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Log In

Access the E-Library using this URL: https://my.lausd.net

By selecting the “Login” hyperlink, which was highlighted below with a yellow circle , the system will
prompt you to enter your SSO “User Name” and “Password”:

f
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https://my.lausd.net/

Enter your full LAUSD email address for your username and current password and select “Sign In”:

LFuII LAUSD e-mail address

Password

Enter your full LAUSD email address and password to Log In.
e.g(l i net, mary.smif net)

After successfully logging in, you will be redirected to e-Library Home Page:

SCHOOLWIRES4 TEST

Bulletins Memorandums Reference Guides Templates and Forms Help

What's New What's Due In Workflow

ReleaseDate Title Due Date Title DocName [Worl How (orments X

Sep 25, 201712 1 - 16-0ct-17 Comprehensive Assessment Pro... 1349910 Doc Name Title

Sep 26,2017 30... [#] BUL-033407.0 10.12.17 Docume... 20-0ct-17  Sofe Riding Practices Program 1359083 boe4o0z ASL-3 000001 - Copy (18)

Sep 29, 2017 12:... 2 < > 10084201 Test document - elibrary38

Sep 29, 2017 12:.., E 1D024006 Test document - elibrary32

Sep 29, 2017 12..., 4 1D083864 Test document - elibrary27

Sep 20, 201710:... [ ASL-2 000001 - Copy (20) What'S New shows 1D084016 wig

Sep 29,2017 10:.. [ ASL-3 000001 - Copy (1) newly publlshed articles 10084007 Test document - elibrary33

Sep 29,2017 11:... [ ASL-3 000001 - Copy (2) v . . Page 1 of2 (1-6of Bitems) 2 >
available to review

What’s Due shows any
forms that are due soon

In Workflow shows
content in workflow
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Search

Navigate to Documents by selecting the “Documents” Tab which was highlighted with yellow circle
below:

SIRPLIRAPL, GANESH I

i .
w [ESAT P Ybhulloting.  Mamorandums  Rederence Guides  Templates and Formra

a9
Brawse = W LD v Q
W LausD - 2 Upioad v s
& aws LASD
Select SartBy v View (3
% Bulleting 0
Cwnew: webloge  Last Modifled: £57017 109 B
Description:
7r Dashbaands o
Owmet webioge:  Laad Modified 87372077 .20 AM
Descripion:
vr Mamorandoms ~
Orwniz weblege  Laat Modified: 2572017 108 Fu
Deeicription:
7r Reference Guldes o

Owner: weblogs  Last Modifled: £5/2017 108 B

Note: All content you are authorized to see will be listed in the “Documents” section

Note: You can leverage the search function to locate content based on the content title, the
contents of files and even the author of a document. You can search any document by entering a
“key word.” All documents will be in the E-Library. It is defaulted into the search window. It’s ok to
remove it, but it’s not necessary to have a thorough search.
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SIRPURAPU, GANESH |

bl ELIBRARY @ -
w [FETTURTTO Y budoting  Memorandums  Reference Guides  Templates and Forms

7]
e s To the right is the (N oo . a
W LausD + search bar. ket +
Select v . SortBy v  Vieww (3
L Use the asterisk “*” —
g e symbol to perform
# Dashboards wild card searches ]
Dty webioge Las Modified: 8732077 £.20 &M
Dhesription
' Memoranduams 0
Drarnieds wbloge: Last Modified: 25,2017 108 B0
Diescriptisan
‘r Reference Guldes i ]

Note: Do not use a “.” The system thinks a period is a type of search and will return irregular results.
You can either put the number in or use an asterisk as a wild card. Use an asterisk “*” (without
quotes) in your search instead to find documents.

Below is an example below of using an asterisk to find all documents that start with the number
6822.

Browse v Ml elibrary (x] 6822
W eLibrary v

+ #ee elibrary

o You are now browsing the documents and shortcuts in "elibrary’ whose names contain the letters '6822". Choose the Search "elibrary’ and Subfolders option from the dropdown menu next to the listing title
powerful searches on document content and metadata.

