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Documentum D2 Guide

What is Documentum? or D2?

Documentum is an electronic document management system that stores, manages and automatically
publishes documents. As the new countywide content management solution, it replaces the Stellent Content
Management System previously used. Documentum D2 is a web-based user interface that provides users the
ability to interact with content in one or more folders based on your specific security rights. This guide will
highlight common D2 usage and features.

The light bulb v represents a special attention to detail to assist you in using this D2 user manual.

What's New, What's Different from Stellent CMS

1. Unlike Stellent, D2 presents a Windows Explorer-like interface that allows you to view folders and
document lists in a familiar format.

2. Documentum has the capability to import multiple files at one time.

3. In Documentum, documents are published automatically on a programmed interval cycle.

4. Your user ID and password will allow you to access your departments’ folder and specific folders
that are assigned to you. For example, departments cannot see each other’s documents and
within one department, individuals may not be able to view all folders — only the folders they have
permission to access and actively use.

5. In Documentum, the documents have a new name format that is system generated:

a. Document ID_ Original Filename.extension
i.e.:(7 — digits) 1933180 _2014Samplefile.docx
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D2 Login / Logout

How to Login

URL: Login the D2 URL Login window:
testing environment: http://sdstest.lacounty.gov/D2
production environment: http://sds.lacounty.gov/D2/

The D2 Login window appears.
Step 1: Select iddsds under the Repository drop-down arrow selection.
Step 2: Enter the Employee Login (Your e+ employee number) and Password.

Step 3: Enter the password.

. Note: Users sign into D2 with the same ID and Password used on
y Mylacounty.gov. Remember both the Login and Password are case-sensitive!

Authentication

Repository: = iddsds ) S 1 }
Login: = 00000, A

Fassword: * = essssssss %

Domain:

Step 4:  Click “ to Login.

How to Log out

Step 1:  Within the D2 window, navigate to the Logout button on the top right corner.

£ IDDSDS DEV REPOSITORY

& User (user) ¥_ ©

User settings

Logout
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D2 Workspace Overview

Description of the Top Navigation D2 Workspace banner

D2 4+ NEW ¥ 1 IMPORT ¥ [) CONTENT ¥ Y CURRENTVERSION ¥

New
Content... - This Feature is disabled.
Cabinet... - This Feature is disabled.

Content...

- Advanced Search - Options to refine search by location, object type,
doine

properties, date, and size
Advanced Search

Import
File... - Import a document from a local PC or network file system.

Content
View... - open document in it’s native application.

Edit Edit... - Check out and open a document in it’s native application.
Export... Export... - Copy a document to a location outside of D2.
Frint Print... - Open a document for printing.

Check in... - Check in a revised version of an existing document in D2.

A version that is checked out will not be published.
Delete...  Del The EFFECTIVE version will continue to be published
L——— until the modified version is checked in.

Properties... Cancel Checkout... - Unlocks document. All changes will be lost.

Properties... - view document attribute values.

Checkout... - Locks the document to prevent other authors’ revisions.
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Current Version/All Versions

The dropdown allows the user to toggle between showing the
current versions only or showing all versions in the Content List.
Widget Note: Only the version that has EFFECTIVE or

CURRENT EFFECTIVE is the published version of a document.

Right-side Menu Items

= IDDSDS & user(user) ¥ O

User settings

Logout

1. Pin or Unpin the Navigation bar
Click this icon to hide the Navigation bar. Hover or glide over the hidden

area to view the navigation bar and while it is displayed, click on the icon
again to re-pin it.

2. Search
Create and configure an advanced search. (Details in a later section)

3. D2 Help
Click the help icon to access D2 help information.

= IDDSDS & user(user) ¥ ©
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4. User settings

Options to change General, Navigation, and Events properties. Allows the
user to configure paths to temporary files, options to customize date
formats, menu position and default language settings

General Tab
FIELD ‘ DESCRIPTION

Temporary path Select the directory in which to save viewed files.
Viewed files are not checked out.
The system deletes files the next time you log in to the
system.

Checkout path Select the directory in which to save checked out files.

Date format Select the date format used for content properties.

Date and time format Select the date and time format used for widget columns.

Default language Select the default language for the D2 Client user
interface. This overrides the web browser language
setting. Your system may be configured to hide this field.

Restore session Restore Session is checked by default, to restore previous
workspace and widget settings.

User Interface Tab:

FIELD DESCRIPTION

Content by page Select the number of items you want to show in each page of
alist.

Table row height Select the height of a row in a list.

Menu position Select to position the menu at the left or top of the position.
Log out and log in to see the change.

Menu width When Menu position is set to Left, this option appears.
Type your desired menu width in pixels with a minimum of
160.
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D2 Workspace Introduction

The D2 main screen displays a primary Workspace gallery.

D2 aew ¥ Liomarven 7 [ vomwienn v W LUHMEN D VERSRIN T S mames A user{user) v 0

S WOk T +
N

M 1

J—r— i iddsds (15D IDDTestiDS5 (IDDTestD55)) = || LA County
HE RN Nome Title
o] B0 O s

!
F

¥ B I T [ TransExcep

it 1SD IDDTestIDASS (IDDTestIDADS) (1.0)

] s et —

) e Ko 1? IDDTesuDQM{IDDTesuEQQﬂ (Lo P

T T — b -, A P

s W st ST, (O WA

Pl W P K
Him

Peigeiriins o LA Commnty

hrn fFye—
Tie S Lk ey o
AL
i B v

@ Content List:

v" Displays subfolders and files in the folder.

v' Enables full browsing and content-seeking capabilities.

v' Displays results from advanced search, text search, and predefined search widgets.

v Contains “bread crumb” info allowing the user to traverse or jump up to a location higher in the

current path.

Properties tab:

v" Displays properties of selected object (e.g. document, folder, and cabinet).

Locations tab:

v" Displays directory locations in which selected object is found.

@ Versions tab:

v' Displays list of versions of the selected document.

Renditions tab:

v' Displays list of PDF renditions of the selected document.
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D2 Workspaces / Widgets descriptions (continued)

Z IDDsDS A user(user) ¥ O

Text Search ¥

L My last search
-+ My searches
ol Public searches

v Enables viewing, editing, and running a basic text search with options to save the search.

v Options for Advanced Search 4d and id Highlight off/on.

Favorites:

v" Displays list of documents and/ or folders marked as favorites.

PDF Viewer:

v Generates a PDF view of selected document version within the PDF Viewer panel. This requires
either that the document was originally a PDF or that a PDF rendition has been created in
Documentum for the document. Of non-PDF documents, PDF renditions are created only for MS
Office documents. If a PDF is not found, a message is displayed in the PDF viewer panel indicating
that a PDF rendition was not found for the selected document or version.

Attribute Search:

v’ Enables searching options on specific set of attributes such as by: document ID, file name,
audience type, document, published or expiration date, and date start and end range.

