Power & Water Customer
Collaboration Documentum:

Navigation and
Working With Files

Basics
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Module Objectives:

Basic Navigation

Use “Import” to Save Files in Project Folders
Use “Export” to Save Files to Local Drive
Read Files

Revise for Version Control of Files
e  Perform one time setup for Check Out / Check In

o F W Dhe

e  Check Out and revise files
e ChecklInto‘overlay’ revised file ‘over’ old version

6. Review File Versions
7. Use "Edit” to ‘Lock’ and Immediately Edit File
8. View File History
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Basic Navigation:

Perform Searches

e Login - Access Project

e Review Workspace e Subscriptions
e Review Home Page e Notifications for Subscriptions
e Use Project List e Using Your Inbox

e Review Navigation Tree
e Modify Preferences
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Login and Access Project

1. Click link for Energy Customer Collaboration Documentum:
https://collaborationspace.ge-energy.com/pwcollab/

2. Enter SSO and Password, click “Login”

3. Select "P&L Segment” drop-down to click business owning project you
want to access and choose your physical location

4. Click "“Login”

@ GE Infrastructure Single Sign On

* Sign Up For 550 Enter User ID and Password * Request Portal / Application Access

It yau con't have access to this portal or

+ Modify Your S50 Account User ID: applicatian, sign up new
* Synehronize S50 Passwor 2 Password: sessssssssssss * Learn More About $50 Accounts
s Your S50 User ID? ’ . It's ey to get secure access to &l of your GE
orgot Your S50 User [0 applications with just one User ID and Password
I save e g Usar 1D Find out how Single Sign Qn can simplify your

¥ 0 Pass 7
» Forgot Your $50 Pagsword? ACCounts nowe

Login

e ’ 1 =
— " .
S — @B documentum

PEL Segments : | AERO & GASIFICATION j

THIS SITE CONTAINS GE RROPRIETARY INFORMATION
Location: [AMERICAS =l

WARHING: YOU SRE ATTEMPTING TO ACCESS A PRIVATE COMPUTER SYSTEM. ACCESS TO THE SYSTEM IS RESTRICTED TO AUTHORIZED

PERSONS OHLY. THIZ SYSTEM MAY MOT BE USED FOR ANY PURPOSE THAT I3 UNLAWFUL OR DEEMED IMAPPROPRIATE. ACCESS AND LUSE OF [+] More Options
THIZ SYETEM | ELECTROMICALLY MONTORED AWD, BY ENTERING THIS SVSTEM, vOU ARE GIVING YOUR CONZSENT TO BE ELECTROMCALLY

MOMITQRED. WE RESERWE THE RIGHT TO SEEK ALL REMEDIES FOR UNAUTHORIZED USE, INCLUDING PROSECUTION. 4 Login| Help

Copyright General Beetric Company 1997-2005 GE Infrastructure: Production
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https://collaborationspace.ge-energy.com/pwcollab/
https://collaborationspace.ge-energy.com/pwcollab/
https://collaborationspace.ge-energy.com/pwcollab/

Login and Access Project

Project List

IStarts fith »| X E

* 000777 - GEMx Battery Plant Project

d O00EPT - Training - GEMx Battery Plant Project

d OOOTLT - Training - Load Testing,

" 222819x - Contract Mamt - e4RS Tool

d 729017 - GPO - Collaboration Tool
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Project Hame

Show [tems |1D vl

5. Use “Starts With" field to
search for project. *Change the
number of items loaded on a
page in the “"Show Items” box
6. Select (highlight) your project
7. Click “OK” in bottom right of
window



Review Workspace

Search Field

Search

f GEE_JGee |

g Inbox

—O\ Saved Searches

—Q Subscriptions

(- My Files

& Categories

B4 Administration

b Myinfo

—H Groups

—E Home Page

= LiH

E-ﬁ (0OBPT - Training - GEMx Batte
[/ 00Shared Enviranment

f-}[ | 0001 Design Delivera

MO 00001 Packags

B 0001010Es
F 00.01,00.01
[ 0001010
[ 001010
[ 000101026
#[ . 00.01.02 Package

E

BH[ 000103 Package
BH[ 00.01.04Package
il

Advanced Search Arrow

File Edit  View

Tooks Collaboration

Navigation path or
‘breadcrumbs’ to selected folder

Ay Home Cabinet /00 Shared Enwironment /00,01 Design Defiverables 00.01.01 Package & - Building 66 Egress f00.01.01.01 Basis OT Design Dacument - Tollgate 5. 1/00.01.01.01.01 Conceptual Design (30

percent] Tollgate 3.3

My Home Cabinet (20.01.01.01.01 Conceptual Design (30 percent) Tollgate 3.3) ]

8 Lock Own Lock Dai

Hame
00,0 1, 5XLE Table of Content
E 001.dwg
Ei 02_0001 Rew E - Block Diagra
1207 BAtteries. doc
@ 1238541 Test, tif
Hydro Project Transfer_Proc
Hydro Project Transfer_Proc
Inst Rfi report.doc
Master add 2009, xls

| Revision Ll‘ Title | Document $| Created

0
1

2

4

a

47872010 149 PR
F - PRELIBAIN, 47802010 1:49 P
P - PRELIMIMG 44372010 1:4% P
082010 149 P}
P - PRELIMIN, 4/8,/2010 1:49 P&
41312010 3:41 Pih
0132010 4:39 P
4172010 2:36 P

b test AR - A3 BLILT 471272010 11:52 A

‘ Creator

Navigation Tree - with
folders for selected
project displayed
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[rts witn

| Hodified
am 40872010 1:49 P}
am 47872010 1:49 Ph
am 40872010 1:49 P}
am 47872010 1:49 Ph
am 47872010 1:49 PR
432010 3:41 Phw
A73200 4239 Ph
40172010 2:36 I

200 1152 A

Import successful x|

Status Bar - with
message displayed

»|X |Sh0w Files and Foldzrs

—

Items per page
drop-down

Preferences button

“— for customizing

workspace columns

Workspace - with
— documents from
selected folder
displayed




Review Home Page

58 GEE_REMEWABLES : - File Edit View Tools Collaboration
o Inbox
(), saved Searches 000ITO - WRA Training
QG subscriptions

Jc My Files

- ies | R, . A
._ate.g.one: ) ": . ! - F e
-b, Administratien 1 e |

RFls My Files Inbox Project List

@ 000ITO - WRA Training

N

To access, select “"Home Home Page Icons:

Page” in Navigation Tree  RFl's - Log of all RFI's in selected project
My Files - 7 day history of your imported, exported, or
edited documents. Includes commented RFIs and list of all
locked documents
Inbox - Location for acting on all tasks assigned to you,
across all projects you are associated with
Project List - Opens Project List window to search for and
select a different project to display in Navigation Tree
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Use Project List

To Access a Different Project

[ GEE_RENEWABLES - File
w2 Inbox

I-Q subscriptions
3 My Files

- Categories
[}\I, Administration
b, Mylnfo

g Groups

- Home Page

|- Distribution Lists

«" RFis

d 101027 - |tabo Steam add on

d 101642 - Thiva CCPP 400k

d 102345 - Mairib IPP 2X5FAs

# 1234567 - Test_GE_Project

# 403345 - CPW LIS 100 Peaking Project
# 456 - Test_GE_Projectd

d 456-Test - Gdnada

d 6789 - Test_project

d G699 - test

d 953E09585 - Power and Water Collaboration

imagination at work

-, Saved Searches 000ITO - WRA Training

Company
Project
Reports

»

»

1. On Home Page, click

Create
Lookup

1

"
~

RFls

Projects List

“Project List” icon or,
choose “Collaboration”,

“l g ‘“ﬂl “Project” then “Project

My Files Inbox

E@pPage| 1 orz I Show Items lm -

List” from any window
2. Use "Starts With" field
to search for project*
3. Select project in list
and click “OK" in bottom
right of window

* |If project list contains multiple
pages, use arrows to view
additional pages or you may
change the number of items per

page.




Review Navigation Tree

W# GEE_REMEWABLES
e [N

—. '-'. Saved Searches

—a= Categories
-8 Administration
— M dyInfo
— Groups
—N . Home Page
— | Diztribution Lists
— RF1s
- 00017 - WRA Training
01 Propozal Documents
': 01.01 Reference Documents
01.02 Technical Exhibits
02 Wind Resource Azzessment
02.01 ReadMe Files
0Z.02 wind Data
02,03 Digital Elevation Model
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— ¥ Subsc riptions
— II'-'II'_I,II Files \

Inbox - Location for all tasks assigned
to you, across all projects in business
segment

Subscriptions - A ‘favorites’ list of
folder and file shortcuts.