Do not show this message again

Select « Sort By

¢ Ref Guide 6822 SB 2017 Readiness Test.pdf
D Author: weblogic Release Date: 1/30/2017 12:00 AM

Comments: REF-6822.0 District-wide System Readiness Test For Smarter Balanced Assessments

Note: The comments of the document will have the Document #.

You can filter your search by selecting the filter categories (by pointing the cursor on the down
arrow) as shown below by selecting “magnifying glass” symbol:
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To PTG RO FTALOCLN
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Comments;
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Mt webopee  Rebease Duber 2752077 T33P

Commenti:

Note: If you have made a document a “favorite” or decided to “Follow” a document, you can see a
list of those documents here by clicking the hyperlinks “Favorited by you” or “Followed by you.”

The below highlighted areas allow you to change the view of documents. The can be listed by Date or
Name.
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After successfully searching, you can access the document by selecting the content title (hyperlink) as
shown Below:

Memodandums Referencs Guides Templatis and Farms

Search * Q
G Searching Documents £, Uplaad
talct v SetBy v Vw3
¢ Copy of Bulstin.doo =+ 0
P
| Muithor: contrib  Releaue Dates B152017 234 U
Commentic
¢ United States Flag Bulletien Baard.docx = B
Author: wablogs  Release Date; 8152017 R0 PM
Comment
+r eme-fermalda LN i
Author I T T
meme-larmaliney

Comme

iy meme-formal.dec X D
Author webloosr  Relesse Dt B7152017 Tl B

Commanty

dr Bulletin [4) docx &0

L8 Author webloge  Release Dater B152017 733 EM

Once you access the document you will be directed to the preview of the document as shown
below. Here you can view the content of the document

Note: The preview button may not have all the fonts that your document has. In that case, it will
default to a simple font. When the document is downloaded, the correct font will be present.

Bulletines Memorandums Reference Guides Temglates and Forms

i
memo-formal.docx + & 1 Checkin  Mose *

Memor andum

Ta: [ Audi ence)

From [Person and/or Department issuing the meno]
Date: [Date Sent]

Subj ect: [Subject of the Meno)

[Cpaning — Gat 1 thie point in thy oponing paragraph, Kenp things simply and shoet, Make it =

am g LR
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In the “Metadata” tab, you will find the Document ID (which is unique & generated by the system),
Document Type, Title, Author, and other content details as shown below:

L1
memo-formal.docx : * Checkln | More =
Mrtadats
1]
Profile Metadata Regular Upioad -

Contsct Infa:

Thue Dlade

In the “Summary” tab you can find the summary of the document including modified date, status,
comments, and size of the file. You may download the file by selecting the “Download” button as
highlighted red in below:

€ Eaci
memo-formal.decxk + ¥ 7, Checkln  More v

mmary  Meldaia

, Downisad @

magnso-formal doet

Title
Aaithar: wel

Last Madified: &

Randiticni
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At the bottom of the Summary tab, the Renditions section allows users to see the file in its original
format, the native file, or the Web-Viewable file. Click either hyperlink to view the formatted document.

€
patterne it 3 bolhackin  Mow

——

Lint Moditart

Rgnditiag
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Quick Upload

You can upload the documents by selecting one of the three options highlighted in yellow by clicking the
cursor on upload tab. Use either quick upload or regular upload. Quick upload is used to upload the
following docuemnts: Collective Bargaining Agreements, Handbooks, Newsletters, Program
Implementation Plan and Resources, Presentations, Salary Tables, Strategic Plans, or Templates and
Forms. Quick upload bypasses the approval process due to the nature of the documents. Here are the
steps to upload one of these documents. Click upload > Quick Upload.

e —— x n 2
= O AN i TS X 5 o B
I dppe [ Senghe Sgn O - Lo ¥ AnSRELLE Sy Welcoma | FRTG R Comt Tchracai S ) Qumt Sofrwms lnc i PROCUCTS W' DevOpn - Wicpeda ([ ORACLI-BASE - &g i Sophou Cantre N

R
{ (@eLibrary

Buletim Mrmicranaiu—a Brirercn Cusdey Templates srd fome

Browie = Wi elzenry -

 cbracy =g -

= o

4 Bulsting
Chvens: seabicg Lani Mlocifled: BW01T 105 5%

D ripiban

# Dsthboards L]
Owrser: webloge  Lank Mloeilest BOL201T 630 20

Description:

i Memoranduma i ]
frwrare; wonbiog Linst Mgttt &

[T,

W Rifptenis Gwides 0
Thwvrs| ity Lo gl /01T 100 P

By Selecting “Quick Upload” the system will prompt you to “Browse” and upload a document.
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Once the Document is ready to upload you can select the document type from the eight document types
which will not go through the work flow and approvals by pressing option highlighted in red.