Repository Browser:

v Simplest and preferred method to expand the folder tree. List of documents for the selected
folder will be displayed in the Content list panel.
v' Displays folders of repository and folder location of selected document.
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Assigning Working Folders

Step 1 —.Click the “User settings” to open ‘Options” screen to enter the folders where your downloaded
documents will be stored .

= IDDSDS A user(user) ¥ ©

User settings

Logout b Q

_ Documentum requires a local working folder to store documents during the import
v process. A local folder is also required to store documents that are being modified by
the user.

Options

General User Interface Events

Temporary path:

Checkout path:

Update Browser Plugin: | Mone hdl

Current Browser Plugin: Mone

Date format:* April 14, 2021 hdl

Date and time format:™* | Apr 14, 2021, 10:40:05 AM hdl

Date input format:* 04/14/2021 Il
w

Default language:

Default Workspaces:

ok I cancet

Step 2 — In the General tab,
Select to browse to the Temporary path location to export documents.
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Select to browse to the Checkout path location where checked out documents are stored.

/_ ~ The Temporary Path is the default location for exported documents—but this can be \

~ changed during the export process.
v The Checkout Path is the location where checked-out documents are stored.

The Temporary and Checkout Paths can be the same folder. Both paths should be in
\ folders that are being backed up. j

Step 2 — Choose desired folder.

The first time the Select Folder button is clicked the user is allowed to
browse to a folder, the second time it is clicked it actually selects the folder
and the workflow continues.

Step 3 - Click the Select folder button to continue.

|£ | Choose folder | PY

Look in : :| Documentum V: ¥ e M-

T | images
s
Recent Items

Desktop

- Choose the folder
}"' where your checked

My Docum... out content will

be downloaded for

.“' this repository.
L) :
Computer 3
":l..
QE ol =TT S -\ U sers\ e4 85314\ Desktop\Documentur Select folder
Network  Files of type : | all Files x|

The Options window/ General tab shows the selected path for both * required fields.

Step 4 — Click the BTSN button to Save the local folder selections.

Importing New Content
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Import NEW Document

This section explains how to import an existing document into D2 from an external source such as the
personal folders.

Users’ folder access are based on their security and accounts.
¥ The user must be in their Content List folder (shown below) to import new documents.

Step 1 — In the Content List, double-click on the =I LACounty cabinet icon and navigate to the folder
where to import the new document.

SDS Workspace ¥ + l

=l iddsds (15D IDDTestID55 (IDDTestDES))

Name « Title
@ Puehng /@ )
= LA County SDS LA County Cabinet {

Step 2 — Double-click to open all applicable folders. Continue to open folders until the desired folder is
opened.

Use the Repository Browser as an alternative to quickly expand and locate the desired

Repository Browser W

N9 +nwy Lmporry Dcontenty @uelpv ¥ ALLVE
SDS Workspace ¥ | +]
Content List W
= iddsds (ISD IDDTestiD12 (IDDTestiD12)) » (=] LA Gounty > (3 Animal Care » ([ Board Correspondence
Name . Title Version Label Mo )
4] 1000194_Test_Tdd14_av.docx (1.0) Test ID14 AV 1.0 2 &

) 1000195_Testdocl.docx (1.0) Test D14 Import AV 1.0, CURRENT, EFFECTIVE 26, * lgdsds (5D IDDTestD12 (DU
4 ] 1000199 _Testdoc2.docx (1.0) Test Doc 2 IDD12 1.0, CURRENT 26, *ELACouny

5] 1000201_Test_No_4_IDD12-AV.dock (1.0) Test no 4 idd12av 1.0, CURRENT, EFFECTIVE 26 < 03 Animal Care

5] 1000203 _TestdocS.docx (1.0) Test No 5 1DD12 AV 1.0, CURRENT, EFFECTIVE 26,

I (7 DACC Web
I [Z3Home
I (7 TransExcep

4 @ Publishing 2

) 1000241_Test_New_Content_IDDTestID12_4-27-16_a__ Test New Content IDDTestID12av 1.0 27
(171000241 Test New Content IDDTestID12 4-27-16 a  Test New Content IDDTestID12av 1.1, CURRENT, EFFECTIVE 27,
<

Step 3 — Click the Import > File... from the drop-down menu.
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[) conTENT ¥

SDS Workspace 4 ¥

The Import File dialog box will appear.

' Click the Import > File... in the drop-down menu. If you do not see the “File”
v then you probably do not have write permission to the folder.

Step 4 — Click the === button to select the local folder where the original file is stored.

Import File

Salwoind fis format = -

Step 5 — Choose the file(s) to import. The user has the option to select one or multiple documents
to import all at one time.

v Hold the Ctrl button to highlight multiple documents.

Step 6 — Click the Select files button to continue to import files.

L Chosse il x|
Loakin ¢ I _ Documenturn L‘ _" = M-

L images @Chnnse Falder|
. Mewimages ﬂ:‘j Copy of Activel
|| .«checkout 8% Copy of IDD LA
L e IT] Copy of IDD U2
L ~MRDO00Z tmp ﬂ_%': Docurnenturn [
ﬁ 194781 2013PlasticBags_Final f;" Documenturn C
ﬁ 1000039_Agenda3-31-16totestPDFReditioninD2(EG)4-4-16 ﬁ Docurnenturn [
|&| 1000039 fgenda3-31-16tatestPDFReditionin 2(EG)474—16,AdobePDFf§j Documenturm [
‘% 1000487 _DocurnenturnD2Traininglatest ﬂ_%': Documenturn ©
f;" Documenturn C
@%‘- Docurnenturn [
idetferd-4 E_;;] Documenturn ©

ﬂ_%'_' Docurnenturn [

i

File name : Im.dn(x" "1000961 _1000635_4NewDPSS_draftguide. docx” Select files
Files of type ! I,qu Files .L‘ Cancel I

The files selected will appear in import list (as shown below).
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Step 7 — Select the checkbox Apply same properties to remaining files

are the same for each file selected.

if properties (Title, Author, etc.)

Imiport File
Select files File selection: 1000487_DocumentumD2 Traininglatest.docs 1000635_4NewDPSS_draftguidentvdocs
e 1000561 _000635_draRguide.doos

LA tiey b remaining files
) propers E
Ldit properties (1-3/3)

Tiitle

Step 8 —Click the button to continue.

=

Import File Edit Properties Window

“Some users may see a different screen format than is shown here — more or fewer fields may be available.
The fields you see are specific to your security access and the document type associated with the folder.

Enter information for all * required fields.

Step 9 a — Title: (*required) - Enter a Title.

Step 9 b — Authors (*required) - Click the © icon to add an Author(s) names. We suggest to enter
author’s first and last name or employee numbers to keep the usage consistent.

Import File

File selection Best Practices on Accessibility Guidelines {2).docx; Best Practices on Accessibility G...
Title: ‘ 41-

Subject: ‘ ‘

Authors: #
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Step 9c — Audience Type: (*required) - Click the ™ button, to select the options All or the Intranet settings.