My Files - 7 day history of your
imported, exported, or edited
documents. Includes commented
RFls and list of all locked documents



Review Navigation Tree

W# GEE_REMEWABLES

iy | MDD

- G § »aved Searches

— ¥ Subsc riptions

— O My Files

—E% Categories Home Page - Initial page displayed when
- @ Administration a project is loaded. Contains the shortcut
— @ MyInfo menu icons (including “Project List”)
— Groups

—R Home Page ~_ RFl's - Log of all RFI's in selected project
— il Listribution Lists " (based on access level security)

—a Rz —

- 00017 - WRA Training
01 Propozal Documents
': 01.01 Reference Documents
01.02 Technical Exhibits
02 Wind Resource Azzessment
02.01 ReadMe Files
0Z.02 wind Data
02,03 Digital Elevation Model
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A\ 4

Project Name of project currently accessed




Modify Preferences

Customize Workspace Columns

1172472006 A

2 -- web Page Dialog

Preferences: Display Settings: Columns for My Home Cabinet :

Select object type:

imagination at work

Open and use Column “Preference”
Window:

1. Click =» iconinright end of the
column area or Click “Tools” menu,
select “Preferences” then “Column”
tab

2. In the “Preferences” window, add or
remove column header attributes to
display: highlight attribute; select
center arrows to include or remove

3. Re-order column header attributes:
highlight attribute; select right side
arrows to move up or down

4. Click "OK"

In Workspace:
-Click column name to order it

alphabetically or numerically
-Place and hold mouse on column
border to size accordingly



Modify Preferences
General Tab for Checkout and Drag and Drop

Collaboration

09 2:01 &M

09 2:01 AM

09 2:01 AM

S—
0Z Alteration Notices_Min: New Window 09 2:03 AM

E‘sl g;imﬂxrgpmti and RF I 4 “iew Message f T

05 Obsolete Documents Bl ot 09 1:45 At

Demo -3
EOHR. '
T 102935g,pdt
File History.ppt

Transmittal of Internally G
wersian chient
= 1029352 pdf
File Histary ppt
L hdd Repository

General | Columns

Section to start in:

06 External Document Cor ore
eeeeeeeee
Demo -2 L 09 1:45 At
3l of Ins

Virtual Documents | Search

Home Paze

Checkout location:

Change CiDocuments and Settings

Current State|  Size| Modified

T —

fstarts witn

= | 3 | snow Fies and Fordsrs

11712/2009 2:01 At
11/12/2009 2:01 b
11712/2009 2:01 At
11712/3009 2:03 Ah
11/12/2009 2003 b
112172009 10:30 bbb
1172472009 118 h

112472009 1:49 At

11730/3009 9:33 Mh

Formats

DesktopiCheck Cut

Saved Credentials:

fusername and
Dassword )

Repository Username

Mo zaved credential found.

Removing saved credentials does not remove the repositony, You will simply need fo re-enter credentials,

Password

Theme:

| documentum v l

Drag and Drop:

Setyour defauld theme, the look & fe

IV Use the drag and drop plug-in,

| you prefer fo use from the opfions above,

Hidden objects:

Accessibility Options:
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- T -

plug-in leds you drag items bedween Webiop and your deskiop,

{Changes fake effect after restarding your browser, )

[ shaow hidden abjects

™ Turm accessibility options on.

See WOK Fegdures in "Help" for moreinformation,

m Cancel

Open and use General
“Preference” Window:

1. Click “Tools” menu, select
“Preferences” then "General”
tab

2. Modify “"Checkout
Location”: click “Change”
then navigate to your
personally created folder on
local drive to change the
default location of your
“Checkout” folder.

3. Select “"Drag and Drop”
which when “checked”
enables you to drag files
from local drive into a
Documentum project folder



Perform Searches

Basic Search: search by key word in name across entire accessed project
Advanced Search: conduct a more complex search across entire accessed project

Workspace Search: key word search only of content displayed in workspace

i g_AERO_QA : = File Edit Wign Tools Collaboration
Inbox
[0, Saved Searchies My Home Cabinet /01 Pre-Contract /01,01 Customer Bid Spec (RFI~Tendsr) (3)/01,01,01 Detail Folders (5)
& subscriptions My Home Cabinet (01.01.01 Detail Folders (5}) [7] Starts With 3| Show
= Y
1 |- My Files
= Categories I
U’%« ;UT“:‘S“C"“”” “ Lock Owner |LlockDate| Hame ' Revision L( Title| Created | creator | siz Modified | Modifier
=] ylnis]
i Groups & 441972010 10:42 Abh 1 4/1972010 10:42 A
&7 Home P
€ o Pags P 441972010 10:44 4 14 4£1972010 10:44 b
- -4 Distribution Lists
g FFIs O 441972010 12:19 Ph 16 4/1952010 12119 PM
=H 555 - test N . . title
[2 00 Administrative Documen tero doc.xds i infor 44212010 §:48 At 49 4/21/2010 B:45 AM
L[ 00.01 Changes to this te .
[ 01Pre-Contract Browser-Cache Clearer 42572010 9146 Ak Ak 42872010 9146 Ak
FRL 01,01 Customer Bid Spec & wiliam.schancké 4/29/2010° 2 Lesson Learned.ppt 4421 /2010 11155 Abh 22 4/21/2010 11:55 Ab
L 01.01.01 Detail Folde
‘ o pro_sudioConferencir a 442172010 11:53 Abh 2347212010 11:53 b
(" 01.02 GE Proeosal (5] — !

1. Basic Search: Initiate using Search field in upper left corner, click ‘Magnifying Glass’
2. Advanced Search: Initiate by clicking ‘Arrow’ next to ‘Magnifying Glass’ button
3. Workspace Search: Initiate using “Starts With” field in upper right of Workspace

imagination at work



Perform Basic Search

Search field in upper left of window queries file and folder names, returning ranked results
in workspace

File

Edit Wign Tools Collaboration

st

Inbioz
Saved Searches

—Q Subscriptions

-2 My Files
Categories

[ Administration

—- Mylnfo

i Groups [':-I 00.01.01 Package & - Building é6... 262010 12:57 PY

—B. Home Page ]
_épﬂs 2 [: 00.01.02 Package B - Site Utilit. .. JI26S2010 12: 35 PY

“9 Lock 0wner| Lock Daie| Hame Revision Leuel| ﬂ| Created Creator

[:" 00,0103 Package © - Building &6, SIEASI0TI0 1259 PN

[-.

=R, O00BEPT - Training - GEMx Battery Plar

00 Shared Environment:

00,02 Cross Package Repar
00,03 Schedules

00,04 Permits

Test Folder

[}[_‘:.' 01 Package & - Building &6 Eare

[ 02 Package B - Site Utilities

[II-[_‘:.' 03 Package C - Building 64 Offi = | Hame | Ranking| Lock 0wner| Format | Size | Modified

[]—[:.' 04 Package O - Manufacturing L

[ 05 Package E - Manufacturing 1211672009 23:01:25 dm_FT5tateCfIndex B Text Document ... 3KE 1271672009 11:01 PW GEE_IGCC
1271672009 2300043 dm_FTCreateEvents B Text Document ... 3KE  12/16/2009 11:00 PW GEE_|GCC
1211872009 23:00:56 dm_FTCreateEvents xs Text Document ... 4KE  12/18/2009 11:01 P GEE_|GCC
1271972009 23:01:28 dm_FTCreateEvents B7% Text Document ... 3KE 1271972009 11:01 PW GEE_IGCC
1212072009 23:01:05 dm_FTCreateEvents 57k Text Document ... 3KB  12/20/2009 11:01 P GEE_|GCC
1272172009 23:00:53 dm_FTCreateEvents BT Text Document .., 3KB  12/21/2009 11:01 PW GEE_IGCC
1242272009 23:00:50 dm_FTCreateEvents B7% Text Document .., JKE 12/22/2009 11:00 P¥ GEE_IGCC
1211672009 16:11:33 dm_DatalictionaryPublishe  5é¥% Text Document ... 3KB 12/16/2009 412 P GEE_|GCC
1211672009 20:40:46 dm_DatalictionaryPublishe  Ge% Text Document ... JKE 1271672009 &:41 P GEE_IGCC
1201772009 15:10:28 dm_DatalictionaryPublishe  5ek Text Document ... 3KE 1271772009 311 P GEE_IGCC

imagination at work



Perform Advanced Search

Click “Arrow” (next to upper left search field) to open “Advanced Search” window.

ql- Advanced Shift+5 | Ukst Results
‘j GEE_IGCC: File £dit LHET Tools Collaboration
—@ Inbox
|, Saved Searches Search Results
-Cf Subscriptions 150 Results for "report” in GEE_IGCC - 47172010 2:44 PH
—2C My Files

= Categories

—l Mylnfo — , , 3

_ﬁ [elelety  Advanced Search: General

ontains: (pant

= e
ll Locations: This Cabinet Only

Object Type: IOthEr Documents (ge_document)

Properties: IName j Icontains EEEEE
Add another propert

PO [ oditie

Size: Inny Size

Additienal: [ Find hidden ohjects

[ Find all wersions

imagination at work

1. Enter key word in “Contains”
field. You can use this field to
search document content.

2. Select “Object Type” from
drop-down. “Other Documents
(ge_documents)” will include all
documents in the project.

3. Use “Properties” drop-downs
to select other search criteria
4. Click “Add Another Property”
link to add additional criteria to
further refine search

5. Click “Search”



Working with Searches

1. Save asearch:click the “Save” icon after running a search*

2. Restart a saved search for ‘up to date’ results: select the search, right click and choose “Run
Search” or select and open (double click) a saved search and click the “Restart” icon.

