lewsan ijesamn ok sl el aEqRIz0S

4 e bl pelgEs g el
Administration  « Welcome i o

. - 15 Eomditinns and Reguimments
o Caceutive Bawd's poges ) - Lorsm dolor SE iprum smet }

tonsacieuer adpscng =
Organization

T How to join us

Conseciriaer adipscing el a7miznge
e fpsum dolor sk amet

Unur's pages

&R | Ler Wiy Link b fura ; .

The Administration page will appear:
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Administrtion
Manage the man ECM functions . .
[ Manaps Calegonss
3yl Caegones & Tags I ame Weorkspace Homee path PrImissons Action

L Conmen Fresemation k System dms-sysem dexpecm ..BITy; _ SYSISM remove ; '3

fewn S unoiny Treus

v Conipnl Types 3 lsinrage [System
1Tk Adwanced Conhguraton v R ITHE erdadation dains conlent T ncme RITY, Sy SIS IETHAE _,-"' 'ﬁ1|
icaisgones facme:
classke colzboration ishes conlent e Joinssk By, SYSem remoue: # j
iIcalegones Gl
rems colaborabon fsres conlent e iscme ey sysism remove F ':|
Jemniia
= colaboration it conlent e fea s remareeany reard Fa "_'.'|

Menipgories foxn

[ Ak Tassumermy Tiew

This page enables you to access:

» Categories and Tags to mange Categories and Tags.

Content Presentation to manage Template, Metadata, Views, Drive.

Content Types to manage Namespace Registry, Manage Node Type.

« Advanced Configuration to mange Queries, Scripts and to create an Action Type.
5.2.1. Categories and Tags

5.2.1.1. Manage Tags

Manage Tags enables you to manage tag styles. The tag style will change depending on the
number of documents in a tag.

Go to Administration > Categories and Tags > Manage Tags.
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Manage the main ECM functicns .
_\ Manage Tags

i Caegones & Tags - - .
= |ag managsr |r 153 pEImisSon manager

[0 ® (i)
L Lotk Sipks nams Choument range Shyie of lag Fction

I % Menage Tap narmal 0.2 ot size: 1m; fork-weght F
[T
foml-famiy: vesrany;

W Coment Froseniniion .
— bl decoratenmone;
¥ = R ' Inizresting 25 foni-skee: 13 fort-weight i
7 Advnnter Confgurntan . boid; color Fhablboe:
Franl-Feunily: werdans
L et e i o
4 alirasive 5.7 fonl size: 150, ook weght P |

el oo bl foi-famiy:
Airial; paxct. decoration:none;

hat 7.10 fonk-aize: 18p; tonk-weight rd
bod; Cokor: SHS000; font-family:
Fuial; el decoralEn o,

'
=13

hattest m. fonl-stze: 200e; font-weight: Z
bakd; wobor: red; 7
P edit and delete

texi-decorationone; tag

| fod sty click Lo add Lag style

5.2.1.1.1. Add atag style

Furthermore, you can add a new tag style as follows:

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

Style name =
Document range *
Himl style ~

[ |pdate H Cancel

Details:
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Style name
Give the tag name. You cannot edit it.

Document Range
Give the number of document assigned to a tag. (*Required).

HTML style
Include font-size, font-weight, color, font-family, text-decoration. (*Required).

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

Tag manager tab enables you to edit the existing tags.

Do the following:

Procedure 5.2. Editing existing tabs

1. Clickthe penicon corresponding to the tag name which you want to edit in the Action column
to edit the tag style configuration. 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, except Style name.

3. Click Update to save new changes.
5.2.1.1.3. Delete a tag style

To delete one tag style, simply click the corresponding Delete icon and select OK in the
confirmation to accept your deletion.
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i ™
The page at http://lecalhost:B080 says: g
.

0' Do you want to delete this style ?
y

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

*:/platform/administrators

Add a permission

Memberships:

Action

e

Save

Procedure 5.3. Set Permission To Tag Management

1.

iy,
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:

Select membership

4F customers

Select group

.