The Audience Type field is populated by a default value based on the normal publishing location(s)
for the folder. In some folders, users can change this value.

Enter the information in the following for all (optional) fields.

Step 9d — Document Date: (optional) The document date is set by default to current date. Click the | icon
to select desired document date.

Step 9e — Publish Date: (optional) The Publish date is set by default to current date. Click the | icon to
select desired Publish Date and Publish Hour. If the Publish Date is not changed, it will be
published during the next publishing cycle (within 15 minutes). If you want the document to be
published in the future, enter a future date and/or future hour.

Step 9f — Expiration Date and Hour: (optional) Click the | icon to select desired Expire Date and Expire
Hour. By default, the document will never expire. To stop a document from publishing, enter the
current (or past) date/hour in the Expiration fields.

If an Expiration hour is selected, an Expiration Date MUST also be selected for the system to expire
L -~ the document.

Audience Type: * Internet

Document Date: 20 Aug 2015

Publish Date: 21 Aug 2015

Publish Hour: Select Hour

Expiration Date: 22 Aug 2015 x
Expiration Hour: Select Hour

Reguast Email; W

Step 99 — (optional) Select the “Request Email” checkbox.

“Request Email” checkbox triggers a notification email to be sent back to you when
V the document has successfully published. The notification will include the native and
rendition published URLs as well as Documentum internal URLs.

I Request Email: @’(Sg) o I

Page 15|44




Documentum D2 Guide

Step 10 —Click the button to continue.

Next > Cancel

The imported files are added to the Content List. The Properties tab shows the attributes of
the documents imported.

Lis, SLmEET. T

- LT ‘el e orderi S T Terdard - b b e T gy 200 ShILAE BOED
d_'lﬁml_ﬂum.hn. Lok By svw e B TLMEENT IR A TILIBILRTY —— m
T ] T o ol s L DU, DT 3 e EHE IR - &' [ So—E EX N poc—)
P b s e L DU, RCTIAL 20 e S A = * LA Oy
) Al ol i g FER-T W R PR E i "u'::h W-ﬂl'?_
NN _ e R ) eS| | g rereme i S TR 1 S e 3 i i ::‘:'_m THE
) e el e ot rmntet O Fai e . i Sl B 11T T i i _
BT RO L Setgatersd S T 7 et B, L el A I EoE
BT T i T B B— —
€ ¥ g b=

Fropmrtie of FOHALT_HIGOW 1RSI (Nral il S
am TNCT | KON WIENN, WPy
T g L re—

ot 1 i T
st S .
Pl Hinst T
e Zarm ATV
e -

T

B

g bl e i R )W

“Congratulations, you have successfully imported a document into D2.”
The imported files, for example, are shown below in the Content List with the Current Effective version label.
The “EFFECTIVE” label means that the file version is published and ready for viewing.

mo &= wew v & IMPORT ¥ ) conexT ¥
S05 Workspace 4 ¥ +
[ Content List ¥_|
wictads (150 ID0TesdDNT MDOTes8D1TY > B LA Courty > L Ama Comm > r I Board Correipondancs
Masrmer Tidle Viersion Labesl Madified « Modified By
=) 1000E_Attribube Test.dood (1.0 Lok forr oorrect attributes: 1.0, CURRENT, EFFECTIVE 23 Apr 2015 18233133 EVC_8OT L,
t 1000430 _1000445_Astribs fuTastpaf (1.0 don's Tud e now 1.0 CURFENT, EFFECTIVE 23 Apr 2005 18233136 L
=) 1000451 _ TestWithChat.doo: [ 1.0 wor! 1.0, CURRENT, EFFECTIVE 23 Apr 2015 18233138 TVC_sam
dJ 1000453 _besbvaithchatZ des (1.0 wdighold; 1.0, CURRENT, EFFECTIVE 13 Apr 2045 16:33:36 i
] 1000437_SubmittingCElRequestrviaCherwelldos | Word version here 11, CURRENT, EFFECTIVE 12 May 2015 1311148 ve_eom
'-_.' 1000506 _1 OpeniRtcopenSlportaidid.pd (1.0 Publishing test 1.0, CURRENT, EFFECTIVE 15 Mar 2046 10:54:23 e
)
=
a W
L4 >
Y

Since this is the IMPORT process, the version label will initially have the NEW _ version
label. Once it is processed it will be given either “CURRENT,” which is the latest version
of the file, and “EFFECTIVE,” which shows that the file has been published.
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Edit Existing Document

For documents in D2, the user can check out the document and retain exclusive use for editing purposes.

While the document is checked out, no one else can edit, check-out, or check-in the document.

Alock icon will appear to the left of the file name in the Content List widget.

v Users must be in their content folder to checkout documents.

Step 1 — In the Content List window, double-click on the = LA County cabinet icon and navigate to the

departments’ content folder.

mn
|

+HI-'||'|‘T -‘-'IIMF'IZH-!I v DIZIZINI[-HI v

505 Workspace 4 ¥ +

ilduda (150 IDDTewtl DTaatipE])
Name = Tithe
System ﬂﬁﬂhﬂ Admin Cabiret
= LA County 505 LA County Cabinet

Step 2 — Double-click to open all necessary folders. Continue to open folders until the document is located.

R, =+ nEw ¥ aa IMPORT ¥ [ conTenT *

S0E Workspace 4 W =

Content List W

iddzds (IS0 IDDTestil 7 (IDDTestiD 7)) = 5 LA County = _JArts Comm

e Title

| Horre Arts Commission
1) Commission Publications Arts Commission
 Board Comespondence Arts Commission

Wersion Labal
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Step 3 —In the Content List window, highlight the file to edit.

Step 4 — Click the Content > Checkout... in the drop-down menu.

&= W Y s BEORT Y T CUHRENT VERSION ¥

8 100451_Testiththet docs L0, GRADHT, EFECTIVE 20
00z s i cwen, e 2
2] 1000437 _SubmittngrERnguest ' L1, CUERENT, EFFECTIVE 1 4 2 iossds PED D0 Tesmdn T 0COTess0n T
= 1000506_tCpantRtocpenaQl portiad S L0, CLRRENT, EFFECTIVE 1 o [ LA Cousty
] LOMDEED_D004S7_DocumentumD2T Procerte doc L0, CURRENT, EFFECTIVE B | AR DAN 1892 TEST2
B 1010571 _H000635 ANewDPSS_t 4 EOTealD!7_sampledoc L0, CLRRENT, EFFECTVE B ARA_DAN_ICI533_TEST

. | Arts Lamm

Selecting Checkout does not open the document in the native application—it only

locks it and places a copy in the checkout folder.

- When editing a document, D2 locks B the document until the user either
v checks the document back into the D2 repository or “cancels checkout.”

If cancel check-out is performed, all changes since the last check-in will be lost.

Do not leave documents checked out any longer than necessary.

Content List W -
Th | k | = iddsds (15D IDDTestiDG95 (IDDTestD05)) > (=] LA County f
ere are two lock colors: Name . e .