*Click “Saved Searches” node of Navigation Tree to locate your saved searches

01 Pre-Contract
02 Contract Information
03 schedule

BH
-
=

=+ Q00E«THUS - Training Project
[} 00Workflow Forms
[+

Save Your Search :

ATram RFI Attachment-JR.txt
ATram Version-JR.xls

AATest Doc-JR.txt
A

Mame: Iplant

Description: Iplant

[¥ Include Results

[ Make Public

I

*Saved Searches can be made “Public”

so colleagues can access and run them.
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Text Document (Windo 1 KB

M Excel Worksheet 84 14 KB

471472011 2:48 PM

41472011 2:48 PM

MS PowerPoint Present 1.76 MB 4/14/2011 2:58 FM

oo = —

g# GEE_IGCC

—O\ Saved Searches
e .

-c My Files

== Categories

& Administration
o8 MyInfo

—@ Groups

—E Home Page

- | Distribution Lists

s

00 Environment

00 - Readie

[EH 00OTLT - Training - Load Testing

00,00 Renewables Engine

- File

GEE_THERMAL _EU
GEE_THERMAL EU
GEE_THERMAL EU

Edit “ign

Tools

IE) Q- Logout| ?
g3 GEE_THERMAL_EU : ] Fie  Edit  View Tods  Colaboration
L—U\ Saved Searches I Search Results & = 1
< O{ 13 Results for "Complex DQL Query™ in GEE_THERMAL_EU - 5/5/2011 4:21 PM 2 —— P pestart Save
2 My Files — E—
-5 Categories
BB, Administration
o, Mylnfe - ==
-] G:GEDDS 9 Name Ranking| Lock Owner | Format Size | Modified Source =»
*E Home Page ATrain Test Doc-JR.txt Text Document (Windo 1 KB 3/31/2011 2:09 PMm GEE_THERMAL EU
|- Distribution Lists . . .
i RFIs ATrain Check Diff Doc-JR.txt Text Document (Windo 1 KB 471472011 2:48 PM GEE_THERMAL_FU

Collabaration

Hame

% plant
% test

G% new search

Saved Searches

| Description| Modified ¥

plant

| Sources | Results|

—

test

o A
2

Run Search

i =Nl |“

Properties

Delete




Subscriptions

Subscriptions are used as short cuts (similar to Internet Favorites) to navigate quickly to
frequently accessed project folders or files. They are saved in the “Subscriptions” node of

Navigation Tree. =

Open (Read Only)

=== Categories
[]—I_ Administration
—I_ My Info

i Groups

R Home Page

(- | Distribution Lists

g RIS

[=H@. DO0BPT - Training - GEMx E
- 00 Shared Enviranm
=

[ 01 Package & - Builc

Subscribe
Search Q. [~ Subscribe Others
mal as Lirk.
ﬁ_igl_nfoic : [ File Edit Wigm Toals Collabar ation Export . .
|, saved Searches iy Home Cabinet /01 Package & - Buiding 66 Egress 01,01 Design /01,0 gﬂi;ﬂj‘””s"'p
___Q Subscriptions 3.1/01.01.01.01.01 Toligate Approval Expart Ta Cv
|-2c My Files My Home Cabinet (01.01.01.01.01 Toligate Approval) [1]

Properties

= § Add to Clipboard
ock Da1| Hame | Title | Add to Favorites
1 | Test Mew Folder 1 Delete
E 345 KW Relocation As-Builts

Turn On Read Motification

&I jenmifer: 817520 Turn On Change Matification
&I william, e 57305200 Mew dero Template 090209 Wi »

Lifecycle 3
Wirtual Documnents 3

1Search Q-
.j GEE_IGCC z File Edit Wigwm Tools Collaboration
e Inboc

—__G Subscriptions

2% Categories

[ 4 Administration

—‘I_ Mylnfa

il Groups

& Home Pags

- | Distribution Lists

4 RIS

E}-EDDDBPT - Training - GEMx E
B |

g 00 shared Environm
L 01 Package 4 - Builc

IStartS Wiith =» | X

Subscriptions (GEE_IGCC)

9 Mame

| oo.01.01.01.01 Conceptual Design. ..

| Hotifications| Size | Format | Modified | subseribed by | owmi

JF2EF2010 1237 PM

[+ 01.01.01.01.01 Taligate dpproval SIZESZ0M0 1242 Ph

[ Test Mew Folder 1 1172010 1:40 Ph

2 & 3 M Excel
&I ENew Aero Template 090209, xs (W] Warks.., 8652010 2:07 PM
M Excel
[th

* One can also “Subscribe Others” to folders and files,
placing the item into their “Subscription” node.
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To Subscribe*:

1. Select folder or file in
workspace, right-click
and select “Subscribe”
from menu

2. Folder or file will be
available in the
“Subscriptions” node of
Navigation Tree

3. Select “Subscriptions”
to access all subscribed
objects across projects
within a business
segment



Notifications for Subscriptions

One can set “Read” and “Change” Notifications for Subscriptions. Notifications generate an
‘alert’ that is sent to both Documentum “Inbox” and personal email Inbox (example: Outlook).

Edit
Open {Read Only)
Check Out
Search
A Subscribe

lgd GEE_IGCC = File Edit i

Subscribe Others
Email as Link

Toaols Collabaration

g INba

—ug saved Searches
G subscriptions
25 My Files

= Categories
[}\1’_ Administration

Subscriptions (GEE_IGCC)

Export
Add Relationship

QuickFlow
Export To C3
=@ Hame | Hotificatio properties

—\I, My Info [~ 00.01.01.01.01 Conesptual Design. .. Add ko Clipboard
- Groups 0 £dd to Favorites
©01.01.01.01.01 Tallgate Approwval
& Home Page = PR Delete
(— = Distribution Lists | Test Mew Folder 1 o 2
iy Turn On Read Motification
5 Ll -
s Turn On Change Motification
- O00BPT - Training - GEMTE & hyew dero Template 090209.xis Read .
| 00 Shared Environm Yiew 3
Lifecycle 3
Yirtual Documents 3
Search Q‘

irts Wiith | X

Subscribed by | owm

lgd GEE_IGCC - File Edit Wil Callabi 3

e Inboz
A, Saved Searches
- subscriptions

2 My Files

= i —
3 CatPTg.ones . g Hame
[ d Administration
& #hyinfo [ 00,01.01.01.01 Con
i G

@ Groups [ 01.01.01.01.01 Toll
& Home Page
(— | Distribution Lists [ Test Mew Folder 1
4 RIS

=HE2 0008PT - Training - GEM<E | & | 2 ew sero Templat
I 00 Shared Enwironm

imagination at work

Subscriptions (GEE_IGC( ' o-F e
‘Wirtual Documents
orkflow

Subscribe COthers

Linsybsrribe

Turn On Read Motification

Turn On Change Motification

TransFarm

et Window

View Messages
Job Stakus

Preferences

r IStarts Wiith
3
.4

| Subscribed b

P
P4
W

To set Notifications:

1. Select a subscribed object,
and right-click

2. Choose “Turn On Read
Notification” and/or “Turn On
Change Notification” or

3. Select a subscribed object,
click “Tools” menu

4. Choose “Turn On “Read”
and/or “Change” Notification.

Read: sends alert when
someone opens (views) or
exports the file

Change: sends alert when
someone checks out,
check in or changes the
file or folder in some
manner



Using Your Inbox

All tasks assigned to you and all alerts set by you, across all of your projects within the
Business Segment are listed in the “Inbox” (not associated with an email Inbox).

1. Urgency of item
labeled by “1”, “11", or

TITT : wyn H
o | 11", with “1” being least
Igd GEE_IGEC File Edit e Tools Collaboration “ ' ' '" b .
g INboe
O saved Searches Inbox (GEE_IGCC) 3 [snow an ice attachments) v and “!! eing most
-G subseripti
(3 vy ries 1 2 05 urgent
= Categories I subject | From | pate Received | Due Date/SEW
[i%:;rr;::tratm m O0OTLT-RFI-00027 titile 972472010 2:35 P# = 2‘ ltems can be sortEd by
—%Groups ! Supplemental Recipients 9F1R/2010 2:42 P c||ck|ng column names
& Home Page m 000TLT-RF1-00010 Submitti :
] Distribution Lists 4 ubmitting ECO Pr... 371472010 3:46 P .
i Frs N !!! 000TLT-RFI-00025 testing Q1472010 1:49 P 3‘ Types Of ltems
Ee- 8 000BPT - Training - GEAx Battery Plar ! 000TLT-RFI-00023 test 271472010 1:01 P# d'splayed |n |nbox can be
i 000TLT-RF1-00016 test /3172010 3:56 P
: “ n
HH 000TLT-RFI-0001 test /3152010 3:49 P ChonQEd by Show---
4 ! Review RF| /3172010 3:14 P drop-down
B I~ File Viewed ¥ Exported GO3052010 457 Pid
- 4. Tasks related to
" P . .
Specific information about each type of Task is workflows are labeled

covered in separate Training Modules. ) . .
with project namein

Subject (example shown:
“000TLT-RFI...")