'3-1-83 customers
-Iﬁ organization
-Iﬁ platform

: =
#-&s partners

Select membership

member
author
editor
manager
redactor

validator

* e
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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 ‘TE]'

Add a permission

Memberships: | manager:/customers + &

| Save
M

3. Click Save to accept adding a permission for the membership to the Memberships column.

* Tag manager | » Tag permission manager

Memberships Action
*:/platform/administrators ﬁ
Manager:/customers |

Add a permission

Memberships: | manager:/customers *

Dﬁ‘ Save |

i

You can also delete memberships that have permissions by clicking the Delete icon relevant
to that membership, and then click OK in the confirmation message.

~ The page at http://localhost:B080 says: [0 x

@ Are you sure want to delete?

N

&3 Cancel | «/ OK |

5.2.1.2. Manage Categories

A category may be understood as a classification practice and science. It is used to sort
documents, aiming at facilitating searches. The category management includes adding, editing
and deleting a category tree.

Go to Administration > Categories and Tags > Manage Categories.
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Content Explorer Mewelstisn Foam Buslder W

Manage the sain CCM fURETons.
i Maonoge Cateqories
| {F. Calegories & Togs Ell B Winikapane | Hama: piath Parmissions Aclion |
P —— . | Sysiem dms-sysiem Jesieem rty:__spslem remoe i |
§ | Mg AR S
% Manage Toga hstorage MSysiem
| T Coment Prespnalion N Jalegores fapme
| = C Types || e colaboraton Jshies conlent e kiassic . erty__system remove |
— Jealngories fekssic
|E“‘““‘m i a— colahotafion Jsiten conlant M aeme . 4ty RyalRm remave P |
Jeyems
N colabaration Jshas conlent e jedg .300S FEMOVEANy resd |
Jealpgorns Mo ]
dick to add L'ﬂLEng}" edil and delels
A Toreary T | categories

5.2.1.3. Add a Taxonomy Tree

Perform the steps in Add a Taxonomy Tree to add a taxonomy tree.

Procedure 5.4. Add a Taxonomy Tree

1. Clickthe Add Taxonomy Tree button to add a new taxonomy. The Add taxonomy tree form

will appear.

@ Add taxonomy tree

E3)

| taxonomy name, choose workspace and taxonomy home
o pac P Enter Taxonomy Tree Name

"E'“EIGM

It

Workspace | dms-system

|}~ Select Workspace

Home path |

(@)

= =)

Select Home path

2. Enter the taxonomy tree name in the Name field. (*Required).

" L i
MUVE LU TIEAL SLEY
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3. Select the workspace you want to work with.

4. Select the home path by clicking the plus item. The Select Home Path form will appear:

Select home path

=l exo:ecm

Workspace | dms-zystem

Root path '@'

" exotaxonomyTrees

" exotaxonomies

| exo:folksonomies

L exo:drives

MName

exo:taxonomyTrees

[

exo:taxonomies

]

exo:folksonomies

]

exo:drives

]

templates

]

B3

S

Action

m

5. 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.

6. Click the tick icon corresponding to the path that you want to select as a home path.

Click Reset if you want to reset values that have just been selected or Next to select
permissions for a taxonomy tree.

[ ek Focamomss tree User/Group with rights x4
Select permission for taxonomy tree node on Taxﬁnﬁm}" tree Remﬂ"fe a
/ Permission
User or Group Read Add Node Set Property Remove Action /
* frue false fakse false ﬁ
E <
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
e Taxonomy tree
| Previous || save || Reset || Mext |
Close 1
v
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13y

Click the “* icon to select a user or the “® jcon to select memberships or the ﬂﬂ' icon
to select everyone in order to set permissions. The user or membership that you have just
selected will be displayed in the User or Group field.

Then, check at least one of these below options 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.

El Add taxonomy tree x
Add an action to the taxonomy tree

Id

Name *

Lifecycle node added "
node_removed
property_added
property_removed

property_changed *
Is deep sl
NodeTypes =+ -~
Home path | jrs_cystem:/exo:ecm/Study «+Q
Target workspace | system | - |
Target path * "--i.
Affected NodeTYPES | 1.5)a i &l
exo:article |
exo:podcast |

Enter the name for an action of the taxonomy tree in the Name field. (*Required).

10. Select values for Life-cycle, NodeTypes, Target workspace, Target path, Affected Node

Types. (*Required).
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11. Click Save to save all values and, click Next to go to the next step.

5.2.1.4. Edit a Taxonomy Tree

Perform the following steps to edit a taxonomy tree.