Note: Use “Quick Upload” option only for the Eight Document Types. You can fill in the Metadata
Appropriately.

Here is information regarding the Metadata:

Type: one of the 8 document types that are uploaded using quick upload.

Title: This field defaults from the document that is uploaded. It can be renamed if required.
Expiration Date: If the document is no longer valid after a specific date, enter that date here.

Document Number: This will autogenerate by the application. If you enter a number, it will be
overridden as part of the upload process.

Description: This field is used to enter a description of the document.

Issue Date: If the document is not valid until a specific date, enter that date in this field.
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Dusiriprion:

By pressing “Upload” button the document upload will be successful and you are redirected to the
“Documents” screen with Successful Upload statement.
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Note: You can access the Document by pressing the hyperlink (in blue) color on the screen above. You
can also access the uploaded document later by using search option with the document “Key word” as
highlighted below screen shot and also view the properties of the document and download by pressing
the options highlighted in green below.
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To upload the documents to a separate or a new folder you can add a folder by pressing “create a
folder”, outlined in yellow, and give the name of the folder and description, outlined in red, and click the
save button, outlined in green.

After successful creation of a folder, you can upload your documents to that folder by searching (as you
search for a document) and enter into the folder and upload (the upload process is the same).
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You can see in which folder you are uploading the file to by seeing the tab, highlighted in yellow, and
search the files in that folder by entering the “Key word”, highlighted in red, and find the file, highlighted
in green.
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Contributor

LAUSD has altered its workflow with the upgrade of E-library. Below is a diagram of the altered
workflow.

| User Responsible for Al:tnn

Review Document

Approve Document

Approved
Quick Upload By-Pass

Any documents that are bulletins, reference guides or memorandums will go through the approval
process. All documents follow the same workflow. The workflow process is as follows:

1. Determine if the document being uploaded is a new document or a revision to an existing
document.
a. For new documents, the contributor will upload the document using the standard
upload button. This will generate a new document number.

b. To revise an existing document, the contributor will perform a search for the current

document and upload a new revision on top of the current document through the
document “Preview Mode”. This will preserve the document number and allow the
contributor to increment the revision number.

c. Torevise a document that is currently in workflow, the contributor will locate the

document in their “Content In workflow” queue. This will replace the “work in progress”

draft. This can be done as many times as necessary until the document is ready for
review.

2. The contributor will upload the document using the “regular upload” feature. This will be
further explained in the regular upload section of the user guide.
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3. The contributor can choose the visibility of the document to be either “protected” or “public”.

The document owner will decide whether a policy should be public or protected.
a. Protected documents require a SSO account to view the document.
b. Public documents can be viewed by anyone.

4. The owner reviews the document. If the owner wants the contributor to change something, the
owner can reject the document and it will be put back in the contributor’s work queue. The
contributor then makes the changes and checks in the revised copy for review. If the owner is
happy with the document and metadata, she can approve the document and the system will
move the document to the work queue of the approver.

5. The approver reviews the document. If the approver decides the document needs further work,
she rejects the document and the document will go back to the contributor for review and re-
work. The owner will need to review and approve the document once more to send it for final
approval. Once the approver is happy with the document, she accepts the document and the
document is published.

Regular Upload

Use regular upload to upload memorandumes, bulletins and reference guides. The regular upload will use
the workflow mentioned in the previous section of the user guide. The regular upload process is similar
to the quick upload process, the difference being that the regular upload process initiates a workflow
and requires the approval of the Superintendent’s office before it can be published.