*A task can be acted
upon by selecting and
double clicking to open

imagination at work



Using Import

Bring in Files from Local Drive

Logout| 7

Searh Qe
® Dacunentum Fie  Edit s Colaboration
i Q4 4ERO Dochase pefp— )
g It 2 t Specific)
—‘;{SavedSearches roject Specific)) E
—Q Subscriptions
-2 iy Files
2 Categories
# 1 Adninistration
—%gymm Tnport shit4]
) Groups )
14 D
—ﬂ Home Page !
s L 4
TT6a0 - TVa P 20 24 4
1 { (1 Bilof Materisk Project Spe -
iftetati =2 in-Boi RAu
[ [Dranngs Help shift+H
. o & diff rev th
B ADCT Reports and Pt | bk kg e e
|" (5 Obsolete Dacuments - w0 3,00 na
. oLt ift+
i (6 External D t Contral
+|‘. wtemal Document Contral TR A H
[ Demo-2

| Temo-3
EONR

Transmittal of Internaly Genet

@ 19403273 - 240 H
60 day issue log 1f

Ead - yversion client . . ypical
L ik Bennitory L) twce\ uts di nts

‘ Revision Leve| Title ‘ Created

TTHB/09 848 A

009 44 dd A
QT

ftarts With

restor

| Current Stle  Size: Hoifed

(X |Sh0w Fies and Folders

Modier

THE 111972009 :48 Al

AT KR 1174 (90010 2 FF B

Page Dialog

Import: File Selection : 01 Bill of Materials (Project Specific)

imagination at work

Selected FilesiFolders :

Add Files Add Folders Remove

>

t Files

1. Select folder, where files
will be Imported
2. Select “File” menu, then

“Import”

3. Click “Add Files”

4. Locate and select file (you
may also select multiple files)
from local drive, click “OK"

Laok in: IE) documentum

i A= [ =

) CRP

IC5) Issue Resolution Module

IC5) Prelim lean

IC5) Training Courses

IC5) Workflows

@ CollaborationTool QFD-4-4-06 v1.xls
[ CRPZ Booklet_vS_Belfort.doc

DCTM Tour General Features.ppt
Documentum email notice, ppe
Docurnenturn Temp. ppk

@ FW Process Mames for Docurmentum, rbf

Issue Resolution Module I Mockups_WS. ppt

4

@ ML Concept.doc

B notes June 19 2009.doc

@ projec tkick off.xls

B RE PHET Training.rtf

Training Kickoff - Documentumn,ppt
‘Wrkflow, vsd

File name: I

Files of typet  |ulFiles

Cancel




Using Import
Select File “Type”

Import: File Selection : 101642 - Thiva CCPP 400MW

5. Click “"Next” to go to attribute
screen

6. Retain or change file “Name”
7. Select file "Type” drop-down

imagination at work

3 -- web Page Dialog x|

Import: Object Definition : 100 - 149 Seri

File: Dizers w Documentsitest\FOFiterCartridgsSpecification-G0957-FOFC [1]. doc

Hame: |FOF|IterCartrmgeSpec\ﬁcatmn-GU?S?-FOFC M.doc  *

Type: {GE Document [ge_document) - 7

=

Format: Fhl wiord Document 8.0-2003 (Windows)
Titte: |
Reference:

Type: |GE Document (2e_document) j

File Types:
ge_document: typically for non-version controlled

files, non drawings/specifications with minimal
attributes (file meta-data) required

ge_drawing_document: typically used for GE
drawings or specifications that ARE version
controlled. More attributes (file meta-data) are
required and associated with file.



Using Import - File “Type” Fields
ge _document (or Other Documents) ge_drawing document (or Drawing or Specification)

Name - mandatory Name - mandatory

Type - auto populates Title - mandatory

Format - auto populates Revision Date - mandatory
Title - mandatory *All other fields are optional

Reference - optional

. . File: D:\Documents and Setting \Desktop\DCM Bus Segs.doc
File: D:\Documents and 5ettings) Deskiop'.DCM Bus Segs.doc
Mame: IDC.'\'. Bus 5egs.doc
Hame: Ipc'ﬂ"' Bus SEES'dG: # Type: IGE Drawing Document (ge_drawing_document): Ed Document Type Help
Format: I.L'.S Word Document 8.0-2003 (Windows) j
Type: |GE Cocument (ge_document): Other Documents (| F) Document Type Help Tite: |
itle:
Format: IJ'-'.S Word Decument 8.0-2003 (Windows) - Drawing Number: |
. Sheet Number: I
Title: I #
MLI / MDL Number: |
Document Status Code: I d

Reference: I

Revision Level: I

Revision Date: IDatc— @_‘12:-&3:-&3 AR

Revision Notes: I

*To maintain document version control, follow Check
Out/Check In procedures for creating versions (revisions).

imagination at work



Using Import

Select File “Format”

3 -- web Page Dialog 2|

Import: Object Definition : 100 - 149 Series

File: D:sers' Jocumentskest\FOFiterCartridgespecification-GO957-FOFC [1].doc

Name: |FOF\\terCartr|dgeSpemncanon-GU?S?-FOFC[1].doc *

Type: IGE Document (ge_document)

Format:

Title: |

rence: I

* For large files, after you click “Finish”
you may perform other tasks. The green
confirmation will appear when the Import
completes.

imagination at work

8. “Format” field will auto populate, but
can be edited using drop-down

9. Complete other mandatory/optional
fields

10. Click “Finish” (or “Next" for multiple
files import)

11. View Confirmation* in bottom right of
window

e Edt  View  Tool Calaharation

4y Home Cabinet /01 Bil o Materias (Project Specific)
My Home Cabinet (01 Bill of Materials (Project Specs

arts win o [sramrves smararers

G subseriptions
My Files
== Categories

9 LockoOw Lockbate  Nme | Re: | createa || crestor | o
i keministration
& wyinto 1/ documentur 121172009 336 Pk 12112005 336 P
& Groups B tozease par 1/19/2009 8:48 Ak TKB 1141972009 818 Al
& Home Page
Gl = 110e1390.8 0 15132009 11:44 A t 4TINE 12422009 10:53 Al
B 101642 Thiva CCPP <00 Bl voeissna » 1172472009 3200 2B 1112472009 455 I
Acd Repository
=l 0e1390 4 /2412005 3248 PHh 9ZKB 112472009 i Bl
=l 10e135000 4 112412005 3:48 PH 3KB 1172412009 318 Pt
1207 Bhtter a it rev than /2312005 3246 PH 23KB 114232009 36 Pt
B1z07 eateer na 112312005 3:48 PH an 23KB 117232009 318 Pt
&) 50273 1 17241200 3148 PH TZ3HE 1172452009 318 Pt
B 50273 1 17241200 3148 PH KB 1172412009 318 Pt
92009 2247 PH 202KB 111972009 2147 Pl
ypicalwts 1172472009 3:48 Ph ATHE 1172452009 308 Pt
127212009 432 i 225KE 12/2/2009 432 PH
121212009 43 i 225KE 12/2/2009 433 PH

SSEKE 11/17/2009 4:32 Pl
27K 1417/2009 32 P

27KE 144872009 20 P
2B 1102472009 348 P

15 4 -




Using Import

Import Folder from Local Drive 1 select folder where your

imported folder will be saved
2. Select “File” menu, then
Search Q| Logout | 7 "lmp0l't"

: Fie 5 Colaburation |’ k " dd l d n %
3. Click “Add Folders
i Q4 4ERO Dochase P — b
t Specific) d l f l d
i 2 [ , , 4. Locate and select folder
-, Saved Searches roject Specific)) E |StartsW|th » X |Sh0w Files and Folders . .
St from local drive, click "OK"
-2 by Files
ﬁidatgglu?est‘ | Reision Leve Title | Created | treator | Current Stle  Size: Hoifed  Moifer *Not all users have permiSSion
ministration
-1 by —-— it 1113/2009 8:45 THE 111572009348 it = to Import folders.
b Groups )
1D A L ATTHE {1 (5479011 4. Pl
- toe e ! 210
"'RHS 4 Import: File Selection : 01 Bill of Materials (Project Specific)
TT6a0 - TVa P 20 24 )
1 [ Dt of Materiss Project spe - Selected Filesolders :
| dlterati £t B0 A
[ [Dranngs Help shift+H
. o & diff rev th
B ADCTReports and P Bt | ockWetp e o ad eyt
|" 05 Chsolete Documents o 10 fes.do na t Files x|
: ogo ift+
:‘. [D)ﬁe;;tezrna\Documenttontrol TR At H 3 Look in: Ih documentum LI J .)
i Dema- 3 @ 19403275 - 240 H IC5) CRP @ ML Concept,doc
BHE O EOMR i . i .
i 60 fyfmtay 11972 [} Issee Resolution Module @ Notfes Jufﬂe 19 2009.doc
. Transmittal of [nternaly Gener emove | IC5) Prelim lean @ projec kkick off.xls
5;‘, version client e ) } ypical IC5) Training Courses @ RE PMET Training. rtf
L ddd Benncitary QFM ical ts di wts 112477 IC5) Workflows Training Kickoff - Documenturm, ppk
@ CollaborationTool QFD-4-4-06 v1.xls ‘WorkFlow, vsd

[ CRPZ Booklet_vS_Belfort.doc

DCTM Tour General Features.ppt
Documentum email notice, ppe

Docurnenturn Temp. ppk

@ FW Process Mames for Docurmentum, rbf
Issue Resolution Module I Mockups_WS. ppt

4
File: narne: I 4
Files of type: I,q|| Files — Cancel

imagination at work




Using Import
Set Attributes

Attributes can be set for folder being Imported
or for each of document within folder.

