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Document 

Management 



Training Objectives 

At the completion of this training, you will: 

• Navigate libraries. 

• Create libraries, bookshelves, books, and 
documents. 

• Manage lifecycles and routes. 

• Download and upload documents. 
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Library Basics 
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Open a Library 

Open the Library 
Click: 
1. My Desk   
2. Library  
3. Libraries 
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Library 

Bookshelf 

Book 

File 

Document 

Libraries aid in the organization and 
management of documents in the 
system. 
 
Libraries are organized in a 
hierarchical manner as shown in 
the diagram at left. 

Library Structure 
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The navigation panel to the left of 
the library screen display the 
hierarchy and indicate your 
location in the levels. 

Library Structure 



Library Structure Creation 
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Create New Doc Library 

Open the Library 
Click: 
1. My Desk   
2. Library  
3. Libraries 
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Create New Doc Library 

Click:  
1. Actions 
2. Library Wizard 
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Create New Doc Library 

1. Enter attribute 
values in all fields 

Click the ellipsis button to 
select Approver (see next 
slide) 

2. Click Next 
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Create New Doc Library 

1. Click the ellipsis button 
2. Enter names as 

appropriate. Click Find 
3. Select a person by clicking 

the radio button 
4. Click Select 
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Create New Doc Library 

1. Enter attribute 
values as necessary 

2. Click Done 
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Create New Doc Library 

1. Right-click the 
Library name link 

2. Select Add TO EXC 
Class 
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Create New Doc Library 

1. Type IP Control Class in Type field 
 

2. Select IP Control Class from list 
 

3. Click the green check  
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Create New Doc Library 

1. Enter * in Name 
field 

2. Click Search 
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Create New Doc Library 

1. Select G650 
Access by clicking 
the checkbox  

2. Click Submit 
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Open the Library 
Click: 
1. My Desk   
2. Library  
3. Libraries 

Create Generic Library Docs 
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Click the Library 
name link  

Create Generic Library Docs 
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Click the Bookshelf 
name link 

Create Generic Library Docs 
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Click the Book name 
link 

Create Generic Library Docs 
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1. Click Actions 
2. Select Create New 
3. Select Document 

Create Generic Library Docs 
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2. Click Next 

1. Enter attribute values 
• Deselect AutoName 
• Click ellipsis button  
            to select G650  
    Generic Document 
• Enter additional 

attributes as 
necessary      

Create Generic Library Docs 
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1. Click browse to locate &  
upload (check-in) file(s) 

2. Type check-in comments 
3. Click Done 

• Uploaded documents can have long, 
descriptive names and names with spaces.  

• Make sure file names do not include any 
of the following special characters:  

    @ , * ? [ ] # $ { } \ “ < > 
• The filename should follow customer 

requirements per program (i.e. G250, 
G650, etc.) 

Create Generic Library Docs 
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Click Done 

Create Generic Library Docs 
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Create Generic Library Docs 

The Documents screen 
displays the new book 
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