Determine if the document being uploaded is a new document or a revision to an existing document.

a. For new documents, the contributor will upload the document using the standard upload
button. This will generate a new document number.

b. To revise an existing document, the contributor will perform a search for the current document
and upload a new revision on top of the current document through the document “Preview
Mode”. This will preserve the document number and allow the contributor to increment the
revision number. If you are unable to find your document, please send an email request to
elibrarysupport@Iausd.net to locate the document for you.

c. Torevise a document that is currently in workflow, the contributor will locate the document in
their “Content In workflow” queue. This will replace the “work in progress” draft. This can be
done as many times as necessary until the document is ready for review.
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Uploading New Documents

Begin the regular upload of new documents by clicking Upload > Regular Upload:

T Bulletins x v Q

Upload v

ed, select Update Saved Search from its me Standard Check-In

Quick Upload

Regular Upload
SortBy vV saEreR

By Selecting “Regular Upload” the system will prompt you to “Browse” and upload a document:

Doesstint Liphosd

g haDvatts ot iy iy o) ok s Wil

T Fdem

Bigwria, & dhi) oo &4 e M. wds e ok

Once the document is uploaded, the following information needs to be added in the metadata.
Type: One of the 3 document types that are uploaded using regular upload.
Title: This field defaults from the document that is uploaded. It can be renamed if required.

Document Number: This will autogenerate by the application. If you enter a number, it will be
overridden as part of the upload process.

Revision Number: When updating the document, add the revision number in this field.
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Document Visibility: Choose the appropriate option for who can see the document:

<Mo 5election=

Protected

Public

Public: This allows anyone to see the document once it’s published.

Protected: This allows anyone with a LAUSD single sign on to view the document when it’s
published.

Issuing Organization: The organization that is releasing the document.

Description: This field is used to enter a description of the document.

Release Date: If the document is not valid until a specific date, enter that date in this field.
Summary: Enter a description of the doucment.

Major change: When the document is being revised, enter the major revisions here to inform the owner
and approver of the changes.

Contact Info: Enter the name, phone number and email of the person to be contacted regarding the
document.

Due Date: Enter the date the document is due for review and approval. This date is used in the “What’s
Due” portlet on the home page of the E-Library.

Due Title: Enter the title used in the What’s Due portlet.
Additional Due Date: Any additional due dates are enterd here.

Once all the pertinent fields are entered, click the upload button.
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Adding Attachments to Documents

After the document is uploaded, contributor can add attachments to the document. Query the
document and click on the Summary tab. Scroll to the bottom of the summary tab. There is a button at
the bottom of this tab to add attachments.
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Revising a Document

To create a revision to an existing document, you must CHECK IN a new copy. Selecting “Upload” will
create a brand new document with a new document number. Documents can be revised while in
workflow or a new revision can be uploaded to replace an outdated document that was previously

published.

If a document was previously publised and you would like to upload a revision to replace that
document, perform a search using the standard search bar. Click on the document title to enter

preview mode.

Search v

Q Searching Documents v

Select »

¢ Memo 6901 TestingCenterAssignments_20170814.pdf

O Author: weblogic Release Date: 8/14/2077 1200 AM
Comments: MEM-6901.0.0 Testing Center Assignment
@ 3¢ Final CA 10-891.pdf
O & Author: CIRAZAMORA  Release Date: 3/6/2012 12:00 AM
Comments: CA 10-291.0.0 Morlin Asset Management, LP
v final for printer.pdf
O g& Author: PTL_EP Release Date: 11/1/2003 12:00 AM
Comments: Handbooks-131709.0 Guide to Schools and Offices 2003-04
3 items Previous

v Q
T, Upload «
Sort By ¥ Viewv &

)

[«
e

[+
e

Items Per Page 25 v

If a document is currently in workflow and needs to be revised, search for the document by clicking on
“Browse” from the left search menu and select “Content in Workflow” and click on the document link to

enter preview mode.

%ﬂ

o,

Home Documents Bulletins Memorandums Referern

Browse ¥

il Search
Faverites
Trash sr Approve
| Home Dwner: weblogic  Last Modified: 8/12/2017 3:27 AM

Description:

W Libraries

v Checked-Out Content
Owner: System Administrator
Description: Checked-Out Content

v Content In Workflow
Owner: System Administrator

+¥r Beyond the Bell

Description: Content In Workflow

v Expired Content
Owner: System Administrator
Description: Expired Content

v LAschool
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Once in Preview Mode, select “Check In”.

