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Preface

IBM® DB2® Document Manager Version 8.3 (Document Manager) is one of the
newest members of the IBM Enterprise Content Management portfolio.
Document Manager provides a secure and robust platform to manage the
complete life cycle of business documents. It helps ensure accurate and
up-to-date documents are available on demand. When configured with IBM
Records Manager Version 4.1.2 (Records Manager), the Document Manager
solution also provide records management capability.

This IBM Redbook provides a general solution guide for the records-enabled
document management solution using Document Manager and Records
Manager. The solution uses Document Manager to manage the documents,
Records Manager to manage the declared records, and IBM DB2 Content
Manager Version 8.3 (Content Manager) as the back-end content repository for
the documents and declared records. This redbook helps you to plan and design
the solution, perform end-to-end product installation and configuration, and
implement the solution using a practical case study as an example.

This redbook is logically divided into two parts. The first part consists of the first
six chapters of the redbook focusing on solution overview, concept, and theory.
The second part consists of the last six chapters of the redbook focusing on
practical end-to-end solution installation, configuration, implementation, and
deployment.

In Chapter 1, we introduce the overall integrated solution and the products
involved, including IBM DB2 Content Manager Records Enabler Version 8.3
(Records Enabler). We discuss what Document Manager is, the benefits of
Document Manager, the Document Manager components, the need for records
management, and overviews of Records Manager and Records Enabler.

The best way to learn a new product or a solution is to work with related
demonstrations and case studies. In Chapter 2, we introduce a case study to
help you get a quick start. We demonstrate the capabilities of the Document
Manager solution along with Records Manager through various screen shots of
the sample application created for the case study. We intend to help you
understand, from a practical view point, what a Document Manager solution can
do for your company and how you can operate in the Document Manager system
environment.

In Chapter 3, we discuss how to design and plan a Document Manager solution.
In Chapter 4, we discuss different options available to integrate the Records
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Manager functions into a Document Manager system. Specifically, we
concentrate on different ways of declaring and classifying documents within a
Document Manager system using Records Manager.

In any document management solution, it is important that the solution protects
the business assets. Using the security features provided by Document
Manager, Records Manager and the back-end content repository, Content
Manager, we can guard the system against unauthorized access, control what
users can do once they are in the system, and ensure that the security
management of the records comply with the record keeping mandates and
regulatory guidelines. In Chapter 6, we discuss security measures you can apply
in the solution.

In Chapter 7, we describe end-to-end product installation and configuration for
the solution, including the associated fix packs installation.

In Chapter 8, we provide the design overview and configuration steps you need
in order to implement the basic Document Manager solution for the case study
described in Chapter 2. In Chapter 9, we show you how to implement advanced
Document Manager features, including application integration, property
exchange, e-mail notification, rendition, dynamic search folders, and document
templates.

To add records management functions to the Document Manager solution, in
Chapter 10, we describe the practical steps involved in creating a file plan, and
associating security and classification rules. We show you how to enable an item
type for record declaration and how it is configured within Document Manager.
We show you how to configure Document Manager classes for various record
declaration options. In Chapter 11, we provide additional Records Manager
configuration options. We show you different Document Manager and Records
Manager configuration options. We cover the automation service declaration and
Records Manager link and set creation.

In Chapter 12, we describe how to deploy a Document Manager system
integrated with the Records Manager engine. We describe how to move your
configuration from a development or testing system to a production system.

This redbook is intended for IT architects and specialists who will be responsible
for planning, designing, and implementing a records-enabled document
management solution using Document Manager and Records Manager. In this
redbook, we focus on important areas that are related to the overall end-to-end
solution. For product-specific information such as detailed installation steps, we
recommend reading the existing product manuals in conjunction with this
redbook.
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Solution overview

IBM DB2 Document Manager (Document Manager) is one of the newest
members of the IBM Enterprise Content Management portfolio. Document
Manager provides a secure and robust platform to manage the complete life
cycle of business documents. It helps ensure accurate and up-to-date
documents are available on demand. When integrated with IBM Records
Manager (Records Manager), the Document Manager solution also provides
records management capability.

The records-enabled document management solution we cover in this redbook
consists of Document Manager, Records Manager, IBM DB2 Content Manager
(Content Manager), and IBM DB2 Content Manager Records Enabler (Records
Enabler).

In this chapter, we introduce Document Manager, Records Manager, Records
Enabler, and the overall integrated solution.

We cover the following topics:

What is Document Manager?

Benefits of Document Manager

Document Manager components

The need for records management

Records Manager overview

Content Manager Records Enabler (CMRE) overview
Integrated solution overview

vVVyYVYyVvYVvYYyvYyYyY
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1.1 What is Document Manager?

IBM DB2 Document Manager (Document Manager) addresses the origination,
approval, distribution, and revision of unstructured information. In the simplest
terms, Document Manager enables electronic files to be reused or repurposed
by multiple individuals.

Document Manager applies a discipline called library sciences to catalog
corporate information which can be in the form of hard copy (physical
documents), electronic files generated by desktop applications, or just metadata
or XML information created internally or externally. In any form, Document
Manager is an application that allows you to index and file corporate information
in a uniform and centralized way.

Document Manager focuses on cataloging key corporate information, the
majority of which is unstructured material that often includes memos, word
processing files, spreadsheets, presentations, faxes, scanned images, audio
files, invoices, and XML-based information. However, unstructured material can
also include three-dimensional objects, such as paper documents or drawings,
videotapes, or any physical objects (which do not have to be in electronic form).

Cataloging is only the first step in Document Manager; to be successful in
enterprise-wide deployment, Document Manager must tightly integrate into other
business applications. In today's corporate environment, the majority of desktop
computers use some form of the Microsoft® operating system and Microsoft
applications to generate information. While there are other operating systems
and other applications, there are many personal computers that are Microsoft
driven and use Microsoft Office or mail applications to create information.

Document Manager as it pertains to Microsoft

The Microsoft operating system stores electronic files in a flat file structure. A flat
file structure means files are bound to a single folder (directory) and files cannot
have the same file names within that directory. Because of the flat file structure,
users may struggle to locate and manage different versions of the electronic files.
Just remembering the file name is not the only challenge. Sharing files is a real
challenge because users must have the foresight to know where the files should
be located, as well as what to do when updating documents. In many cases,
keeping the original version is extremely important. (We discuss this versioning
concept in detail later).
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1.2 Benefits of Document Manager

Eighty percent of the information generated within a corporation is in an
unstructured form, and analysts estimate that 40% of a user's time is spent
waiting for information. Corporations looking for a competitive edge see major
savings by just reducing information retrieval time by a small percent.
Corporations that have effectively used Document Manager have seen a
tremendous improvement in their competitiveness and operational efficiency.