Selected FlesFoiders :

Previous button:

File: D:\iser: My Documentstdocumentum

Mame: [documentum

Type: |GE Folder (ge_folder) ¥ | Document Type Help

Title: 7
Subject:

Keywords: Edt

Type:

5. Select “Attributes”

6. Select “Folder Attributes” or “Document Attributes” tab
7. Complete fields

8. Select “Next” or “Finish” as appropriate

9. Click “Continue” to finish
\ ) imagination at work



Export File

Select Files for Export

I _

g Documentum File Edit Wiew Taols Collabaration
¢ QA AERQ Docba 2e.com
i 1o My Home Cabinet /01 Bill of Materials (Project Specific) e . °
O, saved Searcl My Home Cabinet (01 Bill of Materials (Project Specificy) [7] starts With Ex po rt to Sa ve f' l e CoO p | e S to l oca l d rl Ve
—.Q Subscriptions
|2t My Files
[ Categories “¥ Lock OW‘ Lock Date‘ Hame ‘ Revision Leva‘ Title. | Created | Creator ‘ Current State‘ Siﬁl 1

B B Administration

5 e © soomentr S 1. Select file(s) in workquce to

(i Groups
—%Hume Page -"E 1023 Edit =/l h . h l ° h *
g Rrs =] 41pE4] Check. fge.com Draft 'g 'g t
101642 - Thiva CCPP 4004w B 2 Jze.com H H 1
01 Bl of Materials (Froje Subscr | 2 R ht- l k l t d fl ( ) t
02 Atteration Matices_mil 1 @110E1 Ernail f 3 ige.com . ' c 'c Se ec e ' e S o

03 Drawings

Export _
e,

04 DCTH Reports and RF <l Quickflow ~ = 0 pe n m e n U

05 Obsolete Documents 1207 B| Export To C3¢ e e e d)ZE.COM

06 External Document Control | 3 C h “” E t n

Dema-2 ‘ 1207 B| Send as attachment sanck@ge.com Review . oose x po r

Demo - 3 B 19403 sanck@ze.com

EQHR E] 1odp;y] Propeties anck@gze.com

Transmittal of Internally Gener
5l version client
—  hdd Repository it

e Wazecen *Select multiple files by using
R “Shift+Click” or “Ctrl+Click".

7 Delets
hsial?) ily@ge. com
isial7] Turn On Read Motification

il !
Turn ©n Change Notification Ve com
DG Pr lly@gze.com
. Lifecycle
DG THY Yirtual Documents lyi@ze com
DG TH. doc ly@ge.com
DOCUMENTL H Janck@ge.com
File Histary. ily@ge. com

imagination at work




Export File

Select Files for Export

elect F er

Look in: I My Documents

x|

= 2 2EE

[C5) 2003 Plan

(C=) Admin Coord

(=) Admin Crass Training
(L) Admin Guide

[T AERC

IC0) B. Beck

(C2) B. Hauth

(C=) Back up copies

L) Beyone Compare
(L) Boltash Training Folder
[0 Calr

L5y Capacity Planning Rpts

I

IC5) CKOM €D

) Community Libraries
IC) Computer

L) Computer errors

[0 Current Projects

=) Custormer Kick OFF
) W BFIE

50 W Proof of Concept
L) Daniels

() Design Guides

=) Didier

25 documenturn

Filz name: ID:\Users'\

My Documents

|5 Dacumenturm
L5 Documenturm
[ Drives

L2 Dussaule

L) E Learning
[0 e8RS

£y eDSR

3 eTTs

L) ExcelComp
L) Exchange
|C5) Expoart Cantr

Files of bype: [l Files

L) FRetwork
4 .
L=l I
- I T

q Logou ] 2
oo fe B vew  Toms  Comberaten
" s Rk Dt
[ B e Cabmet 01 4 1 Matoria rogect specine)
0, Saro Searches y n Feats e o x [fouties s Foers
C sscrptons
Xty s 0
| cateapres % lockOw LockDale  Mame | Revisionlews Tal Sroatod Srmator Comoni St Sizo Horkfiod Huites B
Y pe—
& ylato documentun 127172009 33 Pl 12172009 3067 | d
i = g o e s
1 = Enoa o 132009 11:44 TG 120277009 WSIMK |
S ez
| Emmzmmmw aenon 4 112412009 3148 Pl 2B 142009 4155 P |
= rEnma 4 112472009 3108 Pl B 1R |
Ziienon 4 12472009 3:48 Pl BIKE 1172402009 348 P |
) 207 patter it rew then BB 0B |

B) 27 artar na

LI WINE 192009 27 Pl |
Heea vy JHWE 1120093 P TN 1T 40P |
Hssarzan, 121272009 47294 M 24NN |
Hpsanraans, 121207009 4,32 Pl M 2R ARk |
Blog process 7009 432 Pl
Hlog nee HMTI009 422 Pik
Blog e B0 420 P
Hoccumenn. 1 1172412009 3148 b
Hrie rstory. 2009352 Pl

| 3] 4|

4. Select a destination for file(s) on local

drive, click “OK" *

5. View Confirmation in bottom right of

window

imagination at work

e P _I_FILE_EXISTS: Fie OxiUsarsiS04851364 4y Decments Wi HOE1390_4_4, 4 sresdy exists, Do you with tn overwrite?

*If file with the same name
already exists, you will have

opportunity to select “Yes” to
overwrite it or “No"” to cancel.




View Files (Read Only)

. . .
: ' 1. Double-click a file to open it
Documentum File Edit Wi Toals Collaboration o
. Inbox iy Home Cabint/01 Bill of Materials (Project Specific) “” ” ° H 5 H
_), Saved Searches My Home Cabinet (01 Bilt of Materials {Project Specific)) ] IStar(s With » X IShuw Files and Folders ea n y ' n na 'Ve a p p ' ca ' on
Wi O *
= Categories 9 Lock Ow| LockDate|  Mame | Revision Leve| Title | created | creator | current State.  Size| Hodified | Hodifier [2=> ° x s o r xce ) etc .

& Myinfo I documentur 124172009 336 Pik 127172009 3:36 Y o . o
g crovps 2 1029352, pat 1/19,/2009 548 Al TKE 171942009 B8 A 2 l he f' le ma be saved 'n 'ts
7 Home Page .
s =) 1013900, 0 1141342009 1:44 4 A7ZKE 12722009 10:55 R . d
c 101642_7 Thiva CCPP 400K @ TIDEN390_4 A 11/24/2009 3:48 P 4FZKB  11/24/2009 4:55 P " "

Add Repository

Ia'HﬂE":‘WUJI A 11/24/2009 3:48 P4 33ZKB  11/24/2009 3:48 P

o
Ia'HﬂE":‘WUJI A 11/24/2009 3:48 P B3KB 11/24/2009 3:48 P fu nct' on
50 1207 Batter = ciff rev than 1142342009 3:4¢ Pi KB 11/29/7009 F6 P

1207 Batter na 112342009 348 Fih 23KB 11/23/2009 8P “" ”n
Bl 1sapozrs - 1 /2442009 348 Fih 123KE 172472009 A3 P . o ow ec ut ec n

B 0ps73_ 1 1142442009 3:48 Pi 94KB  11/242009 348 P . o o
| steps to create a version (revision)
9Fh typical ypical ks 11/24/2009 3:48 Pi ATKB 1172442009 348 P .
- o
E psizorzana. 125242009 432 Phh 273KE 12/2/2009 432 P to the f' le (See next SI Id es)
Asia072409.: 12/2/2009 4:33 Pl 223KB 12/2/2009 4133 Pt
Blogrrocess ¢ 11/17 /2009 4:32 Pt S55KB 11/17/2009 432 P
0 T . . o .
DG TH.doc 11/17 /2009 4:32 P KB 1171742009 4.32F *A bUIlt in viewer is used to open flles in
oG 1H.dec 11/18/2009 4:20 P KB 1171942009 420 F
o . . .
Fpocument. 1 1142442009 3:48 Pi 32KB 11/24/2009 348 P I t t t I I d th
an application not instalied on the
Brie istory. 11441242009 3:52 Pil 297KB 1171242009 352 P =

user’'s hard drive.