Procedure 5.5. Edit a Taxonomy Tree

1.
Click the edit icon f icon that corresponds to the taxonomy tree you want to edit.
Edit taxonomy tree @
Edit the taxonomy tree by adding, copying, cutting and selecting permissions.
=l
m Mame #Action
;l sm
E"Q System {-B ﬂ

* )
Click the icon

tree will appear:

icon in the Action field to add more taxonomy trees. The Edit taxonomy
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Eitlammym @

Parent fexo:ecmfexo:taxonomyTrees storage/System

Taxonomy name *

|_save || cancel |

3. Enter a taxonomy name in the Taxonomy name field. (*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.

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. Thus, each node needs to
have a form to enter data for their properties (called the dialog template), and display the existing
values (called the view template). The template management allows users to view, delete and
modify the predefined templates or to add a new template.
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Mariege the main ECM functions .
|| Manage Templates
fi, ‘Categories & Tngs Tempizee Hame Acion
T 1
W Coneni Presensien ewiocndddriadmintrson & i
= encatck J.'” E
I J| Manags Templse
-, B0 AR Sining - E
CFr Manoge Mebadaia
Ebusies sFTocess Model A
L& Manag= Whwen
Lo P,
BN T TS | # 1
i Manags Drves et edit and delete template 4 iR
BN GO _ L __/‘ E
1. Conler: Types 3 ExcCreaieR SSFaadACtion P |
LS
e &
T4 Advanced Comsgurasion , .! i A
| Eot e bl s0ning __.r‘ E
Cied ] J"‘ E
Intai pagas: 3 TIHBERHAE
edit template  s——| a0 |

Procedure 5.6. Add a New Template

1. Click Administration - Content Presentation - Manage Templates.

2. Click the Add button in the Manage Templates form to open the Template form.
3. Inthe Name drop-down box, select the template type you require.

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 the group from the left panel and the membership from the right panel. Or you can set
permission for everyone by clicking the icon next to Any Permission.

b=| Select Permission X

4 organization

Any Permission (<

Select group Select membership
ﬁ?‘“ 5 b member
iﬁn Customers b author
Eiﬂi Organization b editor
E iﬁn Management ¥ manager

-

iﬁn Cperations — redactor .

_— b wvalidator
iﬁn Communication

g b ox g
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8. Select the Dialog tab and enter the value in the Dialog content field.

i Template Form X

|F Template | = Dialog | F View | * CS55

Dialog content |=% *
/f Generate template for podetype automatically |:|
%=
=div class="UIForn FormLayout"=

n.beginl) %=

=div class="Horizontallayout" =

<table class="UIFarmGrid"=

=tr=

Stringl] figldPropsriy:

<%= ctx.appPes|"app_application.dizlog.label  name" )%=«

ftd=
<td
class="Fi
=% v
Save Refresh Cancel |

9. Select the View tab and enter the value in the Dialog content field.
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= Template Form

10.

11.

* Template | * Dialog || = Wiew | » css |

View content =% ®
f¢ Generate template for nodetype automatically

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 'l Cancel ]

Select the CSS tab and enter the value in the Dialog content field.

Click the Save button to create the template.

Procedure 5.7. Edit a Template

Click Administration — Content Presentation - Manage Templates
Click the Pencil icon in the Action column corresponding to the template you want to edit.
In the Template tab, you can edit the Label of the Template.

To add a dialog, do the following:

a. Input content for this dialog in the ' Content ' field.
b. Input name for this dialog. (*Required).
c. Select permissions for a group that can use this dialog. (*Required).

To edit an existing dialog, do the following:

a. Click the pencil icon in the dialog row you want to edit.

b. Edit the dialog properties.
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9.

c. Click Save to accept all changes in the Dialog tab.

To delete an existing dialog, do the following:

a. Click the trash can 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. Input name for this view. (*Required).
c. Select permissions for a group that can use this view. (*Required).

To edit an existing view, do the following:

a. Click the pencil 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.

To delete an existing dialog, do the following:

a. Click the trash can icon in the dialog row you want to edit.

b. Click OK to continue with deletion.
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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. The 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. Click Administration - Content Presentation - Manage Metadata
2. Click the magnifying glass icon corresponding to the metadata you want to view.

The Metadata Information Form opens.
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Metadata information

E —

[x]

Metadata Name Is mixin types Orderable children

@ dc:elementSet " true X false

M

Element Mame Type inFripﬁun
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.

2.