& B 1000581_DOCUMENTUM-TESTING.doc (1.4) Documentum §

Green: means you locked it. ™ _ _
, & ] 1000582_DocumentumTestingforWebDesignsect  Documentum 2

) 1000614_Dan_993_LACOUNTY_Cabinet_root do  Dan 993 LACC!

Red: Someone else locked (-3 Alt Public Defender Alternate Pu
it (" Animal Care Deparh'ner;r
X _ervq T P

Admin users can “cancel checkout” regardless of who checked it out.
Authors can only “cancel checkout” for documents they checked out.
Authors cannot cancel checkout that has been checked out by someone else.
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Step 5 — Click the Content > Edit... in the drop-down menu. D2 downloader dialog opens and the document
opens in native format (i.e. MS Word,) for editing.

SO WOTaE 4 W * Lt
=TT o S

ik, (T A b OE BT 7 e [ LAk ity . | T papewraiera e

] BOCCHE_TaspwEhet doex (1 110, CUPSSENT, EFRECTEVE
] oCHEE_Peteithched docs 5.0, QURRENT , EFRECTEVE
] SO0CHET Sttt B P s Cherenll dos o 5.1 OURRENT, EFFECTIVE

Fi
2
H
e L e e F b PTEENS R QURRENT, EFRESTRVE [y |
L]
]

) 0a0E0n_1000457 Do DI TREvOE ot i L0, CURRENT, EFRECTRNVE

) ol _LOOOESS. e D0GE Sy DOTEIDLT taveldo: LA CUSRENT, EFRECTIVE = Cas D2 DD\\"H'OHder

!
=
B Doranloading 1000635 d4NewDPSS_drafiguide. doos
Froperies of S19IT_ 1000 1_ 10006 _iNewiN7R5_dn afiguide doc y W
r— VRO VO | OGO Bl e e e —_— .

o L — —— Transferring ...
= | 9

Dt Dt T ]

o= = MSWord document downloaded and opened I\J

Frpw roa A

—

= BN L

Step 6 —When finished editing the document, the file and select the m button to close the native
application window. (MS Word is shown in this example)

e Documentur DZ2_7_5_1ahlatest - Wiard

Y hAE IMSERT DESIGH PAGE LAYOUT REFEREMCES RASILIMGS REWIEWS WIE

Eﬂ Corrections = :EECDmpress.F'ictures — E— 2 F— g
Fler'r;cﬁ.-'e Color - E’Q Change Picture e m— il il
Background .&r‘tistic Effects = “LiReset Picture -
Adjust Ficture Styles
L U BT o 1 (I RS SR SR -

Step 7 —Highlight the locked document in the Content List Widget. Right-click and select Check in...
from the drop-down menu.
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l A Y -+ Ew T o BARCOHT ¥ T CLARENT VERSIOH W

05 Workespace 4 W + Ede

[ conontiit v_| ,z / Z
Prinit
s (50 DOTegtDA 7 (DOTestDt 7)) » [ LA County [T 8

"] 100041_Testwmnirt docs S — L0, CURRENT, EFFECTIVE 20
181] LO00MEE_testwithchet2. doce (1 1.0, CURRENT, EFFECTIVE 2
1) 20004375 bmA BB wstsuChar sl dot ! ) L1, QRADHT, EFECTME 2 + # idssds 050 IDOTesE01 7 0DOTessD T
- LOO0S0E_ 10 SRICOEInSLEn s 33 bl (11 pasmssor 1.0, CURRENT, EFFECTIVE 1 o+ [ LA Coursy
g;m:[:-xzmm_mmnnﬁw Proportes e 10, QURRENT, BFFECTIVE @ 3 AkA DM ID99F TESTE
] 10001000635 _shewDESS_chaftquacenine.d | IDOTEID1T_tarpledo: 10, CURRENT, EFFECTIVE @  AAR_DAH_IE2_TEST
- ] = a [ Ang Come
© 4 comaCemmpeesess |
| CEETHE 500 PUBE B0
| Frovectie ¥__| Hora
=i . favitem
Propotin of 1000027 _1000961_1000£15_{HewDPSS_drafguide doce
it 0BG 1000 OO0 SNew RS draliguics doc
e D il F_sarmpbindes
Exacument Cuate Bl DR
Wik [mle [ET

Step 8 — The Checkin dialog box gives the option to change the document version. Select the version.

Checkin

General Options

Properties
Name:  1010822_1000981_1000535_aNewDPSS _draftguide.docx
wersion: 1.0, CURRENT, EFFECTIVE

Check in version az: * (1 1 4 | . . . . . .
®20 e Selecting (1.1) - will assign an increased decimal version
number.

Selecting (2.0) - will assign a whole number version.
Number will increase to this new version.
(This is the preferred option!)

BT BT

If a new version of the same document is being checked in, skip Step 9.
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Step 9 — (optional) Select the Options tab to select a different file to upload as this new version.

Step 9a — Select the ™ to navigate to the local file that will replace the previous D2 version.

Checkin

- ml Search Docurnenturm

General Ciptions

Set as current version; |+
Retain lock in repository: ||
Checkin from file: * s

Format:

=l

MNarne «

1000487 _DocumentumD2Traininglatest
FE 1000557 _TestdocumentDz
1000635_4MewDPSS_draftguidenew

ﬁ 1000646_1000574_CABProjecthanageme...

1000961_1000635_4MewDPSS_draftquide

1010842_1000961_1000635_4NewDPSS_dr..,

Choose Folder Dialogboxeutoutofpgl?

Copy of IDD UAT Test Results -ISSUESLIST
Docurnenturn D2 EileenSomez

Copy of ActiveStellentUsers 08JAN2016--..,
Copy of DD UAT Test Results - 20150803..,

Date modified

0/2/2015 8:27 Add
10412015 1:35 PM
8/31/2015 3:47 PM
8/11/2015 9:34 Ap
872572015 11:45 Ahd
77872016 1227 PM

6/2/2016 &:47 AR
32372016 10:24 Ahd
871372015 446 PM
8/13/2015 457 PM
/142016 451 PM

Type

Microsoft Ward ...
Adobe Acrobat D...
Microsoft Word D,
Adobe Acrobat D...
Microsoft Ward ...
Microsoft Word D,

Microsoft Waord D,
Microsoft EBecel W..,
Microsoft Excel W..
Microsoft Excel W...
Microsoft Waord ...

=
Size

3,790 KB
135 KB
4747 KB
1,562 KB
4748 KB
4,748 KB
®

243 KB
3,003 KB
1,536 KB
1,536 KB
7,626 KB

630 _4Mewdraftguide

| [anFiles

Open

Step 9b — Select the M button complete checking in file.

Step 10 — Once the selected the file name and format appear, click the button to Save

version changes.

Checkin

General Optians

Set as current version; |

Retain lock in repositary: |

Checkin from file: * 1010822 _1000961 _1 000835 _4Mewdraftguide docx =9

Format: * MZ Word Document 2007 £ 2010

w

Cancel
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Step 11 — The revised file is appears in the Content List with the 2.0 Current Version label.