€ Back
Calendar of Commemorative Dates an... v # & 1, CheckIn | | Mare v
Summary Metadata Security = Preview

1e p M O 2% @ B B M &

471, LOS ANGELES UNIFIED SCHOOL DISTRICT
"ML MEMORANDUM

TITLE: Calendarof C om m em orative D ates and ROUTING
0 bservances, SchoolY ear2017-18 AT Schook

ATIEm pyees
NUM BER: M EM 54667

ISSUER: EarlR .Perkis, A ssociie Superivtendent
D 5Dn of D Birict0 peratbns

DATE: lne19,2017

PURPOSE : The purpose of isM en orandum s assstih e plannihg of schooland
work events. The naeasingly pluralistic populaton of the U niled States
ceaesdiverse workhgand laming  com munites. LAUSD offers ths
CalendarofCommem orative D aes and Observancesasa ol enhance
mutalundersnding, respect, avareness and sensitivily  am ong varous
religbus, ehnic and astural groups, 1o be a resource for schools © hoorporaie
these daies b et hstructbnal activities, and for reference 1 schedulting M

Click on “Browse” and locate the document. Click on the Metadata link to expand the metadata section.

NOTE: You will only see the “Workflow Options” section if you are revising a document that is
currently in workflow, otherwise that section will be hidden.

“Check in and approve” will upload the document and immediately approve it and send it to the next
workflow step.

“Check in only” will upload the document but will keep the item in the Contributor’s workflow queue for
additional updates such as adding attachments. This will require the Contributor to approve the
document later once it is ready for Owner Review.

Check In 9 x

Check in edits to 'Test docurmnent - elibraryd0.docx’.

Select a File

1 File - 12 KB approximate total (12 KB received) Browse
T Test document - elibrary42.docx (12 K... Ready X

4 Workflow Options 9

® Checkinand approve () Checkinenly

) Metadata

Upload  Cancel
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Increment the Revision Number field if this is a revision to an existing document. The revision number
will be appended to the document number.

Example:
Document number: REF-1234

Revision Number: 1 €< increment to 2. This will make the revised document number: REF-1234.2

A Metadata
s, .
* Revision: 3
* Release Date:  10/12/2017 5:20 PM [-"‘Q
Expiration Date: i)
Comments: BUL-024018.1 Test document - elibrarydl
W

Update the remaining metadata fields as needed and click on “Upload” when finished.

Note: The “Document Visibility” field cannot be changed once a document is in workflow. It can only be
changed during the initial upload when revising a document that was previously published.

A Metadata

* Type: Bulletins v
* Title: Test document - elibrary42
Author: Schoolhwires! Test
Document Visibility: Public
* Release Date:  10/10/2017 458 PM E&

Comments: BUL-034224.0 Test docurnent - elibraryd0

Upload | Cancel
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Owner Review

When the owner is ready to review the document, there are 2 different options the owner has: approve

or reject the document. Workflow items can be accessed 2 ways.

1. Onyour “Home” tab, locate the “In Workflow” portlet. Click on the document you wish to review.

SCHOOLWIREST TEST
"

Work In Progress

ReleaseDate Title
Sep 13, 2017 3:1...  [m] Document for Regular Upload
Sep 8, 2017 11:0... [ District Framework for Concurr...
Sep 8 2017 105... [w] Providing Instructional Material..,
Sep 8 2017 11:0... [w| Placement Guidelines English L...
Sep 8, 2017 10:5., Y test

Sep 26, 2017 3:0.. [ ASL-1000001 - Copy (4)
Sep 26,2017 3:2... [A] ASL-1 000001 - Copy (6)

Sep 12,2017 1:0.. [ BB 000001 - Copy (13)

< >

What's Due In Workflow
Due Date Title Docl Work Flow Documents Tt
16-0ct-17 Comprehensive Assessment Pro... 1343 Doc Name Title
20-Oct-17 Safe Riding Practices Program 1359 bog40te Test document - elibrary 41
> 10024224 Test document - elibrarydl
1D083868 ASL-3 000001 - Copy (17)
10084017 ASL-4000001 - Copy (1)
10083862 ASL-3000001 - Copy (7)
-
Page 1 of2 > A