3.

Click the Pencil icon in the metadata row you want to edit.

The Edit Metadata's Template form opens.

Change the required properties of the metadata.

Click Apply to save all metadata changes.

Procedure 5.11. Delete Metadata

1.

Click the trash can icon corresponding to the metadata you want to delete.
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A confirmation message appears.
2. Click OK to delete the template, or Cancel to preserve the template.
5.2.2.3. Manage Views

The function Manage Vi ew 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, click Administration — Content Presentation - Manage
View. The Manage View form displays.

= Views | » ECMTemplates | » BC Templates |
MName Permissions Action Tab Base Version Action
tavonomy-ist = iplatform users [Info] [ Actions ] Q 7/ m
admin-view = iplatform [Admin] [Info] [ Q J i
Jadministrators Actions ] [ Collaboration
]
taxonomy -cons = Iplatform/jusers [ Actions ] T‘| 4 ﬁ'
AMOMYMOUS-View - [ Actions ] g / ﬁ‘
con-view = Iplatform/users [Actions] [ T‘| , @
Caollaboration ]
slide-show = fplatform/users [ Actions ] [ __"J rd @
Collaboration ]
simple:-view = fplatform/users [ Actions ] [ a /7 m
Collaboration |
system-view =: fplatform [Info] Q / m
[edminisirators
timelne-view *: iplatform [Actions ] [ a / 1
Jadministrators Callaboration ]
cover-flow = jplatform users [ Actons ] [ T‘| y 4 ﬁ'
Caollaboration ]

Add View |

Views Tab. The procedures that describe how to Add, Edit, Delete, and 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. In the Name field, specify the name of the view you are creating. 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.

-
a organization
Any Permission @
~ selectgroup
o
t b member
l}:‘s Customers b author
Em Organization b editor
. -8 Management ¥ manager
E‘Ja Operations " redactor
b validator
E‘"i Communication y
I ~ bo*

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. Click the Pencil icon in the view row you want to edit.

2. Edit the view properties.

3. 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

1. Click the trash can 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 Magnifying Glass icon in the Action column of the view you want to preview.

The View form opens.

-~ [x]r-
i

Mame [mxummy—list ]*

Permission [t,;platrurmhﬁers ]*

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. Input the content of the template in the Content field.
4. Input 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

1. Click the Pencil icon next to the template you want to edit.

230




Content Presentation Manager

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

1. Click the Trash 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

Mame Value Base Version Action

Documentview fexo:ecm fviews/templates _},’” ﬁ
Jeontent-browser fdetal-
document/Documentyiew

PathList Jexozecm fuiews templates Fa ‘ﬁ
Jeontent-browser /path/Pathlist

Querylist fewozecm fviews/templates Fal |
Jeontent-browser/query
[QuerylList

Scriptlist Jexozecm fviews/templates Fal |
Joontent-browser fscript
[ScriptList

Treelist fexosemm fviews/templates Fa |
Jfrontent-browser fpathyTreelist

—
Procedure 5.19. Adding a New Template

1. Click Add to open the Add BC Template form.

Add BC Template

Content

Pl | 1.

2. Input the content for the template in the Content text box. (*Required).
3. Input the name for the template in the Name field. (*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 pencil icon on a template that you want to edit.

Edit BC Template [x

Content =% -

import
org.exoplatform.ecm.webui.component . browsecontent . UITo

import

boolean hasMo
subDocumentlist . 1

2. Change the current template's properties.

3. Click Save to accept all changes.
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Procedure 5.21. Delete a Template

1. Click the trash can 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 Administration — Content Presentation — Manage Drives.

[ﬁ) Manage Drives
Icon  Mame Warkspace HomePat  Permissions View | Adion

Trash colabaoration fTrash = fplatform icon-view, Pl |

‘!Hd .- - hﬂh E H- Ip =3 “E“l

cover-flow

Validation colaboration {Documents = fplatformfusers  smple-view, |
Requests Validation admin-view
Documents Center Requests

Totalpages: ¢ ¥ (¢ 1 2 3 4 > »

5.2.2.4.1. Add anew 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

Mame [ *
Workspace |system Y
Home path =
Workspace icon =)
Permissions ]* %

Show referenced documents
Show “non document™ nodes
Show sidebar

Show hidden nodes

Allowance to create folder  ayn:jsFolder

Unstructured folder
exo:webFolder
exo:linkFolder
exo:cssFolder
Folder

Allowance nodetype on left ] '£|

tree

| save || Refresh || cancel |

Input a name for the new drive in the Name field. (*Required).