Document Manager helps employees make better decisions in a more timely
fashion, because Document Manager helps catalog information and track
version history while maintaining access control throughout the document life
cycle process.

Easier document storage and retrieval

One important aspect of Document Manager is how it helps information
producers, approvers, and consumers. The information producers are those
who contribute to the information. The information approvers are those who
need to sign off on the information. And the information consumers are those
who review the material and act on the information.

Document Manager works by tying file names and file locations to a set of index
attributes (catalog) maintained in a database. This methodology is commonly
called a library sciences approach to filing documents.

Using this library sciences approach, you can store or retrieve files based on
more than just the file names. Another advantage is that you can store files in
such a way that the versions are maintained with the same file name, which
becomes extremely important when maintaining file relationships.

Integrated access control

Document Manager maintains access control through the document life cycle
process. No one can access the files, attribute tables, or the library catalog
directly without authorization. In addition, users never access an original file;
instead, users work with copies that are delivered as new versions. This way,
users cannot corrupt, damage, or delete the original file, or any of its versions.

Users can have a quick, simple, and constant way to find all files stored in the
network anywhere in the network (as long as they have at least view access).
The Document Manager interface provides a familiar file folder structure where
users can navigate to documents via folders that maintain pointers to files. Users
can run search queries on system attributes, user attributes, and content. Users
can in turn save these queries as files to create dynamic search folders and then
reuse them. (We discuss dynamic search folders in more detail later in the
redbook.)
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Greater access control through life cycle process

In many organizations, document updates may require approval before view
access is granted to the general audiences. Typically once a document is
completed, the access control remains static for the most part. Users and groups
typically only need view access. However, during an update or approval process,
the access control changes as the document is circulated for approval. To
automate the access control, Document Manager uses state-based change
control.

State-based change control has three key states:
» It provides producers access to documents so they can edit the documents.

» It can remove their access when the producers submit the documents for
approval.

» Once the information approvers approve the documents, the access changes
once more to allow the consumers to view the final version of the documents.

We discuss document life cycle state in more detail later in the redbook.

Version control

At the heart of any document management system is version control. Version
control ensures that every time a user edits a document, the originating
document is still available in some form. This ensures that users can track
changes made and roll back to the original document if necessary.

A common method of managing version control is through the checkout and
checkin processes. The checkout process flags the originating file so users can
tell that a particular file is being edited by another user. The user that checks out
a document has the only copy that can be checked back in. Checking in creates
a new version of the document. In most document management systems, a
version is nothing more than a copy of the original that also includes changes
that the user made to the file. Each version is stored in a way that it has some
link to the originating file.

Version versus the revision process

In many cases, documents are considered /iving documents. This means that
these documents are constantly updated, approved, and distributed. When
working with the living documents, it is a common practice that while these
documents are undergoing changes and approval, the original versions of the
documents still need to be accessible by the consumer.

It is typical in the process of updating the original document that several versions
may be created before it is finally approved. Consequently, only the final
approved version is actually considered an official revision or the approved
amended version. In other words, a new revision can contain multiple versions.
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But the approved version, the one that actually replaces the original one is
commonly considered the new revision of the document.

Document Manager provides a key benefit because it allows users to manage
both revisions and versions.

The Document Manager Revise process creates a working copy of a document
from the original, whereby access controls to the working copy can be distinct
from the original document. This process ensures that edits do not impact the
accessibility of the released version.

By maintaining the relationship to the original document and the revision,
Document Manager allows the revision to be approved and provides provisions
about what to do with the original once the final version of the revision is
approved. This feature is critical especially when you consider that these
documents can be components of other documents.

Application integration

Document Manager integrates common desktop applications with the content,
where you can access documents and even build components from within their
native application. In other words, Document Manager can provide you with
access to simple Microsoft Office files from within the application or can provide
access to the Office files that have OLE links or are composed as XML
documents. Document Manager also tightly integrates into Microsoft Outlook®
and Lotus Notes® to provide you the ability to save messages and any
attachments. Furthermore, Document Manager integrates into the two most
popular desktop CAD applications (Bently MicroStation and AutoDesk
AutoCAD), providing native compound document support for any reference file
attached through these applications.

Information repurposing

With Document Manager, you can automatically transform documents written in
one format into another format through document renditions, print/plot, and XML
transformations. Using this technology, you can easily transform documents
produced in one application into a non-editable format, such as TIF or PDF, or
using XML transformed from one Web format to another.

When you combine these technologies with the others we have mentioned
previously, you can get an idea of how powerful Document Manager is. You can
easily distribute documents, that are generated in their native application, to all
consumers in the appropriate context and format once they are approved.

Take the example of a common procedure that is used in an organization. The
procedure is likely made up of several documents. Each document requires
review and approval before you can update it. Once you update it, it may be
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found in printed form, in a Web page, or as a distinct document maintained by
the records group. Using Document Manager, you can automate the process of
updating and disseminating the document to all the various formats using a
structured business process that follows corporate guidelines.

1.3 Document Manager components

Document Manager is built on a three-tier model. The model consists of:
» Document Manager clients

» Document Manager server and services

» Content repository

The content repository for a Document Manager solution is Content Manager. If
you need to provide records management to the solution, you need Records
Manager and Content Manager Records Enabler.

Note: In this redbook, we use the wording Document Manager solution/
system interchangeably with the wording document management solution/
system. In addition, when we write that we are records enabling a solution, we
mean to provide records management to the solution.

Document Manager clients
There are three types of Document Manager clients:

» Document Manager Desktop
» Document Manager Designer
» Document Manager ltem Loader

In this redbook, we focus on the first two.

The Document Manager client applications are accessed and installed directly
from a URL configured at the system installation time.

The Document Manager Desktop is a client interface provided to users to access
and manage documents within Document Manager. It enables users to add,
delete, and modify documents in the system. In addition, users can search and
view documents from the Desktop. Other activities users can perform in the
Desktop include checking in and checking out documents, and transitioning
documents through their life cycles.

The Document Manager Designer is a client interface provided for system
administrators and the designers of Document Manager. It enables
administrators and designers to configure the Document Manager environment,
the system setup, and the Document Manager Desktops. Without programming,
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the designers can use the interface to customize Desktops for different users,
and control what users can see and do once they are in a Document Manager
system.