2. Inthe “Documents” tab, click on “Browse” from the left search menu and select “Content in
Workflow” and click on the document link to enter preview mode.

s
b, 115

Browse ¥

fl Search

|
3 Browse

|
Favaorites

Trash ¢ Approve
| Home Jwner: weblogic

Description:

v¥r Beyond the Bell

Home Documents Bulletins Memorandums Referens

Last Modified: 9/12/2017 3:27 AM

Browse v
W | ibraries
Select ¥
¢ Checked-Out Content
1™
O B é Owner: System Administrator
L

Description: Checked-Out Content

¢ Content In Workflow
111

O EFE Owner: System Administrator
-l'a'

Description: Content In Workflow

v Expired Content
Owner: System Administrator
Description: Expired Content

+r LAschool
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Click on “More”. Approve or Reject document.

SCHOOLWIRES4 TEST

Bulletins Memorandums Reference Guides Templates and Forms Help

Back
ElibraryTestDoc2.docx + 2 oo Check

Summary Metadata Security = Preview

Approve

1ln o wx © HEH S Reject

Check In New Revision...

Check Qut

Get Link
- Favorite
Test document for elib
Follow

Create Shortcut

View And Manage Revisions...
View Shartcuts

View Workflow Details

v

NOTE: All rejected documents go back to the Contributor, regardless if it was rejected by the Final

Approver or Owner.
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Final Approval

When the document is ready for final approval, the approver can access workflow items in 2 ways.

1. Onyour “Home” tab, locate the “In Workflow” portlet. Click on the document you wish to review.

SCHOOLWIREST TEST

Documents Bulletins Memorandums Reference Guides Templates and Forms Help

Work In Progress .
9 What's Due In Workflow
ReleaseDate Title N
Work Flow Doci nts ol
B DueDate  Title Docl | i z
Sep 13, 2017 3:1... Document for Regular Upload .
) 16-0ct-17 Comprehensive Assessment Pro... 1349 Doc Name Title

Sep 8, 2017 11:0.., District Framework for Concurr...

10024018 Test d it - elibrary41

20-0ct-17 Safe Riding Practices Program 1359( £t document - elibrany
Sep 8, 2017 10:5... @ Providing Instructional Material...
< > 1D084224 Test document - elibrary40

Sep 8 2017 11:0... (W] Placement Guidelines English L...

1D083868 ASL-3000001 - Copy (17)
Sep8, 2017 10:5... [ test

10024017 ASL-4000001 - Copy (1)
Sep 26, 2017 3:0... [ ASL-1000001 - Copy (4)

1D083862 ASL-3 000001 - Copy (7)
Sep 26, 2017 3:2...  [4] ASL-1 000001 - Copy (6)

1D084019 Test document - elibrary35
Sep 12, 2017 1:0.. [ BB 000001 - Copy (13)
= = Page 1 of2 >

2. Inthe “Documents” tab, click on “Browse” from the left search menu and select “Content in
Workflow” and click on the document link to enter preview mode.

Browse v
Home Bulletins Memorandums Referen 1] Libraries
Select ¥
¢ Checked-Out Content
ey
O B é Owner: System Administrator
Description: Checked-Out Content
i Search
¢ Content In Workflow
A O I . Owner: System Administrator
- --‘a'
Favorites Description: Content In Workflow
Trash sc Approve - 3¢ Expired Content
=
| Home Jwner: weblogic Last Modified: 9/12/2017 3:27 AM O I é Owner: System Administrator
e [
Description: Description: Expired Content
. vr Beyond the Bell ¢ LAschool
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Click the document hyperlink. It will open the document. The document will open to the preview page.

Click on the Summary tab:
Summary | Metadata Security  Preview
.+, Download

08.29.17 MK Regular Upload Documen... (12 KE)

1'3 In Workflow: ElibOwnerReview

T You are currently assigned to review this document

View workflow details

Approve | Reject

From here, the document can be downloaded for review by clicking the download button. To view the
document in the on-line view, scroll down to the bottom of the screen and click the Web-Viewable link.
It will open the document in PDF format in a new browser.