The “CURRENT,” label shows the latest of the file, and “EFFECTIVE”, which shows that the file
has been published. The “EFFECTIVE” label is generated during the publishing process and
depending on publish/expire dates.

r\ oF + MW T J-‘l. BB Y D CONTINT 7 T CUNTEHT VRSN ¥
S Work speace < W =

wsicipady (FR0 DDA T (DO TetDA T o B LA County » 0 dit Commen . |0 Bl ol o rss i &

Maa Titfe Vigrsion Labe el
] 10004%51,_Titwithine o (1 wirkd 1.0, CURRENT, EFFECTIVE. 2,
) 1000452 _test et docx (1 scichikd; 1.0, OURRENT, EFFECTIVE 2
) 1000437 _SubmitengCBiRequestyvisCherseldos . Word varson here 1.1, CURRENT, EFFECTIVE 1 & F isdis aa 00 Teal T A0DTesai T
= 10000 _LOpenERhooperGOLno e 33 pdf Publehing test 1.0, CURRENT, EFFECTD [ LA Couny
) 1000500 _ 100047 _DocumentumDZ Trannglatest  IDOTestIDET_sampledoc 1.0, CURRENT, EFFECT AR DA 10 TESTS
) 1000521 _U00063S_4NewDPSS,_draftquidansw.d . IDOTestIDET_sampledos 1.0, CURRENT, 3 ARA_DWk D TEST

# A Comm
m

Step 12 — File showing the “CURRENT, EFFECTIVE”, label is now published.

1010821 _1000535_4MewDPSS_draftguidenew.d... IDDTestID17_sampledoc 1.0, CURREMT, EFFECTIVE
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Editing Document Properties

Step 1 — In the Content List window, highlight the file to edit.

=T

LEI_] 107249_LACinvite_high.doc (1.0), 1 Final LAC+USC Evite 25 Mar 2015 15:59:27 svc_ecm 1.0, CL

< >
14 4 |Pagel2 Jofa] b bl Displaying 51 - 100 of 17

Step 2 — In the lower panel, in the Properties widget click the “#Edit pytton.

I Properties ¥
B2 Eai
Properties of 1000640_6DPSSediting.docXx
MName: 1000640_8DPSSediting.docx
Title: Deetestagain
Subject:
Authors: dtle

Step (3a-d) — Enter data for all required fields.*

Properties W

X
i save [ cancel Edit 33.) Name:
Properties of 1000640_6DPS Sediting.docx Option to change or keep previous

Name:* 1000640_6DPSSediting.doc 4-. filename.
Title: * @

Destestagain . | h t
Subject (no spaces or special characters)

Authors: * dtlc '4}"4-@(9 3b) T|t|e*

2

= Option to change or
Keywords: : keep previous title.

# *

& 3c) Authors:

e
Miscellansous: Click the “* icon to add
Comments: an Author(s) names.
Audience Type: * Intermet L{-‘ 3@ 3d) Audience TyDE:*

Click the ™ button, to change
the default if desired.
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Step 4 - (optional) By default, the document date is set to current date. Click the | icon to select
desired document date.

Step 5 — (optional) By default, the Publish date is set to current date. Click the | icon to select desired
Publish Date and Publish Hour.

Step 6 — (optional) Click the K| icon to select desired Expire Date and Expire Hour.

Properties W
save [ cancel Edit

Miscellaneous:

Comments:

Audience Type: # Internet el

Document Date: 20 Aug 2015 "@ E
Publish Date: 21 Aug 2015 E
Publish Hour: Select Hour @ 7
Expiration Date: 22 Aug 2015 @ x E
Expiration Hour: Select Ho RS

Request Email: -
Publish Attributes:

Document ID: 1000635

Organizational Name: BOS

Oraanizational Folder: 1st District

| By default, D2 documents will publish. If the document needs to be published at a
v later date, enter a future date and hour in the Publish date and hour fields.

Requeast Email: W

Step 7 — (optional) Select the “Request Email” checkbox.

) “Request Email” checkbox triggers a notification email to be sent back to you when
v the document has successfully published. The notification will include the native and
rendition published URLs as well as Documentum internal URLSs.

I Requast Email: ;! ( z) __I
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Step 8 — (* required) Select the “Publish Attributes” <" Alroutes ¥ For CURRENT or CURRENT,
EFFECTIVE documents, if only attributes (like publish/expire dates, keywords, comments, etc., not
the content of the document itself) are changed. By checking the box, the system will update
these fields on the published document by republishing the document. If there is a new version of
a document with attribute changes, the document with updated attributes will be published
automatically. There is no need to select the ‘Publish attributes’ box.

I Publish Attributes: @\m I

S

“Published Attributes” checkbox must be checked to update the document properties only.

¥ Remember, to modify documents that are EFFECTIVE only, it is necessary to check-
out/check-in the document as a new version to make any change.

Step 9 — Click (Ei save button to save changes to the document properties. Properties window will close.
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Expire a Document

Users can expire published documents to remove them from website access.

\: ,/ Users must be in their content folder to expire documents.

Step 1 — In the Content List window, double-click on the = LACounty capbinet icon and navigate to the

departments’ content folder.

l | + HEW ¥ a HCHHT W D LCONTENT 7 T CURRENT VERSION ¥

SDS Workspace 4 ¥ +
Content List W
iddsda 150 IDDTeut) DT estilas])
Namie = Title
[ System Systemn Admin Cabinet
[ LA Com 505 LA County Cabinet

Step 2 — Double-click to open all necessary folders. Continue to open folders until the document is located.

m" o W Y i IMPORT ¥ O covment Y T CURRENTVERSION ¥

505 Workspace 4 ¥

il (190 IDD Tt D06 DD TeslDPE)) > LA Courty = DS

[ - i

Hame = Tk Hiodiffied bochified By
1 Hosre Boted of Superdon My HOL5 14c45058 S_eem
Cromirission Publication Boaed of Supervisors ¥ May Bl 5 14cboiE SWE_BEim

Board Miseting Boaed of Superinors T My 3015 1404553

Step 3 — In the Content List window, highlight the file to edit.

G)

18] 107249_LACinvite_high.doc (1.0) Final LAC+USC Evite 25 Mar 2015 15:59:27 sve_ecm 1.0, CL

—

<
4 |Pagel2 Jofa] b »i Displaying 51 - 100 of 17"

Page 26|44




Documentum D2 Guide

Step 4 — Click the Content > Properties... in the drop-down menu choice.