Document Manager server and services

The Document Manager server (also known as the Document Manager Library
Server) is the core component of a Document Manager system. It services
requests from Document Manager applications and it serves as the
communicator between the content repository and the Document Manager
applications. It comprises a set of dynamic link libraries (DLLs).

Other basic components of Document Manager are:

» Cache server
» Life cycle service
» Notification service

The cache server is responsible for maintaining the system’s cache configuration
files up-to-date. Document Manager uses these cache files to reduce server to
client communication and to communicate with Document Manager clients about
changes in the Document Manager system configuration, such as users, menus,
views, states, users’ folder creation and modification. The cache manager runs
at a configurable interval basis, pooling changes from the server repository and
preparing the cache file for the next user connection. In addition, each Document
Manager Desktop maintains its own cache file based in the server cache file. The
Desktop copies the cached information on the cache server to the local server
each time it connects to the Document Manager server if the information has
been changed since its last copy.

The life cycle service manages documents’ life cycle. It is responsible for
processing document actions submitted from the Document Manager Desktop,
the Item Loader, or Automation Services. Examples of these actions include
sending an e-mail notification, creating a printing job, and starting a rendition
process.

The notification service processes e-mail notifications and sends e-mails to the
designated users. The notification process is triggered by a Document Manager
life cycle process and can either attach the document or include the document
link to the e-mail.

Document Manager also offers the following optional services:

» Print/plot service
» Rendition service
» Automation service
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The print/plot service controls a print job queue and is responsible for sending
documents to printers for printing in the system. You can manually define the
print/plot jobs or you can automatically create them by a life cycle trigger. This
service also allows users to print documents, even if they do not have the original
application in their own workstations, because the print/plot service directs the
print jobs to the printer/plotter attached to a server that has the necessary
application to open and print the document in the required format.

The rendition service is responsible for rendering documents in PDF or TIFF
format for document security or distribution purposes. Because renditions are
usually created in popular formats, users can view the renditioned documents
even if they do not have the applications that created the original documents or
the necessary applications to view the documents in their original format.

The automation service is responsible for processing predefined, time-based,
automatic actions. Examples of actions include delete, send to print, archive,
transition documents, or trigger external applications.

Content repository

The content repository is responsible for physically storing the documents for a
Document Manager system. For the records-enabled document management
solution we cover in this redbook, Content Manager serves as the content
repository for the documents in the system.

1.4 The need for records management

8

Document Manager addresses the origination, approval, distribution, and
revision of unstructured information, but it does not address the record keeping
needs of a business. Historically, the focus was on document creation and
capture, and we often overlooked when and how to get rid of some information
while preserving other information. This is why you need a records management
component in your solution. Records management provides the ability of your
solution to declare documents as records and apply retention and disposition
rules to the records. Records management provides a structured means of
preserving needed content and destroying that which is no longer needed. The
rules for record keeping are based on regulations, laws, and business policies
which usually are unique for every organization.

Each record has a life cycle associated with it. Life cycle specifies a collection of
phases a record must go through from the time it is declared a record to the time
it is disposed of. Retention schedule, also known as retention rules, specifies

how long a record stays (is retained) in a phase and when the record transitions
to the next phase. Retention rules are time, event, or event and time-based. It is
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important to keep records as long as required and destroy them as soon as
possible. Properly disposing of records reduces storage costs and liability of an
organization.

A structured records management system simplifies record keeping and
improves operational efficiency by reducing the retrieval time of records. A
system that maintains records properly helps a business to prove compliance
with regulatory and legal obligations. Litigation risk is reduced as compliance is
increased.

In the records-enabled document management solution we cover in this redbook,
it is mainly a Document Manager solution that integrates with Records Manager
and Content Manager Records Enabler to provide records management
functions.

1.5 Records Manager overview

IBM Records Manager (Records Manager) is an application and also an
embedded engine that enables the management of enterprise’s electronic and
physical records throughout their records’ life cycles. Records Manager delivers
the record keeping functions through the embedded engine technology. It is
integrated with applications such as IBM DB2 Content Manager, IBM DB2
Document Manager, IBM DB2 CommonStore for Lotus Domino, and IBM DB2
CommonStore for Exchange Server. Records Manager APIs facilitate the
integration with any application that requires its record keeping capabilities.

Records Manager provides the following record keeping functions:

Corporate records declaration and classification

Records life cycle management

Record metadata management

Record content searching, retrieval, and viewing (including text search)
Document auditing and reporting

Users and security management

vVvyVvyvYyyy

Some of the reasons why you might want to integrate Records Manager with
your business applications include:

Meet compliance requirements.

Support required business processes, procedures, and standards.
Embedded engine technology seamlessly integrates with other applications.
Web-based administration client.

API integration using Java, C++, and .Net.

Scalable architecture.

Flexible file plan design.

vyVVyVYyVYVYYVYYyY
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» Content is maintained in the host application’s repository.
» DoD 5015.2 and PRO-certified.

With Records Manager, you can declare and classify records from using fully
automatic procedures to manual processing.

1.5.1 Records Manager components

10

Records Manager has five components:

» Records Manager engine
» Records Manager database

» Records Manager APIs

» Records Manager administration client
» Import export utility

Records Manager engine

The Records Manager engine provides all the functions required for record
keeping and life cycle management. The engine allows system integrators to
customize a solution for any type of application. This records enabling
technology is already integrated into IBM Enterprise Content Management
solution.

Records Manager database

The Records Manager database stores the file plan data, schema, and stored
procedures for use with the engine. Only metadata about the records is stored in
the Records Manager database; the associated document content is maintained
in the application repository.

Records Manager APIis

The Records Manager application programming interface is used to manage
records programmatically. With the APls, the business applications can embed
the electronic records process, so that users can declare and classify documents
within the business applications. The APIs can be called from most programming
environments, including Java, C++, and .Net. You can access all engine
functions through the APlIs.

Records Manager administration client

The Records Manager administration client is a Web browser-based application
that allows administrators to perform all record keeping activities. The Records
Manager administration client is fully customizable and uses the Records
Manager APIs.
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Import export utility

Use the import export utility to efficiently manage the transfer of file plan data.
Use the utility to transfer data from an existing Records Manager system’s file
plan into another one. This is useful when you want to deploy the Records
Manager configuration from a testing or development environment to a
production environment. The utility is an application that uses the Records
Manager APIs.