FA Microsoft Excel - FPL Tampa III Quote.xl: | [Read-Only] 1 - IEllil
.|
=12l x|

W[ 00 - ?| B 7

J File Edit Wiew Insert Format Tools Data Window Help
NEEHS SRy | $2RT| v -
&) share This File | WebEx -

E11 ~| =| test

A [ B | ¢ | b [ E | F | 6 [T
FPL Tampa Il Project Quote —

—_—

—_—

TA sves 540,000
Ta&L 54 000
etc etc

| 1
o

) imagination at work




Revise for Version Control
One Time Setup for Check Out Folder Location

Documentum automatically creates a Check
Out folder in the C-Drive. The user is able to
change the path to a preferred folder location

- & Folder
@ Shortcut

Check Out

a Briefrase

Arrange Icons By
fresh

& Eitmap Image

Micrasaft Word Document
@ Microsoft ficcess Database
Microsoft Project Document
ﬁ] Microsoft Office Binder

m Other Office Documents. ..

ShE
ste Shorbeut
Undo Rename Chrl+2

Microsaft PowerPoint Presentation
ﬁ &dobe Photoshop Image

E] Text Dacument

Microsaft Yisio Drawing

Graph?cs ProFerties. " @ ‘Wave Sound Search
fraphics Options ' @ Microsaft Excel Warksheet Jd GEE_IGCC a| Fie  Edit 3
icTFin Fil & Inbox
Q3 winzip Fie j:tga\,ed saarches #y Home Catnet /01 Packd -1 -1 * bt Design o
Properties —Q i’\unls:irlptlons My Home Cabinet (o1. :\'llrtuk‘j‘:ll Documnents
—a o My Files QrEriow
S e e |
[0 ddministration 9 Lock Owner | Lock Subscribe
& tylnfo Subscribe Others
—%Gmups 10 1:40 Ph
" I} {7 Home Page o }
2 . N ame fOI d er C h ecC k 0 u t -] Distrioution Lists Turn On Read Matification 10 5:4 8t
= L 10 1:54 i
H H - DO0BPT - Training - GEM: Bat: I ‘
3. Log in to Documentum, click oo Turn 0n Change Nokfication
) ) 0" » EH[ . 01Package & - Buiding 2:07 Pk
01,010
Tools” menu then “Preferences 0 ol E———
| oononot Transform
B oo, 4267
B Testh ) 421PH
s ounonn e Window
View Messages
P N Y T
Preferences

imagination at work

(e.g. Desktop for easy access)

To Create a Check Out folder in Desktop:

1. Right-click Desktop, select “New"” then

“Folder”




Revise for Version Control
One Time Setup for Check Out Folder Location

oreferences: Ganaral Set your Default Check Out folder:
Geneat | Columns. | Vitunt bocuments | seach | Formats | 4. Click “Change” link

Section o start ;R 5. Navigate to, and select the Check Out
Checout oo, e Crpoomte e | apms oo folder created on Desktop, click “OK"
et g, [y e P 6. Click "OK" to confirm

passwiord) T pemaving saved credentials does not remove the repository, You witl simply need to re-enter credentials, *A'so’ make sure the box for "Drag and
Thome: [z 5] Drop” is checked to allow you to use

Set oy defauld theme, the look & feel you prefer o use from the opfions above, .
Drag and Drop: ¥ Use the drag and drop plug-in| t h l S feat U re

- W5, the plug-in leds vou drag items between Webdop and your deskidop,
select Folder x|

(Changes take effect after restaorfing vour browser,)
Lok in: I@ Desktap - | 0| =

Hidden objects: [ show hidden objects

Accessibility Options: [T Ty accessibility options an,

See WDK Feaduresin "Help" for moreinformation,
My Documents Eh!-' Shorkout to CD Drive

g My Computer {57 Shortout to Check In
\ﬂ My Metwaork Places () Test Docs

[-5) AdobeReader [C5) TestEngine

(C5) Beyone Compare

Restore Defaulks will restore all preferences to system defaults,

ok | cancel

IF:— Lo =
| checkous

) Demos 5
() eBack

[=5) Flashcards

[C5) Mew Folder

[C5) Mew Faolder (2)
[C5) P& Document ation

File name: I1ents and Settings! \Deskboph Check Out

i

Files of type: I,q|| Files ;I Cancel
) imagination at work




Revise for Version Control
Check Out Files to Local Drive

1. Select file, right-click it and select
“Check Out” from menu

2. File will display with lock and
owner listed after screen refreshes

3. Confirmation status bar will
appear in bottom right of workspace
4. Navigate on local drive to Check
Out folder, open file, revise and save*

Collaboration

WiEt Tools

#hy Home Cabinet /01 Package & - Building 66 Earess /01,01 Diesign /01.01.01 Design Revisws/01.01.01.01 Basis Of Design D

My Home Cabinet (01.01.01.01.01 Tollgate Approval) [7]

Lock Date | Hame A | Revision Leuel| Title | Created |

P bR inkIn ]

055303 - PRR. - Performance Test...

G1372010 1

5B Ky Relocation Az-Builts with,..

Seatch Q
I.‘j GEE_IGCC it File Edit i Tools Collaboration
g b
—C{Saved <sarches My Home Cabinet /01 Package & - Buiding 66 Egress /01,01 Design/01.01.01 Design Pewiews f01.01.01.01 Basis Of Design D
¥ subscriptions My Home Cabinet (01.01.01.01.01 Tollgate Approval) [1]
2 Wy Files
—= Categories
[}%J:"drri?istration “9 Lock Owner | Lock Date | Hame A | Revision Leuel‘ Title | Created
b yinto .
—uGroups 9 SM2520101 SDSSBDS-PRR-PerfUrmance Test... 4730072010 944 A
7 Home P
_lg A 345 v [ Ede 8/12/2010 535 PH
ey ot )
RS = B/t 1 oy e e 8/12/2010 2:29 Ph
=+ OOOBRT - Training - GEMx Batt
B o o Srhe:r”;';gEnwo:m:ntE”’ ~ 81 New e | Subscribe 81642010 2:07 P
B[/ 01Package & - Building 66 E EARE Tes SUbs,mbe,Others 67162010 852 AM
[ 0101 Desin Ernail as Link
T o ) J — Expart
B[ 010101 Design Revi  test 10 anchi 8/9/2010 4:26 Phh
o  01.04.01.01 Basie Add Relationship
S0 000001010 [ Test | Quickflow B/11/2010 1:40 Pl
B[ TestMewF Bl untitdl s=arch
[ 01.01.01.02 Conc
: : N GEE_IGCC ¢ | File  Edit
e Inbioe
), saved Searches
o Subscriptions
* o
Default Check Out folder | X why Fils
H Cat i
location may be changed (see [ Categories.
. . []—I, Administration =§ Lock Owner |
previous steps for details). Myl ~—
ik Groups 3
& Home Page 2 g
- - Distribution Lists
= e v
|

) imagination at work

[=H§. D00BPT - Training - GEMx Battery
[
=3

00 Shared Enwironment

01 Package & - Building &6 E
[ 01.01Design

B 01.01.01Design Revi
BH 01.01.01.01 Basis
B 01.01.01.01.0
BR[| TestMewF
[ 01.01.01.02 Conc