T CURRENT VERSION ¥

s Werkspaoe 4 ¥ + i

s (T ICETY ol PN el v [ LB Gt 0 (PPN i T re—

Rt Femicid c M st
B} 115004 Mewnirfon_Porbraary_ 300 _Fraitoh doc B T M 35 I - _pem e
] LIS Nerwnirtton_Forbraary_009_Firasl o P i 35 N = _gem o™
] 11wl A I kit et £ e s T o e
] 1 bl e D U0l i w = ESE ST i 0,6
] TR b o D DTN 00 R—— 5 Y Kl i B, L
LIRRE S EIL R o B B [ v L] i bl ek Lol = P &)
LIRS LR R R By N PO il o boi i R 1640
B 11334 Hewd, b b 3008 i Voresl Gt Ravoreo 3000 160l 300 i 6.0
] 113605 _Newed, b boveeries 3008 den 208 e Nt 300 10 Dl 3OS L e L L
] 1175FY_ et e bt A o gl [t o P bl i fo B _gcm 1.8, €1
] A aghdos Firasl LB =L e i 30 AR - _m 1.0, €1
] o

Step 5 — The Properties dialog box opens. Enter the Authors name in the field by clicking the " button,

Step 6 — Click the Expire Date | icon to select a past date. In the expiration field.

Step 7 — (optional) Select a past time to expire the document.

' : The document won’t expire with just a time selected and no date.
- Expired document must have an expiration date. Time is optional.

Step 8 —Select the “Request email” checkbox to receive a notification.

S ——T——— Yy
Properties of 028350_PetAdoptionPrograms.doc

Name: 128350_PetAdoptionPrograms.doc

Titier Los Angeles County Pet Adaption Programs

Subject:

Authors: + DTLC Gt
8
rS
@

Keyvrords: Adoptions &
R
S
w

Miscellansous

Comments:

Audience Type:* Intemet e

Document Date: MMDDYYYY 0

Publish Date: 6 Aug 2009 K]

Publish Hour Select Hour i

Expiration Date: 16 Aug 2016 ]
-

Expiration Hour: 2:00PM
Request Email ]
Publish Attributes: O
Document ID: 023350

Orgarizational Name. Animal Care
Organizational Folder: DACC Web
Organizational Subfolder:

Orgarizational Subsublolder:

Version Label: 14.0, CURRENT, EFFECTIVE
Published URL: hitp.//file.l ity )_F P rograms.doc:

Full Content Size: 75776

File Extension: doc

Ovmer Name: Sveomp3

Checkout Date:

Checked Qut By:

Oniginal File Name: Pet Adoplion Programs.doc

First Publish Nate 14.Jul 2016 12:01:36

ok J canced |

Step 9 — Click the OK button to save changes.
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Published Email Overview

Reguest Emait

The ™ checkbox in the document properties window triggers a notification email.

' Currently users will only receive this notification email when the Request Email checkbox is
v checked during the initial import.

If the imported document is NOT a PDF, the email will contain 3 links:

1. Web link to the native file (.doc, .jpg, .xlIsx, etc.)
2. Web link to the PDF rendition
3. Link to the native file in Documentum

If the imported document is already a PDF, the email will contain 2 links:

1. Web link to the native file (PDF)
2. Link to the native file in Documentum

There won’t be a web link to the PDF rendition since the document was already a PDF. PDF renditions are
not performed on PDFs.

Figure 1 — Shows Original Filename and file extension of document.

Figure 2 — Lists the File path where the original local folder where the file was found.
Figure 3 — Shows the renamed published file.

Figure 4 — Shows the published version number of the file.

EXAMPLE OF EMAIL

Los Angeles County - Shared Document System

1000659 2ScreenShot.docx

The following document has been published:

Original File Name: 1000659 2ScreenShot.docx @
File Path: /LA County/BOS/Board Meeting/SOP
SDS File Name: 1000659 2ScreenShot.docx '@

SDS File Version: 1.0‘@ ‘@

Note: This email is for information purposes only. If you have questions concerning this email, do NOT
reply to this email. No one is monitoring the DO_NOT_REPLY@isd.lacounty.gov mail box.
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Search

Text Search

Perform a search using the Text Search workspace using search terms.

Text Search ¥

|Enter your search terms._ |P 41 | @"

(4, My last search
> G, My searches
» a Public searches

Quick Search

Quick search accepts searches, and searches for the word in Content, Object Name, Title, Keywords, and
Subjects.

Step 1 - In the Quick Search widget, enter the search keyword.

Step 2 - Click the search button A to search.

Advanced Search

Returns documents where search queries exists on: Content, Object Name, Title, Keywords, and Subject.
Step 1 - Navigate to Advanced Search tf,:j icon.

Step 2 — Advanced Search dialog box opens, in the Criteria tab.

Step 3 —Click the === to add the Content Types for the Search.

Advanced Search

Search name:

Criteria Location(s) Columns

Types:*

Property Condition Value
~] ¢ - v vy & s

Fulltext: | Centaining all words hd
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Step 4 — Click on the value.

Step 5 —Click the © button to add to the right in the search criteria list.

Step 6 — Click the “ button to continue.

Types

Filter ‘
Shared Document System Document A~
5DS Auditor Document

SDS Auditor Audit Report Document
SDS BOS Board Meeting Document

SDS BOS Commission Publications... e
[ cancel |

Step 7 — (optional) Under the Options section of the Advanced Search, select one or both options to

perform the search:

Step 8 — (optional) Click m button to save search. Name search to refer to it later.

Step 9 —Click “ button to run the search.

Advanced Search
Search name:
Criteria Location(s) Columns
Types:™ SDS BOS Document
Property Condition Value
and |~ @& |DocumentDate ~ = ~ |13 Aug 2014 G B - -
Fulltext | Containing all words| a
Options
Al versions
save

Step 10 — The Content List displays Search Results.

Step 11 —The Saved search is located under My searches and available to the user.
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4 )

v" Click My last search to load the previous search and show last searches that was run.
V v’ Click My searches to show all searched saved by you.

v' Click Public searches to show all searches saved as public.

< J

D2 +new ¥ LmPorT ¥ [ cONTENT * T CURRENT VERSION ¥ 2 wosps L useruser) ¥ 0
S0 Workspaoe 4 W +
[ Gommivisi v
dctchs (50 DT e (DD emti D0 b i e
e ' = Searches

i g
A @ gy, Mhy LS Sadich
4 g hiy SEarChes

24, Putic seaches

Al o h h b b ol o b b b B :

P . o

IPage(1 iG] b M Displasying 1 « 50 0f 300
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Drag &Drop

Drag and Drop is a shortcut to import documents into the D2 repository from your selected folder.

Users’ access to folders are based on their security and accounts. Users must be in
V their Content List folder to import new documents.

Step 1 —Press, and hold down, the button on the mouse, to "grab” to import.
Step 2 —"Drag" the document to the D2 Content List widget and "drop" the document by releasing the

button.