1.6 Content Manager Records Enabler (CMRE) overview

Content Manager Records Enabler provides comprehensive records keeping to
any content placed in Content Manager (regardless of how), and integrates
record management features into all the clients and access methods that can
create and capture content in Content Manager.

Records Manager is an engine that, when integrated with a business application,
enables the business application to provide records management. Content
Manager Records Enabler (Records Enabler) provides the integration needed
for a Content Manager application to integrate with Records Manager to provide
this records management capability. Together with Records Manager’s record
management functions, and Content Manager’s content repository, CMRE
delivers the records management function to all Content Manager applications
and clients. This complete record keeping solution is available through clients
such as the Content Manager Client for Windows®, eClient, Document Manager,
Lotus Notes, and Microsoft Outlook. Working with Document Manager, the
solution provides extensive record creation and management capabilities.

With Records Enabler, you can declare corporate documents or content as
corporate records within Content Manager, Document Manager, or
CommonStore. Once a document is declared as a record, the content and
associated document metadata remain in the original content repository (which is
Content Manager) and the document can no longer be edited or deleted. Some
of the document’s metadata and records-related information are also stored in
the Records Manager database. The access permissions and life cycle of the
record and its content are governed by Records Manager. Only authorized
users, such as the record’s administrators, can process or manage the life cycle
of records.

Records Enabler provides the following functions for Content Manager users:

» Automatically or manually declare and classify Content Manager objects.
» View record information.
» Search, retrieve, and view record contents.
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» Perform text search on documents (including declared records) in the
repository.

Records Enabler provides the following functions for records management:

Perform on-demand and scheduled permission synchronization.
Undeclare records.

Import Content Manager user and group accounts into Records Manager.
Perform text search on items stored in the Content Manager repository.
Life cycle management, including record destruction.

Provide defaults for record declaration and classification.

vVvyYvyvyYYyypy

1.6.1 Content Manager Records Enabler components

Records enabler consists of the following components:

» Records Enabler Server

» Records Enabler Host Interface Server

» Records Enabler Permission Synchronization Server
» Records Manager Extensions

Records Enabler Server

Records Enabler Server provides a centralized base for handling Records
Enabler user requests and their appropriate actions.

Records Enabler Host Interface Server

Records Enabler Host Interface Server implements the Records Manager Host
Interface application program interface (API) for Content Manager to enable
communication between Records Manager and Content Manager.

Records Enabler Permission Synchronization Server

Records Enabler Permission Synchronization Server performs on-demand and
scheduled permission synchronization tasks from the latest file plan components
that have their permission policies changed since the previous synchronization
and the corresponding items in Content Manager or Records Manager.

Records Manager Extensions

Records Manager Extensions extends the Records Manager installation to
support Records Enabler. It provides the notification service for permissions
synchronization between Records Manager and Content Manager. You must
install this subsystem on a Records Manager server.
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1.7 Integrated solution overview

The records-enabled document management solution on which we focus in this
IBM Redbook comprises the products we introduced in the previous sections and
Content Manager:

Document Manager

Records Manager

Content Manager

Content Manager Records Enabler

vyvyyy

Figure 1-1 shows the system architecture of the integrated system.
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Figure 1-1 Records-enabled DM solution system architecture

Note, Records Enabler Extension is a part of the Content Manager Records
Enabler (CMRE).

The integrated solution offers the following functions:
» Using the Document Manager Desktop, you can:
— Add, delete, or modify documents in the Document Manager system.
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— Search, retrieve, and view documents.

— Manage documents through their life cycles (non-records related).
— Declare and classify documents.

— View records management information.

— Search and retrieve declared records.

» Using Records Manager administration client, you can:

— Declare electronic and physical documents as records.

— Destroy or undeclare records.

— Search, import, retrieve, and view record contents.

— Retrieve record contents from Content Manager repository.
— Query records or generate record reports.

— Perform record’s life cycle management.

— Perform the administration for users who work with records.
— Perform other records-related management.
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Quick start with case study

The best way to learn a new product or a solution is to work with the related
demonstrations and case studies. To help you get a quick start with the
records-enabled document management solution, we introduce a case study in
this chapter that we use throughout this redbook. For this case study, we use a
hypothetical company, ZXY Technologies. We discuss the company’s
requirements for a document management solution, and demonstrate the
capabilities of Document Manager along with Records Manager through various
screen shots of the sample application that we create for the solution. We intend
to help you understand, from a practical view point, what a Document Manager
solution can do for your company and how you can operate in the Document
Manager system environment. In later chapters of this redbook, we show you the
steps involved in implementing the sample solution.

We cover the following topics in this chapter:

» Case study overview
» Sample solution demonstration
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2.1 Introduction

The purpose of the case study is to identify common, non-industry specific,
document management applications, to demonstrate the Document Manager
(along with Records Manager) capabilities, and to illustrate ways to create a
solution that translates into any industry or corporation.

We begin by describing the requirements of a document management solution
for the ZXY Technologies Company (see 2.2, “Case study overview” on page 16).
We then show you what the final system looks like and what you can do with it
(see 2.3, “Sample solution demonstration” on page 19).

In later chapters, we show you:

» How to apply the requirements to design a solution for the ZXY Technologies
Company (see Chapter 3, “Document Manager solution design and planning”
on page 47).

» How to install the products for the solution (see Chapter 7, “Installation and
configuration” on page 151).

» How to fulfill the requirements by creating a Document Manager system (see
Chapter 8, “Basic Document Manager implementation” on page 239 through
Chapter 11, “Other record declaration options in Document Manager solution”
on page 399).

2.2 Case study overview

The case study involves a hypothetical company, ZXY Technologies. It sells
hardware, software, and services to its clients.

2.2.1 Requirements

ZXY Technologies needs an enterprise-wide, document management solution to
help the company with the proposal creation processes and keep track of all the
correspondence related to the proposals.

We examine the requirement for proposals and correspondence in this section.
In addition, we briefly review the requirements for records and confidential
documents.

Proposals

Every month, ZXY Technologies handles hundreds of requests for proposals
from its clients.

16 IBM DB2 Document Manager with IBM Records Manager Solution Guide



Proposals are commonly used both to request information and to submit
information. Customers issue proposal requests seeking pricing or product
information. The ZXY Technologies Company issues proposal responses
providing pricing or product information.

Proposal requests are sources of unstructured data. They contain information
critical to a project or critical to serving a customer. They can come in the form of
an e-mail, phone call, fax, or a business letter.

With proposal responses, ZXY Technologies delivers the required product and
pricing information to customers based on the customers’ proposal requests.
There are multiple steps in the proposal response creation process: response
creation, review, approval, and delivery to the customer.