Renditions
Name Format Size
Mative File application/vnd.openxmliformats-offi.. 11 KB
Web-Viewable application/pdf 17 KB
C text/hitml NS

If the document is ready to be published, click the “Approve” button. If the document needs to be

revised, click the “Reject” button. Enter comments, then click the Reject button.

Reject

Reject the document "08.29.17 MK Regular Upload

Reason for rejection:

Reject

>

Document 2.docx’ for the workflow step "NbkFinalApprover”.

®

Cancel

The document will then be sent back to the contributor. The contributor will receive a notification with

the comments regarding the rejection.

25

10/12/2017



Maintain

This section is about Document Maintenance.
After Successful Upload and completion of search you can access your document by pressing the link.

Note: When you point your cursor to the Document Link, System will popup with document location
path where you stored the document, outlined in yellow.

Y Teiteegfoider - Webler W 2] = a £
= O A Netseien | BT OwWopnBL RS ¢ w B i
I dppr [B] Serghe S On - Lo ¥ AASRELUS Sy Welcoena | FRIG R Comtsct Techracnl b O et Softwmes, bnc I PRODUCTS W' DwvDpe - Wikpscia B ORACLI-BASE - g i Sophot Canb N

SRUPURAP, CANTH
0
(]

Teesplates and Formu

Bovrwvi * « im - O

9 TestingFolder = 2. Upload = i
bt w SoriBy e  Weww (3
< pATHELTLN N i ]

Meathecet

irderp [ =

{ covued

i e e Page 15

In the Doucment Maintenance view you will find document tabs which are having different functions.
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= O AN & | e L sl et | B3
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]
Pattern-3

By pressing the Check In tab, highlighted in yellow, you can update document version and edit
metadata.

Y Teibrgyfolder - Webler W L5} = ] W
“ & AN i | B L s = 0
T dpp [ SegeSgnOn-log P AnsSRRUUL Sy Wikoes | PRTD M Comuct Tichwacal S ) Qumi Softwers e b PROCUCTS W' OwvOpn - Wikipesia ([ ORACLI-BASE - &g 8 Sephcs Cent E

'
@ @@ (@eLibrary
.. [

Buletn  Memorarduma Brleeree Gades. Templite and Fome

v
patternstat o G O Checkin Mats ¥
—
Previes
- c |
Fattern=1
i
1k
ir3
124
1:34%
patterns
= - - -

You can add new revisions by pressing “Check In New Revision”, highlighted in yellow.
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[ Teitragfokder - Webler X 5] = - ] E
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The system will prompt you to upload the revision document, The upload process will be the same as
mentioned earlier in the Edit the Document section of the user guide.

e ———
J/ [ TestingFolder - WebCen X \' [:) — x
& (=l |A Not secure \ hﬂﬁ://wcptest.lausd‘net/web:emter/portaI/LAUSD/‘pagesidncumemts r ‘ e ]

iii Apps [S] SingleSignOn-Log ¥ AirtelSIMPLUS <y Welcome | PRTG Net Contact Technical Su; () QuestSoftware, Inc.' D) PRODUCTS W DevOps - Wikipedia @ ORACLE-BASE- Apzc [S| Sophos Central »

Check In New Revision

Check in a new revision of ‘patterns.bet’.

Select a File

0 Files

Browse, or drag & file into this area.

Metadata

Upload | Cancel
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By pressing “ Get a link “ you can create a link (Access URL for the Document) and send to anyone you
wanted to using email.

[ TetirgFokier = Wetlar: X 5] = - ] F
= O A N seuie | b et sl i v bt ot UALT et _doousrenits Sl - |
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Commants:
e D
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Format: rae iz ]_
LL kL
Randitice
Ll Forrur )
Hivint Fil ot pae JET Y L

The system will pop up with the different types of links for the document as highlighted below
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Note: Any time need help you can get by pressing “?” tab

You can make the document as your favorite for quick access by pressing “Favorite.”

You can create a shortcut for this document, you can Follow this document, view and manage revisions,
view workflow history and Upload similar documents by selecting the tabs, outlined in yellow.

Note: You can delete or Unfile the Document if you have a permission to do so.
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