1252010 < BP# WHITE PAPER. pdf

512520101 New Aero Template 090209, xs

-—‘1RE Team Meeting, msg

o
Eo test 101
[ Test Mew Folder 1

=
=2 untitled

2

3

43052010 944 Ak
G1272010 536 P
SOZ22010 229 P
SAESZ010 207 PA

S8 2010 852 Ab

test
101 Br9S2010 26 P

SAFZ010 1:40 P

untitled &£972010 :21 PW

Checkout successful | x|




Revise for Version Control
Check In Files from Local Drive

3 webtop - Microsoft Internet Explorer i [m] ] M Checkin : ARAA TEST-DAYA.txt -- Webpage Dialog
Fle Edt Wiew Favoribes Toals  Help 1are Browser  WebEx - " ps: ) fcollaborationspace, ge-energy  com/pwcalab fiwdkfsystemfuck finvoker  jsp
le  Ed I | Share B WebE: https:fcollaborati /| llab ok systemjuck finvoker . j
J‘Qﬂd'ESS @ https:Hcol\aborat\onspace.qe—energy.comfpwcDI\abp’componentﬂmain77dmfclientld=1287746070331&7dmezoFf=24U&7dmfRequest1d=,j Go
| @osck - ) - (] (2] | 0 search raveries @ (0 on BR - ()@ Sy & Checkin : AAAA TEST-DAYA.txt
search Q| Legout | 2
L3 y
] Distribution Lists [ T T Edit
grris #hy Home Cabinet /99 5 TEST AREA /99,01 = [TestDoc
_ DDOBPT - Training - GEMx Battery q —
I 00 Shared Ermironment My Home Cabinet (99.01.01 Horth ersion 1.5, CURRENT
[ D1Package A - Building 66 £ Check In - ersren = s _
[ 02 Package B - Site Litiities — ype: dmc_content_collection
[/ 03PackageC-Buidinges ! | 9 Lock Owner | Lock Dol St Format; criext
I 04 Package [ - Manufactur iy
I 05 Package E - Manufacturi SUbSCrlhE
[ D6PackageF - Manufacturi | 9 120 g becribe Cthers € 1.0 (same version)
- Financials
r . Save as ¢ ™ 1.1 (minor version)
Soureine ~ Ernail a5 Lirk .
1 ES TEST AREA 14227201 € 2.0 (major version)
99,01 2010 Quatations [ Excpark
59.01,01 Horth Amer i i Version label: |
990102 Latin Ameri Add Relationship o
J L |_! 99.01.03 APAC Quickﬂgw Description: I
[ 99.02 2011 tations [
1 ,,[ ,WWQUEa mri'll Format: I"c'«l: Document (Windows)
| 3 T Export To C5Y L2
- _— . Lifecycle ID:  Select
| Applet ResidentUcfInvoker_LaunchRuntimeApplet_0 started l_l_,_’_’—é_ & Internet v Current State:

Full Text Indexed:

Check In Process #1: If you saved revised file in

B Show options

Check Out folder:

1. Log in to Documentum, navigate to file that
wadas checked out. Ihttpsjjcallaborationspace ge-energy comjpweolabjwdkjsystemjuctinvaker.jsp | Inkernet |1

2. Right-click locked file and select “Check In”
3. Enter file attribute information, click “OK"
*New version will be placed on top of existing
original or prior versions

) imagination at work




Revise for Version Control
Check In Files from Local Drive

2} webtop - Microsoft Internet Explorer ] 73] Bl Checkin : AAAA TEST-DAYA.txt -- Webpage Dialog
J Ble Edt Wiew Favorites  Tools  Help H G Share Brawser WebEx - | ‘ EI

& | hitps:/(collaborationspace. ge-energy. com/pweallabfwdk/systemfuck finvaker . isp

J‘Qﬂd'ESS @ https:Hcol\aborat\onspace.qe—energy.comfpwcDI\abp’componentﬂmain77dmfclientld=1287746070331&7dmezoFf=24U&7dmfRequest1d=,j Go

JeEack LS R RE| \:}Jl})Search <% Favarites 2 ‘ G- B @ S8

Checkin : AAAA TEST-DAYA txt

Search Q- Logout | 2
= Fil Edit Wi Tool
] Distribution Lists [~ | |l : e ek Edit Ig [Test boc
s dills #hy Home Cabinet /99 E5 TEST AREA /99,01
_ D0OBPT - Training - GEMx Battery

; 00 Shared Environment My Home Cabinet (99.01.01 Horth :l :’;‘;“’I‘J‘” L‘ -f.;.if‘.F:E :';h‘mu“
[ 01Package - Buiding 66 € Check In 2 - Format: creext

[ D2Package B - Site Utiities

(! 03 Package C - Building 66 ( 9 Lock Owner | Lock Date

|/ 04Packags D - Manufactur . 1.0 tsame version)
[ D5Package E - Manufacturi Subscribe s, L& 1 )
06 Package F - Manufacturi | @ 1022 /204 . ave as * .1 (minor version
il i Subscribe Others € 2.0 (major version)
éiurrg;:g;\asn | 10s72/701 Email a5 Link Version label: |
1 99.01 2010 Quatations [ Export Description: |
99.01,01 Marth Amer . .
99.01,02 Latin dmeri Add Relationship Format: [Text Document (windows)
L'—! 39.01,03 APAC ickfl Uit e iD: sel
[ 99.023011 Quotations [, CuickHlow ifecycle ID:  Select
4 | _>|_| 4 Export To C5Y » Current State:

Full Text Indexed: [

Check In Process #2: To check in a different file as

a version (other than the file checked out) ey e
1. Log in to Documentum, navigate to file that was — L
checked out. S—

2. Right-click locked file and select “Check In" et s

| Applet ResidentUcfInvaker_LaunchRuntimeapplet_0 started ,_ ,_,_ ’_ ’—é_ o Internst 4

¥ Make this the current version

3. Enter file attribute information I Koo alocacopy ftercrck

4. Click “Show Options” link o]
5. Click “Browse”; navigate to file to check in and .|

CIiCk "OK" - -Cance
https:fcalaborationspace.ge-energy com/pweollabfwdkfcontainer/combocontainer, | Internet 7

) imagination at work




Revise for Version Control
Check In Files from Local Drive

2} webtop - Microsoft Internet Explorer

] 5

J‘Qﬂd'ESS IE https:Hcol\aborat\onspace.qe—energy.comfpwcDI\abp’componentﬂmain77dmfclientld=1287746070331&7dmezoFf=24U&7dmfRequest1d=,j Go

| @Back - ) - [x] (@] (2| search oFavortes @ | (- L A - () @ S &

Q|-
[

J Ble Edt Wiew Favorites  Tools  Help H GShareErowser WiebEx v|

search

T
- Distribution Lists
GrFIs

_ D0OBPT - Training - GEMx Battery
{ 00 Shared Erwironment

i 01 Package A - Building &4 E
{ 02 Package B - Site Utilities
i 03 Package C - Building 66 ¢
{ 04 Package [ - Manufactur
i 06 Package E - Manufacturi

Logout | ?

File Edit Mg Tools Collaboration

#y Home Cabinet /99 ES TEST AREA 99,01 2010 Quatations Delivered /99.01,01 North america Pole
My Home Cabinet (99.01.01 Horth America Pole) [1]

9 Lock Owner | Lock Date |

Hame

@ 2009 Energy Employee EMS Training [1].ppt

& Check-0Out

J File Edit W¥iew Favorites Tools Help

JOBE'C"'O' 7

p Search [L__ Folders

5 3 X9 |E-

J Address I[ﬁj 0:iDocuments and Setting DesktopiCheck-Out

8

Marme = | Dake Modified | Date Created

r:‘%j AAAS TEST-DAY AR
[Z] Test for Read.bxt

/
4| |

5/18{2011 2:42 PM
5/17/2011 2:57 PM

5(18/2011 2:42 PM
5(17/2011 2:57 PM

/

99.01 2010 Quatations [
99.01,01 Marth Amer

! 06 Package F - Manufacturi - A0/22/ 2010 530 i @ FPL Tampa |11 Quote.xls
Financials @ .
Test for Upload.zip
Sourcing
1 ES TEST AREA -8 A0FT2070 614 A B Test 177,015

@ Test123.ppt

|2 objects

33 bykes

| d My Camputer

99.01.02 Latin Ameri
99,0103 APAC

99,02 2011 Quatations [,
| 3 4| |

| Applet ResidentUcfInvaker_LaunchRuntimeapplet_0 started

L Ly 2 rvn smith tountain
[

4

0|
Lo

"} Checkin : ARAA TEST-DAYA b=t -- Webpage Dialog

& | https://collaborationspace, ge-snergy .com/pweollabiwdkisystemfuck finvaker  jsp

Checkin : AAAA TEST-DAYA.txt

Use Check In Process #3: If you saved revised
in Check Out folder, you can use Drag & Drop

1. Log in to Documentum, navigate to file that

was checked out.

2. Navigate to Check Out folder, select revised file,
drag it into Documentum and drop it on top of

original file's icon*
3. Enter file attributes, click "OK”

*|If drag and drop does not work, go to previous
One Time Set Up steps to enable.
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Q [Test Doc

Wersion : 1.0, CURRENT
Type: dmc_content_collection
Format: criext

files

L
[
o

1.0 (same version)
Save as * 1.1 {minor version)

2.0 (major versicn)

Version label: |

Description: |

Format: [Text Document (Windaws)
Lifecycle ID:  Salsct

Current State:

Full Text Indexed:

P Showe options

https:f fcollaborationspace, ge-eneray . com/pucallabfwdkisystem/uck finvoker . jsp

&b Trkernet




Reviewing Versions

.ﬁ GEE_IGCC

e [Mbio:

—Ck Saved Searches
—.Q, Subscriptions
-2C by Files

= Categories

Bl b Administration
[~ Mylnfo

-

ik Groups
—t;,’ Home Page
- - Distribution Lists

1
= Lk

[=FE, QO0BPT - Training - GEM:x Bat®
[ 00Shared Environment
=F[ . 01Package A - Building