ZXY Technologies needs a solution to manage all documents involved in the
proposal creation process from end-to-end. This includes managing documents
from the beginning, when the requests for proposals come in from customers as
e-mails, faxes, phone calls, or letters, until the end, when the formal proposal
responses are delivered back to the customers.

The company has a different department that creates each type of proposal.

There are three types of proposals:

» Sales proposals: These are proposals related to selling hardware and
software to external customers. Salespeople create them and deliver them to
customers.

» Services proposals: These are proposals related to selling services to
external customers. Consultants create them and deliver them to customers.

» Marketing proposals: These are proposals related to marketing campaigns
for ZXY Technologies. Marketing people create them and deliver them to
internal clients within the company.

ZXY Technologies wants to manage different proposals with separate controls,
so that each department is responsible for the final proposal delivery. It also
wants a system that can automatically send e-mails to people who must review
or approve the proposals to accelerate the entire proposal creation process.

Generally, the proposal process goes through the following steps:

1. The external or internal client sends a request for proposal.

2. The sales, consulting, or marketing people create a proposal using a
predefined proposal template. The proposal creator then sends the proposal
for review.
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3. The reviewers are the department managers and financial people that control
the proposal before it goes to the approved state.

4. Depending on the type of the proposal, usually, the manager of the
department is responsible for final approval or rejection of the proposal.

5. If approved, the formal proposal is sent to the external or internal customer.

In addition, ZXY Technologies wants to automatically generate a unique ID for
each proposal so that it is easier to keep track of the proposal. They can also use
the unique IDs as references in other administrative documents.

The employees in ZXY Technologies use Microsoft Word to create proposals,
but they use PDF as the standard delivery format for the final proposals to
customers.

Correspondence

Every day, there are hundreds of pieces of correspondence coming in and out of
ZXY Technologies. The correspondence helps in the completion of sales. For
example, the account manager uses information received from the sales
manager (e-mails with pricing approvals) and information received from the
customer (courier delivery of a request for proposal) to deliver a completed price
proposal and to close a sale. Correspondence can also hinder the company if
correspondence is not managed properly, quickly, and efficiently. For example, if
the account manager references information from an old e-mail with out-of-date
price information and delivers the incorrect price information to the customer,
ZXY Technologies can lose money in the price quoted to the customer. The
account manager can lose the sale if the request for proposal does reach the
account manager’s desk in time to respond, or if the account manager is out of
the office and no one sees the request for proposal in time to respond by the
deadline.

ZXY Technologies must have a document management system that can help it
capture, control, and access the selected data coming in and out through the
basic correspondence channels of the organization.

In addition, ZXY Technologies requires employees to store project-related
e-mails and attachments (based on their discretion) in the system.

Records and confidential documents

Due to regulations and company policies, employees must make all finalized
proposals of ZXY Technologies official company records. ZXY Technologies
therefore is looking for a document management system that can automatically
declare these finalized proposals as records. In addition, ZXY Technologies
needs to have the ability to manually declare special documents, such as
reference documents or correspondence used for the proposals, as records.
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2.3 Sample solution demonstration

In this section, we demonstrate a sample Document Manager solution designed
for ZXY Technologies using screen shots. Through the demonstration of the
sample application, we introduce the various Document Manager functions and
capabilities, and show how they apply to ZXY Technologies’ business
requirements, and therefore potentially to your company’s business needs.

We feature the following Document Manager functions and capabilities in the
case study solution:

Easy to use Web interface for users

Full text indexing using Net Search Extender
Unique document numbering

Role-based life cycle management

Revision

Microsoft Word and Lotus Notes integration
E-mail notification

PDF rendition

Information organization using dynamic search folders
Document templates

Records Management integration, including:

— Manual declare

— Quick declare: Automatically and by selection
— \Version history declare

VVYVYVYYYVYVYVYYY

We examine each portion of the case study solution through screen shots, so
you have a practical understanding of exactly what the final solution looks like
and how a Document Manager application generally operates.

2.3.1 User interface: Introducing Document Manager Desktop

Users interface with a Document Manager (DM) system through the Document
Manager Desktop. The Document Manager Desktop is a Web client. All user
interface configurations exist on the Document Manager server rather than on
the local computers.

Note: The Document Manager solution enables quick application deployment
and modification. No administrator has to go through every user’s workstation
to make changes to the application and desktop.

You use the Document Manager Desktop to define the user experience.

Chapter 2. Quick start with case study 19



Desktop templates control the look and feel of Desktops. You assign different
Desktop templates to different users or groups of users, enabling a different
Document Manager Desktop “look and feel” or template for various users.

For ZXY Technologies, we created three Desktop templates for the Document
Manager system. Each Desktop template has unique menus and icons that
those users need for their daily work.

The three Desktop templates are:

» Admin template: We designed this template for users whose primary
function is to perform Document Manager system administration.

» Content producers template: We designed this template for users whose
primary function is to create and contribute content and to manage the life
cycles of that content through revisions and approvals.

» Viewers template: We designed this template for users whose primary role is
to access and view information.

Figure 2-1 provides an example of the Desktop of a viewer.
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Figure 2-1 Example of a DM Desktop for a Viewers Template
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A Desktop consists of five main sections:

» Active menu: Provides access to the global actions in the system (for
example, login, logout, and the about menus). In this redbook, we also refer
to the active menu as the main menu.

» Top toolbar: Provides quick access to actions available to the users in the
system (for example, the Add Document, Search, and Delete icons for
content producers).

» Bottom toolbar: Provides quick access to actions available to the users in
the system on the bottom of the window (not shown in Figure 2-1).

» Folder pane: Provides access to users’ folders and saved searches.

» Documents pane: Displays search results. You can use different views to
see results. For example, one view may show all the attributes of the
documents, while another view shows only certain attributes of the
documents with filters. Depending on your configuration, there is a default
view, and you can select from other views to see information if the views are
available.

Figure 2-2 provides an example of the Desktop for content producers.
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Figure 2-2 Example of a DM Desktop for a Content Producers Template

Note, the Content Producers Desktop contains more icons, such as Add
Document, Modify, Revise, and Delete, than the Viewers Desktop.
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2.3.2 Adding documents

Users can add documents into a Document Manager system in many ways, such
as:

» Document Manager Desktop
» Microsoft Word integration
» Lotus Notes integration

Depending on your business requirement, you can configure the system to
create a full text index on the added documents.