Select a workspace for the drive. There are 4 available workspaces: system, collaboration,
backup, and dms-system.

||s'_.rstem , i |]

system

backup
dms-system
portal-system
portal-work

wcm-system
[

1)
[ =)

Select the home path for the drive by clicking the 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.
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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 y 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'Grmps.l'n.lstnmers ] [
Workspace icon [ ] @ |
Permissions [*:fcustnmers ] * N

Show referenced ||
documents |

Show "non document”
nodes

Show sidebar

Show hidden nodes |

Allowance to create |exo:jsFolder A
folder |Unstructured folder

exo:webFolder

awn-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:
Procedure 5.23. Delete a drive

Click the ] 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 enables you to create node types without
fearing any conflict with existing node types. The registry helps you manage the namespaces
used in the system.

Go to Administration > Content Types > Namespace Registry to open the Namespace
Registry form.

I ; Namespace Registry

Prefix MNamespace Lir
app hitp: ffwww.gatein.orgficr fapplicationregistry/1.0/
de http:ffpurl.org/de/elements 1. 1/
ENg hittp: {fwww.exoplatform. com for fexo/1.0
fn hittp:f fwww.we3.0rg 2005 xpath-functions
fr_gid hittp: ffwww.we 3.0rgf 200410 fxpath-functions
Ewd hittp: | fww exoplatform. com o Ewd/L. 1
jer hittp: f fwww.jep.orgyfier/1.0
kfx hittp:f fwww.exoplatform. com o k1. 1/
lgn hittp: f fwww.gatein.orgficr fautologin/ 1.0/

Totalpages: 3 % < 1 2 3 #

Register

Procedure 5.24. 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 the value for the Namespace Prefix field. (* Required).

3. Enter the value for the URI field. This field must be unique. (*Required).
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Important

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 5.25. Add Node Type

1. Open the 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.

Important

The name must not contain special characters like !, @,#,%$,%,&,%,(,).

4. Select a value for the "Is mixin type" field.

< True: this node is mixin type.
» False: this node is not mixin type.

5. Select a value for the "Orderable child nodes" field:

» True: child nodes are ordered.
 False: child nodes are not ordered.
6. Enter a value for the Primary item name field.
7. 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 5.26. 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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b=| Export Node Types x

Mode name Adction | |

nt:resource
exo:themeFolder
miop:customization
exo:owneable
exo:thumbnails
exo:folksonomyFolder
nt:versionHistory
mop:page
exo:addMetadataAction

miop:portalsites

exo:organizationGroups

b= Export Node Types x

Mode name Action | |

nt:resource
exo:themeFolder
mop:customization
exo:owneable
exo:thumbnails
exo:folksonomyFolder
nt:versionHistory
mop:page
exo:addMetadataAction

mop:portalsites

exo:organizationGroups

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.
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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 1 node type to be exported. If you do not want to
export the node, click Cancel to quit this pop-up.

Procedure 5.27. Import Node Types

1. Open the Import Node Type from XML file form by clicking the Import button on the Manage
Node Type Form.

Import NodeType from XML file [ [x]

File name | Browse... |

Upload H Cancel ]

2. Click the Browse button to upload a file.

Import NodeType from XML file |z|

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.
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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
The function enables you to manage queries. It allows adding, editing and deleting queries.

Go to Administration > Advanced Configuration > Manage Queries.

'@ Manage Queries
| Name Type | Statement | Pemissons Actions
All Artides xpath [lelement(= exa:artide) = /platformjusers Fal |
order by
Eexo:dateCreated
descending

Created Documents wpath ([ @icprimaryType = =:jplatformjusers s @
‘exorarticle’ or
EjoriprimaryType =
'nt:file’) and
@exoiowner="5{Userld}s

arder by

@exo:dateCreated

descending
CreatedDocumentDayBefo | xpath flelement{® exaiartide) = /platformjusers Fal |
[Bexo:dateCreated <

xs:dateTime(§{Date} €]

order by

@exo:dateCreated

descending

Procedure 5.28. Add a new query

1. Openthe Add Query form by clicking the Add Query button in the Manage Queries form.
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b=| Add guery x

Query name | * -
Query type | xpath o
Statement |/jcr: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, /j cr: r oot/
Docunent 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.