=1 iddsds (ISD IDDTestiD26 (IDDTestlD26))

Name -
ith - Print  Evmail  New folder =2 ISD IDDTestID996 (IDDTestIDIS6) (]
eme 0 [27] idd_admin (1.0)
| images 8 9 BOS
2 view 8 —
"I 1000646_1000574_CABProjectManageme... & [# 1000614 _Dan_993_LACOUNTY_Cabir
Documentum B2 Revisions . = ¥ 1000582_DocumentumTestingforwet
Documentum D2 Training8_4_15 8
Documentum D2 Traininglatest - = @ 100058 DOCUMENTUM-TESTING.dd

‘ Documentum D2 Traininglatestv2

SDS Stellent - DCTM Training 4-09-15 (3)
Stellent User Guide
TestAccountAssignments_documentum

Step 3 — The import file window opens. The Import dialog window lists the files and the format
automatically populates as shown in the example below.

Import File

e

Fill creation profile
Edit properties
Linked document
Edit content
Selected file format:* | MS Word Document 2007 / 2010 R

Check in
Same creation profile and properties for all files

/1
¥

. . ** Uncheck the “Same creation profile and properties for all files” checkbox if
you are importing multiple documents with different profiles.
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Next >
Step 4 —Click the _ button to continue.
P ( 4 )

Edit Properties Window

Step (5a-c) — Enter data for all * required fields.

Import File

5a) Title:™

Select fils File selection: This is a test docx Al Ente r a Tltl e
Fill creation profile Title:* TestdocTESTUSER26

Subject

5b) Authors:*
Linked document Authors: = DTLC 4

= Click the ** icon to add an Author(s)
= P— 4 names.

5¢) Audience Type:™

Click the - button, to select the
et 4—@ il options All or the Intranet settings.

Step 6 - (optional) By default, the document date is set to current date. Click the ] icon to select
desired document date.

Step 7 — The Properties dialog box opens. Click the Expire Date &] icon to select a past date. In the
expiration field.

Step 8 — (optional) Select the “Request Email” checkbox.

() “Request Email” checkbox triggers a notification email to be sent back to you when the
v document has successfully published.

Document Date: 20 Aug 2015 4—@ (9
Publish Date: 21 Aug 2015 E
Publish Hour: Select Hour :G) 7
Expiration Date: 22 Aug 2015 e @
Expiration Hour: Select Hour R
Request Email: o
Publish Attributes: ,\@
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Step 10 — (optional) Select the “Publish Attributes” checkbox.

v Publish attribute checkbox is not required for import.

Step 11 —Click button to continue through the import file workflow.

77\

S

| . By default, D2 documents will publish. If the document needs to be published at a later
date, enter a future date and hour in the Publish date and hour fields.

Continue with the Importing Content Step 4 found on page 13.
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Best Practices

Do not import documents over 500MB in size:

The system cannot properly import documents that are larger than 500MB. If the document is larger than

500MB, please break it up into documents less than 500MB.

Import large files after business hours:

Importing large files (between 100MB and 500MB) slow publishing response times. Be considerate of other

D2 users and please schedule the importation of large files after hours if possible.

Import a large number of files after business hours:

Importing a large number of files (30 or more) slow publishing response times. Be considerate of other D2

users and please schedule the importation of a large number of files after hours if possible.

Do not password protect documents:

Some importation functions cannot performed on password protected documents. If password protection is

required, contact IDD for additional discussion.

Use the Repository Browser to browse through folders:

Using the Repository Browser widget on the right side of the D2 “home page” can be easier and faster than
using the Content List to browse. Sometimes all folders are not readily seen in the Content List (because of
column sorts other than Name), but folders are always easy to see and browse from the Repository

Browser.
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Resolving JAVA Popups

First Scenario

When first logging in to D2.....

Do you want to run this application?

Hame: EMC D2 Applet
- | Publisher: EMC Corporation

Location: http:/fiddsdstestb.isd.lacounty.gowv: 8080

This application will run with unrestricted access which may put your computer and personal
information at risk. Run this application only if you trust the location and publisher above.

|| Do not show this again for apps from the publisher and location above

E More Information Run ] [ Cancel

Step 1 — Select do not show again

[/] Do not show this again for apps from the publisher and location above

Step 2 —Select the button to run the JAVA applet to continue through the process.
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Second JAVA Scenario

When there is a warning of an Unresponsive plugin pops-up...

Warning: Unresponsive plugin [rgr—

# % Java({TM) Platform SE 8 U101 may be busy, or it may have stopped responding. You can stop the plugin now,
4 or you can continue to see if the plugin will complete,

[] Don't ask me again

I Continue ] |Stopplugin |

Don't ask me again .
Step 1 — Select the checkbox, then press the Continue button to proceed...

Third JAVA Scenario
When the JAVA Security Warning pop-up appears...

a .

Security Warning

(e Allow access to the following application from this web site?
Web Site:  http://iddsdstestlb.isd lacounty.gonv:B030

Application: EMC D2 Applet
Publisher: EMC Corporation

This web site is requesting access and control of the Java application shown above.
Allow access only if you trust the web site and know that the application is
intended to run on this site,

[7] Do not show this again for this app and web site, Allow “ Do Mot Allow

(!J More information

Do not show this again for this app and web site.

Step 2 —Then select the button to proceed.

Step 1 —Select the checkbox;

The user may see this warning banner that the Java plugin has crashed...

g& Thelava plugin has crashed. Learn More... [Eeioadpag'EI [Submhcmh,epm] o
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Reload page
Step 3 —Select the button to reload the page and start again.

Fourth JAVA Scenario

When opening D2 in Chrome, Java error because D2 is running in Thin Client Mode.

Error loading Java

' Could not load applet. Please check that a supported version of Java is
installed an this machine and that Java is enabled in this browser.

The latest version of the Java JRE can be downloaded from here:
hitp:ljava.com/download/index. jsp

I D2 is now running in thin client mode for this browser session.

Step 1 — D2 will still work but when the user selects the gear n button to set-up their local folder for

downloading documents; the Temp path and Checkout path are greyed out.

Options
General Navigation Events
Temperary path:
Checkout path:
Date format: o MMM yyyy

Date and time format:* | d MMM yyyy HH:mm:ss

Date input format: * 08M11/2016

KIRIK

I Default language:

[ <

Menu position: v
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Frequently Asked Questions

Q: Questions about Administrative Access — what are the difference in role levels/capabilities??
A In D2, There are the following levels of access:

— AUTHORS - Normal user access — Can create and expire documents in D2 — Only have
access to AD assigned group folders to create files. Are able to browse through (but not
change) any higher level folders needed to drill down to their assigned group folders.

— DEPARTMENT ADMINISTRATOR — Everything an author can do plus delete documents.

— SYSTEM ADMINISTRATOR - ISD — Everything a Department Administrator can do plus
additional functions such as create folders, modify folder group memberships, establish
publishing locations, etc. (Some of these functions will be reviewed after we are in
production for a period of time to see if they can be handed over to individual
Departments’ admin groups)

Q: How were the groups formed in D2?

A: In D2, groups were duplicated from Active Directory — group membership. Separate groups were built
for SDS Documentum. Stellent was general group/account combos translated from Stellent to D2.

Q: What is the publishing schedule of jobs in D2?

A By comparison, publishing in Stellent depended upon the user group’s settings where some jobs run
in the background constantly from every hour to some every 4 hours. D2 jobs are currently run every
5-20 minutes.