In addition, once you add the documents, Document Manager gives you the
option of checking out the document for edit, or checking out the document and
launching the application with the document in edit mode.

Adding documents using the Document Manager Desktop
Usually, there is an Add Document icon or a menu selection in the Desktop that

enables you to add a document to the system.
For the sample application, use the following steps to add a sales proposal:

1. Launch the Document Manager Desktop from Internet Explorer using the
following URL:

C:\Program Files\IBM\DB2 Document Manager\default.htm

2. Open the login window by clicking CorporateLibrary. Log in as usrSale,
using password for the password.

3. Click Add Document from the Desktop’s top toolbar.

4. Browse through the file system and find the document to add. Double-click
the document or select the document and click Open.

5. Select Class — Sales Proposal. A dialog box appears (see Figure 2-3).

6. Enter the necessary information, such as the Customer Name, Customer
Number, Request for Proposal Number, Proposal Subject, and check the
date box under the Create Date field.

Full text indexing of a document is available through DB2 Net Search
Extender. In Figure 2-3, the Search index option is checked. With this option
checked, the system creates full text index for the entire document in the
Document Manager system.

7. Click Apply to import the document into the system.
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Figure 2-3 Add dialog box

8. Once you import the document, the system displays the Process document
checkout dialog box as shown in Figure 2-4. There are three choices
implemented in the sample application:

— Checkout: Check out the imported document from the system.
— Checkout Launch: Check out and launch the document in edit mode.
— Cancel: Import the document to the system only and do nothing else.

Select Cancel for this exercise.

Process Document Checkout =

Checkout, or checkout launch or do not checkout?

Checkaout I Checkaout Launch | Cancel |

Figure 2-4 Process Document Checkout window
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Once you import a document into a Document Manager system, you can locate it
by a manual search or via the dynamic search folder. We discuss document
searching in 2.3.3, “Searching documents” on page 24 and 2.3.10, “Dynamic
search folders” on page 36.

Adding documents using Word or Lotus Notes integration

Document Manager enables you to customize the Microsoft Word or Lotus Notes
user interface (both menus and icons) for seamless application integration.

For example, you can customize the applications so that, when you save a new
or an existing document or e-mail, you can choose to add the document to the
Document Manager system. In addition, you can customize the application so
that additional actions are available (through menus and icons) to users to
manually import the document to the Document Manager system.

We discuss this more in 2.3.7, “Microsoft Word and Lotus Notes integration” on
page 31.

2.3.3 Searching documents

Once you add documents to the Document Manager system and optionally index
them, users can search the documents via their attributes or their content.

Document Manager provides two search functions:

» Basic search: Search by document attributes and optionally by document
content.

» Power search: In addition to the basic search function, power search
enables users to use complex search queries to search for documents.

Both options usually appear as icons on the Desktop depending on the users
role. To activate the searches, simply click the Search or Power Search icon.

Figure 2-5 shows the basic search window when the user clicks the Search icon.
The General tab is the default tab. In this window, you can enter the attributes of
the documents for which you want to search. Figure 2-6 shows the Document
Content search tab. You can search documents via their contents and combine
with the previous search tab criteria.
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Figure 2-5 General search tab
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Figure 2-6 Document Content search tab

The search results appear in the documents pane. To open the document, you
can double-click the document entry or right-click the document and select an
action from the context menu (see Figure 2-7).
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Figure 2-7 View documents

Note, the Checkout-Launch option is available from the context menu of the
resulting document. Here you can check out the document, launch it in the edit
mode, and start modifying the document. If the document is written in Microsoft
Word, Document Manager can automatically open the document in Word for you
to edit - a seamless integration with Word.

2.3.4 Unique document numbering

Document Manager offers a unique document numbering feature, also known as
item numbering. You can use it to assign a unique number to each document in
the Document Manager system. The unique number can be numeric, alpha,
alphanumeric, or a Globally Unique Identifier.

For the sample application, we use this function to automatically generate the
proposal numbers and e-mail tracking numbers when we import proposals and
e-mails into the Document Manager system (see Figure 2-8).

3 IBM DB2 Document Manager - Microsoft Internet Explorer | 10l =|
w Library Menu = Search Menu  + Folder = Records Menu = Tools for Admin = About Menu
= = h @l i =
B 53 E B % &2 [ @ Proposal Number
add Document  Search Checkout-Launch  Checkin Cancel Checkout  Modify  Transition Revise Delete /
IBM DEZ Document Manager =l a5
= @ CorporateLibrary Wiew: IProposaI j Return: |1UD = Displayed: 5 Selected: 0
-] USRSALE Home P—
(0] Saves searches Info | Class | Stateq Proposal Mumnber , Customer Mame | Customer Mun
+ @ Sales Proposal | Draft 00002 Los Andes 1234
+ @ Sales Proposal | Draft | 00003 Tom Bank. 122
+ @ Sales Proposal | Draft | 00004 Tom Bank. 122
¥ @ Sales Proposal | Draft | 0000S International Bank | 125
] @ Sales Proposal | Draft | 00006 Texas CO 126
< | o
- ||Library: CorparateLibrary User: USRSALE | * Group: GRPSALES |

Figure 2-8 Unique document numbering (item numbering) function
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2.3.5 Compound documents

Because a document can be an aggregate of other documents, the management

of the individual document and the awareness of other associated documents

are critical. Document Managers compound document management provides the

capability to manage the relationships among Microsoft Office documents and
their linked objects, CAD drawings and their references, complex parent-child

document relationships, and peer-to-peer relationships.

You can associate documents with each other and create a compound document

as shown in Figure 2-9. In the example, the ECM Solution Document also

contains two child documents: the ECM Architecture Diagram and the ECM Price

List.
Info | Proposal Murnber | Proposal Subject
= @ e 00071 ECM Solution Document:
-2 Children
+ 00071 ECM Architecture Diagram
+ @ 00071 ECM Price List

Figure 2-9 Compound documents

Creating a compound document
To create a compound document, this is the general procedure:

1. Select the parent document first.

2. Right-click and select CpDoc Manager from the context menu (see
Figure 2-10).

Info Froposal Number

3] @ Wigw
F Checkout-Launch
Transition

Revise

Document Lifecycle
Wersion History
Records Menu
CpDoc Manager

Figure 2-10 Add compound document

3. The Compound Document Manager window appears (see Figure 2-11,
except there are no child documents associated with it yet).
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Add... | [elete... | Froperties... i [one |
— . i

Figure 2-11  Compound Document Manager window

4. Click Add, Apply, and then select the document that you want to make a part
of the compound document. For the example, we select the ECM Price List to
be part of the compound document. Click OK to add it to the list.