For example: you have the query Test with statement//el enent (*, nt:file).Inthe File
Explorer, you have a nt: fi | e document named Fi | e1. When you execute the query Test,
only document Fi | el will be shown. After that, create a nt: fil e 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.
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Select permissions for a group that can use this query by clicking the icon.

t=| Select membership x

d# customers

Select group Select membership
ﬁ:' _ b member
E‘iﬂ; customers b author
iﬁn organization b editor
iﬂn platform b manager
iﬁ' partners b redactor
b walidator
Fox L
7. Click Save to finish adding a new query.
Procedure 5.29. Edit a query
1. @
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 accept all changes.

Procedure 5.30. 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 this action.

5.2.4.2. Manage Scripts

The function enables users to manage all script codes in the eXo Content and Browser Content
system.

Go to Administration > Advanced Configuration > Manage Scripts.
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-

Manage Scripts

ECM Scripts '|"> BC Scripts |

Select category:  action -

Name Path
AddMetadataScript.groovy .. .ctionfAddMetadataSaipt.gr
AddTaxonomyactionSaript.gre ... AddTaxonomyfctionScript.
AutoVersioningScript.groovy | ...onfAutoVersioningScript. ore
EnableVersioningSaript.groovy | ... /EnableVersioningScript.gro

GetMailSaript. groavy ...Erfaction
[GetMailScript.groovy

ProcessRecordsScript.groovy | ...on/ProcessRecordsScript.ar

PublishingR equestScript.groon | .. .PublishingRequestScript.gre

RSSScript.groovy «.«plorer faction
[RSSScript.groovy
SendMailScrpt. groovy ...Ffaction

fsendMailScript.groovy

TransformBinaryChildrenToTe: | ...aryChidrenToTextScript.on

(o]

Details:

Ease Yersion

Total pages: 2

» eXo Content Scripts: scripts are used in eXo Content

« BC Scripts: scripts are used in Content Browser.

Procedure 5.31. Add a new scriptin ECM

1.

2.

The ECM Scripts tab:

Select ECM Scripts tab in the Manage Script.

Click the Add button to open the Add/Edit script form:

Actions

2

“ NN
B & s eE =6

b

[

“

=

Pt
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=] 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 script name for the Script name field.

* The script name must be unique.
« The name must not contain special characters such as !, @,#,$,%,&,%,(,).

5. Click Save to accept adding the new script.

Procedure 5.32. 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 is free software; you can redistribute 1t

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.

¥

* This program is distributed in the hope that 1t will be

useful,
* but WITHOUT AMNY WARRANTY; without even the implied
warranty of

* MERCHANTABILITY or FITHNESS 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, sc:-chttp:f,fwv.grh.nrg

ficenses/=,
xf

import java.util . Map:
import lgvax.lcr.Session;
is Enable Version

Script Name | addMetadataScript.groovy *

l Save ][ Refresh ][ Cancel]

2. Edit the properties in this form.

3. Click Save to save all changes.

Procedure 5.33. Delete an ECM script

To delete an ECM script, do the following:

message will appear.
2. Click OK to accept deleting this action, or Cancel to discard this action.

The BC Scripts tab:

In the ECM Scripts tab, click icon on the script that you want to delete. A confirmation
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| Manage Scripts
» ECMSeripte || » BC Seripts

Name Fath Base Version

GEDOCLIMEn 1S, Qrooyy -afil=
browser fGetDocuments, groovy

Add

Procedure 5.34. Add a BC script

To add a BC script, do the following:

1. Inthe Manage Scripts, select the BC Scripts tab.

2. Click Add to open the Add/Edit script form:
=| Add/Edit script

Script contents

Script Mame *

[ Save H Refresh H Cancel

3. Input script content for the Script content field.
4. Input a script name into the Name field.

5. Click Save to finish adding the new script.

Procedure 5.35. Edit a BC script

To edit a BC script, do the following::

:.}
In the BC Script tab, click the # icon on a script that you want to edit.