[/ 01.01 Design
B 01.01.01 Design

[ 01010101
B 01.01.01.
BR[| Testh

Filz Edit Tl

WiEa

P —

Crllahnrating

Edit

Open (Read Onlky)
Check In

Cancel Checkout
Subscribe
Subscribe Others
Emnail as Link
Expork

. Add Relationship
i @ CQuickFlaw

;@ Expork To CSY

L
wy Home Cabinet /01 A
My Home Cabinet

“9 Lock Owner | Li

01,01 Design Rewiews /01.01.04.

| Revision Leuel| Title |

3 Properties

d 4l 4

A Add to Clipboard
L Add to Favorites

Turn On Read Motification
Lop o Change Motification

Wi

L=

[
o) untitled

ezt
b, 2
Versions T
¥ LTI
Y Relationships
Locations untitled

1. Select a file and right-click it
2. Select "View" then “Versions” from menu
3. Versions work area opens, displaying location path/link for each file version

9
B 2.0,cumrent

51.0

Yersion ¥ | Cummentsl Size | Format | Modified

AutoCal
JGKE Drawin...
AutoCal
J8KE Drawin...

| Lock Ownerl Q Path

SAZ22010 5135 PM SO00BPT - Training - GEMx Battery Plant Project /01

3

SO122010 527 P

SO00BPT - Training - GEMx Battery Plant Project /01 F
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Reviewing Versions

| Lock 0wner| Q Path

E'LD

JEHE Drawin... SO12/2070 5127 Ph

) Yersion ¥ Cumments| Size | Format | Modified
AutoCAD
EZ.D,CURRENT 3G KB Drawin.,, SO12/2010 535 PM 1
AutoCaD

SO00BPT - Training - GEMx Battery Plant Project/01

SO00BPT - Training - GEMx Battery Plant Project /01 F

1. Click link/path of file

2. You will be navigated to folder

of selected file
3. All ‘Actions’ (based on your

profile) for the folder i%v
displayed above files

4. All ‘Actions’ (based on your

profile) for each file in folder will
be displayed in center column
play ~—_

) imagination at work

2

]

File Edit Wi Tonls Collaboration
GEE_|GCC : fO00BPT - Training - GEMx Battery Plant Project /99 ES TEST AREA /99,01 2010 -

mCuotations Delivered /90 001 Nortb Ame rica Pole
99.01.01 Horth America Pole

Actions : Propetties Mew Document Mew Workflow Template Mew Form New Folder Delete Subscribe
Impart  Add to Clipboard Email as Link
e Wiindan

Start Warkflaw

Ma falders found.

Shaoww Al Sbjects and Wersions ﬂ

: Mame | Format | Size | Modified | Checked Qut By | Version SZp

=9 @] 39558
Format : 85 Word Docui
HModified : 43072010 9:44 &b
Checked Out By ! lise.connolly@ge.com
Version : CURREMT,1.0

- Performance Test Scripts.doc (1] Edit Check In Cancel Checkout Add ta Clipboard Maore...

Size: .84 MEB

Check Out  Edit Add to Clipboard More...

E 345 KV Relocation As-Builts with ROW.dwe (1]
Format : AutoCAD Drawing  Size : 33 KE
Modified : 5/12/2010 5:27 PM Yersion : 1.0

Check Out  Edit Add to Clipboard Mare...

E 345 KV Relocation As-Builts with ROW.dwe (1]
Format : AutoCaD Drawing  Size : 35 KB

Modified : 5/12/2010 5:35 PW

Version : CURRENT,Z.0




Edit Files
Check Out and Edit with One Click

[ = 77— . ) .
GEEIE:'ECZO_Q& i a|  Fie Edit View  Tools Collaboration 1, Se I ect f' I e & r' g ht'CI ' Ck ) t h e n

(L Saved Searches Cabinets /101642 - Thiva CCPP A00MW /03 Drawings /03,01 Gas Turbine S100 - 149 Series

S 100 149 Sorts | select “"Edit” from menu

I Categories

»

. .
b, Administration “®  subject | Lifecyc! or Hame | RF1 ResoWer | 2‘ F' Ie Wi ll be ChECked out ’
A MyInfo 1 . . .
G #11 1207 BAtteries.d :
e o eressocf TR locked and will open in native
"RFI; u st Mew Document Chack Ot e, O . .
L1 &7 101642 - Thiva CCPP 400MW &) 17ep7ezz o tbie i Oee. I t ( I f E I)
u%| J a1 Bill\;.\af Materials (Project B JAOE1390 A 14T 4 gz‘;:g::z Others @ge o o pp 'co 'on ox S Or xce
{ 02 Alteration Motices_Mini- @ AT Emall as Link 'ge.com .
T o e e S 3. Revise and save file

9 sub 2 |Hodiﬁed7 Lifecyclestate| Creator Hame RFl Resolver RFl Reviewer

9 @Iﬁﬂ?B.ﬂtteries.doc JAL2010 213 Phh

DTest Mew Document 371172010 4:37 PM
@ 707222 _COAKE 372010 1255 M

@ AANEAR90 A Lt 30040 1R PA

) imagination at work




Edit Files

Check In Edited File

“9 Lock 0wne| Lock Date |

Hame

| Revision Le'u'el|

1 |

262010 12:%

[
i} |
L] G700 154 @.
=
[
i
L] G700 154 L@.

Edit

I
Check In 2
9

Subscribe
Subscribe Others
Ernail as Link,
Export

add Relationship
CickFlow

Expork To C5Y

Properties

2 &dd ko Clipboard
1 Add ko Favorites

Turn ©n Read Motification
Turn On Change Matification

Wi

Wirtual Documents

*Files you have locked will display a key, files
others have locked will display a padlock.

imagination at work

After editing and saving file:

1. Select original locked file* and
right-click

2. Select “Check In” from menu

3. Enter file attributes and click “OK"
*New version will be placed on top of
existing original or prior versions

Checkin : Test doc 1.doc

@\_ﬁ ITest doc 1.doc

“ersion : 2.0, CURREMT
Type: ge_document
Format: mawd

20 (zame version)
Save as ¢ % 2.1 {minor version)

[SEEN] {major wersion)

Version label: I

Description: I

Format: IMS Wiord Document 8.0-2003 (Windows)

Reference: Iadded

Full Text Indexed: [

P Show options



View File History

ﬁ GEE_|GCC - File: Edit Wiein Tan) Inratinn
I— =~

(e Inboz N
1O saved szarches Hhy Home Cahinet /00 Environme iy les Engineering /00 - Readbe

S T, IO 1. Select file, right-click and

(3= Categories

[f% ;‘Air‘“r“::“at‘b” “ Lock[ Lock©®1  Hame Revision Level| Modified Version S e' e ct " P ro p e rt i es n f rom
—WGroups [ Training Docs 902472010 2:47 P

B o

7.3 g:_:'srt"::fi:n Lists E 1029352, par 9/27/2010 303 P 1.1,CURRENT men u (or SE' ect " v ' eW"

—"RFIS E 10293523, pdf £l 0162010 12:23 Py 1.0,CURREMT
[=F@ DOOTLT - Training - Load Testing,

B tnEmiromment — T 1n2ev6andt nar 9/16/2010 12:23 P# 1.0,CURRENT menu‘ C| 'Ck " Propert'es"

[ 00.00 Renewables Engint Open (Read Cnly) 3/16/2010 12:23 P 1.0,CLRRENT
00 - Reeracbh pen (Fead Lnly .
e ||| | chetion oo e 1osswET then "History”
[/ 01-Wind Data Unsubscribe i 3/16/2010 12:23 P 1.0,CLRRENT
[ 02 - Digital Elevation ” . H [ H n
[ 03-Surface Roughne Subscribe Others 941672010 12:Z3 P 1.0,CLRRENT . ' C ' S ory 0
[/ 04-Cbstacles Email as Link 3/16/2010 12:23 P 1.0,CLRRENT
-
bt

P ’ e 1223 K o T 3. Click “Selected Version”

Add Relationship

uddon 1 drop-down to view each

Export Ta C5Y

Properties VerSion h i story
sttt Fortos 4. Click "OK" to close

Properties: History

Deelete

| Permissions | History
Turn On Read Motification

Turn On Change Motification AD98 outlet drawings sketch-1.pdf [ Fi le H iStory d i s p | ays t h e

ks Type: ge_document

oo activities on a file

Lifecycla

Wirtual Documents Selected version: I LIRRENT 'l
|tems per page: IﬂD j

Event User Generated Source Event Source Date

dm_getfile System-generated audit System Unspecific 853152010 4:50 Ak
dm_getfile System-generated audit System Unspecific $/31/2010 4:47 A
dm_getfile System-generated audit System Unspecific 87372010 7:40 Ab
Setfile System-generated audit System Unspecific 87372010 7:40 AM
Link System-generated audit System Unspecific §/372010 7:40 Ab

Save System-generated audit System Unspecific 85372010 7:40 AW
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Documentum Assistance



Contact Information

If you encounter any issues with Documentum, please
send an email to: ebusinesstechsupport@ps.ge.com
and include the following information:

Full Name

Email Address

SSO

Project Name

Screen Shot of any Errors

s Whe
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