5. Repeat Step 4 for other documents that you want to add to the compound
document. For the example, we add one more document, the ECM
Architecture Diagram. There are a total of two additional documents in the
compound document (see Figure 2-11).

6. Click Done.

When you expand the parent document, the child documents display beneath it
(see Figure 2-9 on page 27).

2.3.6 Role-based life cycle management

In the Document Manager system, a document can go through various states in
a life cycle. Depending upon the business requirements, different types of
documents go through different life cycles.

For the sample application, there are four states in a proposal’s life cycle: Draft,
Review, Approval, and Issued.

From the Document Manager Desktop, you identify the current state of a
document and can transition a document to the next step in the document life
cycle.
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Viewing the current state of a document in its life cycle
Users view the current state of documents in two ways:

» From the Document Manager Desktop (see Figure 2-12). The State column
has the current document state (assuming the view contains the column).

» From a document’s life cycle map (see Figure 2-13). Do this by right-clicking
the document and selecting Document Lifecycle from the context menu.

/3 IBM DB2 Document Manager - Microsoft Internet Explorer 10l =|
w Library Menu = SearchMenu  + Folder = Records Menu = Tools for Admin - = About Menu
= (] B T
B 8 B B G 62 B ®  state
Add Document  Search  Checkout-Launch  Checkin Cancel Checkout  Modify  Transition Revise Delete /
=145 1BM DEZ Document Manager @
E@ Corporakelibrary Wi IProposaI ﬂ Returr: |1 = Displayed: 5 Selected: 0
- USRMANAGER Home _ Refresh
@ Saves searches Info | Class (I Skate ' Proposal Mumber | Customer Mame Cuskomer
+ @ Sales Proposal — Draft 00002 Los Andes 1234
+ @ Sales Proposal  Approval 00003 Tom Bank, 122
+ @ Sales Proposal | Review 00004 Tom Bank. 122
+ @ Sales Proposal | Draft 00005 International Bank | 125
+ @ Sales Proposal | Draft 00006 Texas CO 126
4] | i
- JLibrary: Corporatelibrary User: USRMARNAGER “ Group: GRPMANAGER |

Figure 2-12 Current state in view
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lzsued |

Clear | Mest > | Apply | Done I

| 4
Figure 2-13 Current state in life cycle
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Note, the current state has a different color that distinguishes it from the rest of
the states in the life cycle. For Figure 2-13, the current state is the Issued state
which is red.

By selecting the Activity Log tab, you can view the entire life cycle’s activity logs
(see Figure 2-14).

=
tap | Graphics  Activity Log |Version History'
“Werzion | Diate Time | Action | Diata | User | Group | Role
1.4 10/12/200512:04:30 PM | Quick Declare Recard | Auto USRMAMAGER GRPMANAGER
1.3 1012/2005 11:50:03 A | Transition Appioval -» lgsued | USRMANAGER  GRPMANAGER  Approvers
1.2 1012/200511:49:23 8M | Transition Review -» Approval  USAMANAGER  GRPMANAGER  Reviewers
11 1041272006 10:22:08 &M - Transition Ciraft > Review USRSALE GRPSALES Creatars
1 10/12/2005 10:20:35 AM | Add Document USRSALE GRPSALES
< | i

Repart. .. | Aol ] Done |

| 4
Figure 2-14  Life cycle Activity Log window

Transitioning a document from one state to another

To transition a document from one state to another within its life cycle, there are
two options. You can select the document and click the Transition icon in the
Desktop toolbar, or select the document, right-click it, and select the Transition
option from the context menu (see Figure 2-7 on page 26).

Both actions display the Transition Controlled ltems window (see Figure 2-15).

- x
Clazz I Statel ProposaINumberl EustomerNamel EustomerNumberl Proposal Subject
Salez Propozal Draft 00056 Customer ACB 125 Mew 5% and Licence:
Kl | i
Rale: | Creatars j
Ation: I Review j
’ioc D | Status
[dext > | Lifecpcle... | Submit I [one |

Figure 2-15 Transition Controlled Items window
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In the dialog box, you can transition the document from the Draft state to the
Review state by selecting the document (optional) and clicking Submit. Note,
you can transition multiple documents from one state to another.

2.3.7 Microsoft Word and Lotus Notes integration

Document Manager has the capability of integrating with other applications such
as Microsoft Word and Lotus Notes. Users can perform Document Manager
functions within these applications, when integrated. For example, after the user
finishes working on a document in Microsoft Word, the user can check the
document into the Document Manager system immediately while still in the
Microsoft Word application. Document Manager provides easy access, retrieval,
and management of the document for users.

Note: Document Managers application integration feature enables users to
work on the same applications (for example, Word or Lotus Notes) that they
use when they create content (for example, a Word document or an e-mail).
This reduces the learning curve for the users of the new system and provides
users easy access to the system.

In this section, we show application integration with Word and Notes. Examples
of other applications with which Document Manager can integrate include
Microsoft Excel® and Power Point.

Document Manager also provides a property exchange feature that enables you
to copy document properties (attributes) from the integrated application to the
Document Manager system (also called the library) or vice versa.

Integration with Microsoft Word

For the case study, the ZXY Technologies users are familiar with the Microsoft
Word interface and use Word to create proposals. We configure Document
Manager to integrate with Word to provide easy access for users.

Figure 2-16 shows how a Document Manager menu integrates within a Microsoft
Word application. In the Word main menu, we add a Document Manager menu.
Within the Document Manager menu, users can add the current document to the
Document Manager system using the Update Library Item action, view the
document life cycle using Document Lifecycle, and update its information using
Update Library Item.

Depending on your business requirements, you can integrate any number of
actions in Word via the main menu, submenus, actions, or icons.
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Figure 2-16 Microsoft Word integration

Integration with Lotus Notes

You can add the Document Manager add-on menus in the Notes Actions menu.
The options include DM Insert, DM Attach, DM Save, and DM Import. See
Figure 2-17.

Note, for the case study, users use the Lotus Notes e-mail application to store
e-mails received from and sent to ZXY Technologies.
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Figure 2-17 Lotus Notes integration

Property exchange

Document Manager provides the property exchange feature when integrating
with other applications. For example, if you map the attributes of an e-mail in the
creating application (Notes) to the Document Manager system, you can
configure the Document Manager system to automatically fill these attributes in
the Document Manager system when you import an e-mail to the system. In
addition, you can set up the system so that it automatically reflects any changes
to the attributes in the Document Manager system in the originating application
(in this case, Notes).