Q: How about Runtime on Board Correspondence documents — Is it still subject to a

3-hour schedule?

A Projects such as this, where the documents can only be accesses by using a “search” page, still need
to be indexed by the Search Engine after they have been published by SDS. Before these projects can
be seen there will have a corresponding lag time for this indexing which will be at regularly scheduled
intervals. We expect improvements in how fast documents in these projects will be available
compared to those from Stellent. The exact schedules and timing is still being determined.

Q: What is the home folder used for?

A: Home folder is not published so it is used for collaborating on content then moving the content to a
permanent folder. To move a file to another folder, the file will need to be exported then imported
back into the system.

Q: How do | create a folder?

A: A normal user cannot. The user must submit a Service Request (SR) to IDD. New folders require
planning, configuration and testing — not as easy as creating a folder in Windows Explorer.
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> 0 2 O

= QO

How do | remove a document?

“Regular users” cannot delete documents. The user must submit a SR to IDD.
(Departments can assign their own “admins” if desired.) “Regular users” can “expire” documents — to
remove documents from website access.

How do | download a document?
Under the Content dropdown, choose Export.
How do | move documents between folders?

The user cannot. The user must first Export the document; and then Import the document into the
different folder.

How do | restore a previous version of a document?

If you have published a newer version of document and replaced it with a new version. The user can
then expire the newer version and it will revert back to the previous version (1.0) of the document.

What document types are allowed or restricted in D2?

All major file types are allowed. Video file sizes are not restricted. While video files are supported in
SDS, we do not encourage storage of many video files as there are other systems available built
specifically for faster video file storage and viewing. Storing and publishing of large video files may
slow down the publishing of all of the other documents in the system for both you and others.

What are the size limitations on Microsoft Office documents that are acceptable in D2? Video files
are there any restrictions on file size? Streaming files??? Is there a replacement for Tekton?

On any documents 500MB or larger the custom attributes will not be embedded correctly, which
causes a lack of functionality for your published document.

Video files that are large will take too long to publish so we encourage optimizing
the files as much as possible. Tekton will not be replaced,; it is still alive and well.

Explain the difference between “Web-viewable Link” and “link to Document in Documentum”?

Web-viewable link is a link to the “published” document. Link to Document in Documentum is a link
to the document stored in Documentum.

Where is the “Link to the training video?”
Links to all supporting are the following:

Link to the D2 training video
Link to the D2 user guide
Link to the D2 Test environment
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Q: Will the current content be moved from Stellent to D27 If so will the URL’s be the same and what is
Departments’ role in the migration process?

A: The 1IS redirect to the existing URL filters to a new D2 URL and a new document name is created
through this process. Every file will be migrated over to the new D2 system. Department’s role is to
become familiar with the process and the D2 system.

Currently, in D2, as soon as the user imports a file it will be instantly published within the hour. So it is
important for the user to look for these

Remembering to look for the CURRENT, EFFECTIVE label after importing.

Check the email notification box to receive an email after the publishing process is complete.
Check versions of file.

See published URL from email and copy/paste URL in browser to check published document.
Depending on document type will affect publishing time:

— A Word file will take longer to import than importing a native pdf file because D2 has to render a
pdf file for the original Word document.

Q: When our files are migrated to Documentum, will all of the existing path names be changing to the
new format? Will there be an automatic conversion process to change all the names?

RN

A: Yes, all of the document URLs will be changed. However, all old URLs will be automatically redirected
to the new URLs. You do not need to modify any links.

Q: Can we forward the D2 guide and video to our Business user? Who do we contact with user access
problems in D2? Who should | email if | have any questions about D2 or Stellent application?

A: Encourage your business user to test content validation.
ISD will provide a quick response to any questions through SDS Support email:
sdssupport@isd.lacounty.gov.
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APPENDIX

Documentum D2 Customer Support Process Flow
1. Department user encounters the following problems:
a) Can’t open a document
b) Can’t save a document
c) Can’topen D2
v'Password issue
v'Java issue
v'Other connection issues
d) Notification not received
e) URL does not work
f) Document does not publish
g) Document does not expire

2. Department user will contact their department administrator.

a. Department administrator will investigate issue, will review previously documented problems
and questions, and will attempt to resolve the issue.

b. If the department administrator is unable to resolve the problem, the department
administrator will open an Incident ticket with the Customer Assistance Center (CAC) (562-940-
3305).

3. CAC will obtain pertinent information from the department administrator, evaluate the problem, its
cause, and next course of action, and update the ticket with a detailed description of the problem—
including scope, time of occurrence, customer contact information and urgency.

a. If CAC is able to resolve the problem, they will update the ticket with a detailed description
of actions taken to resolve the problem, obtain customer confirmation that the problem has

been solved, then close the ticket.
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Documentum D2 Customer Support Process Flow Diagram

Documentum D2
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4. CAC will obtain pertinent information from the department administrator, evaluate the problem, its
cause, and next course of action, and update the ticket with a detailed description of the problem—
including scope, time of occurrence, customer contact information and urgency.

b. If CAC is able to resolve the problem, they will update the ticket with a detailed description
of actions taken to resolve the problem, obtain customer confirmation that the problem has
been solved, then close the ticket.

c. If CAC support staff is unable to resolve the issue, they will route the ticket to ISD/IDD
Documentum Shared Documentum System SDS / D2 support for further action.

5. DD SDS support technicians/admins evaluate the problem, cause, and next course of action.

a. If the cause is determined to be located in the Documentum Shared Infrastructure (basically,
that one or more components are down, offline, or misbehaving) then they will update the
ticket with detailed findings and reroute it to MCD Applications support

v'MCD will attempt to resolve the issue, and if successful, will update the ticket with a
detailed description of the steps taken to resolve the problem and reroute it back to
IDD SDS for further handling and closure.

v If MCD is unable to resolve the problem they will open a case with EMC and work with
EMC support until the infrastructure/platform problem is solved and once solved, they
will update the ticket with a detailed description of the steps taken to resolve the
problem and reroute it back to IDD SDS for further handling and closure.

b. Otherwise, If the cause is related to desktop issues, Ul issues, publishing issues, or other
customizations

v IDD SDS will attempt to resolve the issue, and if successful, will update the ticket with
a detailed description of the steps taken to resolve the problem, obtain customer
confirmation that the problem has been solved, then close the ticket.

v If IDD SDS is unable to resolve the problem they will open a case with EMC and work
with EMC support until the problem is solved and once solved, they will update the
ticket with a detailed description of the steps taken to resolve the problem, obtain
customer confirmation that the problem has been solved, then close the ticket.

4 )

.~ Note: As needed, IDD support technicians/admins may contact the department user
V and/or department admin for additional information or for progress/status, and may
contact MCD Application Support or other resources for assistance. The customer will

be kept informed throughout the investigation and will be notified when the problem

is solved. The customer will likely be asked to verify that the problem has been fixed. j
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