The Add/Edit script form will appear:

Actions

/S m
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| Add/Edt script X
Script contents E _ = repositvoryService ; alf
1
public void execute{Object context) {
Datalransfer data = (Datalransfer) context ;
Sessicon session = null ;
cryy

String repository = data.getRepositozy():
Scring workspace = data.ge
segsion =

fepositoryService .getfepository(repository) .loginiwoskspace

;
fusryMunager guarpanagar =
session.getWorkspace () .gecQueryManageri() ;
f/element {*, exorarticle)”, Query XPATH);
fuerylesult queryResult = quezy.execute();
Hodelterator iter = gueryfesult.getlodesi) ;
List nedelist = new Azxzaylist()
while[icer hasMext(}) {

Hode nede = iger.mextNodel)

St. add {noede) ;

} —

data.zstlontentlist (nodelist)
33100 ].r:gnun )z -
is Enable Version [
SariptMame  GetDocuments groovy *

| Sawve J Refresh l Cancel

2. Edit the properties that you want.

3. Click Save to accept all changes.

Procedure 5.36. Delete a BC script

To delete a BC script, do the following:

In the BC Scripts tab, click the icon on the script you want to delete. A confirmation
message appears.

2. Click OK to accept deleting 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 help administrators unlock nodes: unlock nodes in the right-click the menu in
Content Explorer or unlock nodes in the Administration page.

Procedure 5.37. Unlock Nodes

1. Go to Administration on the navigation bar.
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2. Select Advanced Configuration > Manage Unlocks on the Manage the main ECM
functions pane on the left. The locked nodes will be listed on the right panel.

Mannge e main BCM funetans A

= Manage UnLocis

= R

.:;‘_ Coegorics & Tags v ’ o .

: = Locked Mods | » Manage Lock
Corban Piasenlalon )

Hode Palh User Lock Ao
= Lonten lypes

i Advanced Configuration -
2 Menage Queries
Manage Scripis

de' Creale an Action Type

3. Inthe Locked Node tab on the right panel, administrators can unlock nodes by clicking the

[ml]
' 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.

4. Select the group on the Select group panel and the corresponding membership on the
Select membershippanel. The selected group will be listed in the Group and Users column.

T
However, administrators can also click the icon if they want to allow any users to unlock
nodes.

L Manage UnLocks

b Lodked Mode || - Manage Lod

Groups Or Users Action
= jplatform administrators ‘_lj'
R
Any Permission ==
Select group Select membership

i

- &f§s Customers
#-ffs Organization
- ;B.. Platform

- Partners
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In case, administrators want 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 strat or and r oot .

5.2.4.4. Create Action Types

This function allows managing of all action nodes in the eXo Content.
Procedure 5.38. Create an Action Type

1. Gotothe Sites Administration on the navigation bar.

2. Select Advanced Configuration > Create an Action Type.

2% Create an Action Type

Mame Extends Action Type

exo:action [nt:bass]

exo:addMetadataiction [exo:action] [exo:scriptAction] [nt:base]
exo:autoversioning [exo:action] [exo:scriptActon] [ntibass]
exorreateRSSFeedAction [exo:action] [exo:scriptaction] [nt:base]
exo:enableVersioning [exo:action] [exo:scriptaction] [nt:bass]
exo: folksonomyActon [exo:action] [exo:scriptAction] [nt:base]
exo:getMalAction [exo:action] [exo:scriptAction] [nt:bass]
exoprocessiecordAction [exo:action] [exo:scriptaction] [nt:base]
exo:sendMal Action [exo:action] [exo:scriptaction] [ntibase]
exo: taxonomyAction [exo:action] [exo:scriptAction] [nt:base]

Totalpages: 2 & (<] 1|27
Case)
3. Click the Add button to open the Action Type Form form:
Action Type Form x

Extends Action | exo:scriptAction bt
Type

Mame (starts with | *
"exo:")

is Action Move

Execute | acm-explorer/action/RSSScript. groovy

Variables | a+

[ Save H Cancel ]
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8.

9.

Select the action type.
Input a name for the action.
Check/uncheck the "is Action Move" option: the action will have exo:move property or not.

Select an execute for the Execute field.

| ecm-explore rfactianfRESScript.grnnuj ||

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

The Variables field: allows creating multi-values for action. If you want to add more values

. . -+ . .
for action, click the icon. Click the [ jcon to delete a value.

Click Save to accept adding a new action type.
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Next Steps

This user guide has provided a thorough explanation of features and terminologies within eXo
Content. Now that you know how to create, manage and publish web content and administer
a website based on 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.

* 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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