Examples of exchanged attributes include To, From, and Subject from an e-mail,
and Author from a Word document.

2.3.8 E-mail notification

Document Manager supports automatic e-mail notification. This is useful if you
want to notify people when certain events happen. For example, when you
create a sales proposal, you want to notify the reviewers immediately so they can
review the proposal as soon as possible.
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In the sample application, we use the e-mail notification at two points of a
document’s life cycle: When it is first created and when it is ready for review.

When we create a new proposal, the system sends an e-mail notification to a
project manager. The project manager uses the e-mail information to create a
new classification path in the company's file plan for records management. This
classification path will be used to store all information related to the proposal,
including the request for proposal, the final proposal, and the correspondence.

Figure 2-18 shows a sample of the e-mail that a project manager receives.

& Pending document ;Iglll

J File Edit View Tools Message Help |

B @ e | 0 X | & v | &

Reply Reply Al Forward Print Delete Previous Mext | Addresses
From: D Mail
Date: Friday, October 14, 2005 4:24 PM
To: ustProjectManager@kowb29n, almaden. ibm. com

Subject:  Pending document
Attach: testl Gl (168 bytes)

=
A new proposal 00000C has been created.
Please create a new Container in Eecords Ianager to store all information related to it
Do not respond to this e-mail. This e-mail was automatically generated by Document hanager.
[
| 4

Figure 2-18 Project Manager notification

You can configure the body and subject inside the Document Manager designer.
We also use a variable to add the new proposal number inside the e-mail. For
the sample application, the project manager does not need to see the actual
proposal request; rather, the project manager only needs the proposal number to
create the new classification path in the company's file plan.

What we show here is what you can do with a Document Manager system. The
actual implementation depends on your business requirements.

The other point in the document’s life cycle when we use the e-mail notification
feature is when a document is ready for review. In this scenario, the system
automatically sends an e-mail to the appropriate reviewers. Reviewers need to
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read, review, and control all the proposals, before the proposals are sent for
approval.

Figure 2-19 shows a sample of an e-mail that a reviewer receives.

& Pending document 10l =|
J File Edit View Tools Message Help |
8o Q0 uE g X > @ EX
Reply Reply Al Forward Print Delete Previous Text Addresses
From: D Mail
Date: ‘Wednesday, October 12, 2005 3:54 PM
To: ustManager@kowb9n, almaden.ibm. com ; ustFinancial@kowb99n, almaden.ibm. com

Subject:  Pending document
Attach: TestZ.GmI (130 brytes)

=
Tou have a proposal 000009 waiting for your review.
Pleaze log on to Document IManager before accessing the following link.
Do not respond to this e-mail. Thiz e-mail was automatically generated by Document Ianager.
_ =
4

Figure 2-19 Reviewers notification

The body of the e-mail has a direct link to the proposal that the reviewer has to
review and read. This accelerates the review process, because this alerts the
reviewer that the proposal is ready and reminds the reviewer to review the
proposal as soon as possible. It also saves the reviewer time because the e-mail
provides the link to the proposal, and the reviewer does not have to search for
the proposal in the system.

2.3.9 PDF rendition

Often, when you review, approve, and finalize a document, you want to create a
PDF rendition of the document to distribute to others. This is important if you do
not want viewers to have access to the source document or the capability to
modify the document in any way. PDF renditions are also useful if the viewers do
not have the application to view the document in its original format. Document
Manager provides the PDF rendition service to accommodate these business
requirements.

For the sample application, when the approver has finalized and approved the
proposal in Microsoft Word format, and the approver is ready to issue it to others,
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the proposal enters the Issued state. When this happens, the Document Manager
automatically creates a PDF rendition of the Word document, saves the new
PDF rendition in a PDF state, and automatically creates a PDF relationship type.

The first entry in Figure 2-20 shows the original Microsoft Word document of a
sales proposal in the Issued state. The proposal number is 00062. The second
one is the PDF version of the same sales proposal with the same attributes, and
is in the PDF state. These documents are related to each other. The PDF
rendition object that we define in the Document Manager system establishes the
relationship. As a result of this relationship, the system assigns the same
attributes from the Word document to the PDF document when the PDF file is
renditioned. Document Manager also allows duplication of the unique attribute,
the proposal number, to both the Word document and to the PDF document.

Info | Class | State | Proposal Numberl Cuskomer Namel Customer Mumber
+ Q Sales Proposal | Issued | 00062 Los &ndes 125
+ Sales Proposal | PDF 00062 Los Andes 125

Figure 2-20 Document PDF rendition

2.3.10 Dynamic search folders

36

In a Document Manager system, you can create dynamic search folders to
quickly search for frequently used documents. A dynamic search folder is a
folder that is associated with a predefined query. Selecting a dynamic search
folder is similar to executing a saved search.

Figure 2-21 shows the Desktop with dynamic search folders. The left folder pane
shows the PDF dynamic search folder. The right document pane shows all files in
PDF states.
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Figure 2-21 Dynamic search folders

The visible difference between standard folders and dynamic search folders is
that the dynamic search folders have a magnifying glass visible over their folder
icons.

2.3.11 Adding documents from document templates

As we mentioned earlier, there are many ways to add (or import) a document into
the Document Manager system. Document Manager offers the document
template feature that enables you to standardize the user input and content
format of a new document into the system.

Document templates are also a place to consider records pre-classification. The
best records solution is transparent and touchless (or no user interaction) for the
user and provides repeatable, accurate record creation and classification.
Sometimes, it is possible to define the classification and type of record in the
document template (or life cycle) that can be used later to automate record
actions.

For the case study, ZXY Technologies uses the document template to
standardize the proposal document across the company and to accelerate the
creation process. Each department has its own proposal document template.

For the sample application, you can add a new proposal from a template by
selecting Template — Create Sales Proposal (see Figure 2-22). Figure 2-23
shows the template with pre-filled attribute information.
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Figure 2-23 Add document from document template

With a document template, users do not need to create a new document from
scratch. The document template command automatically creates a new proposal
document from the standardized template.

2.3.12 Revision

38

Document Manager supports document revision management.

In the sample application, we demonstrate the revision capability by revising an
already issued proposal. An issued proposal has already gone through its life
cycle and is at the Issued state.
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The original documents have revision number 01. If an issued document needs
to be revised, the user can select the document, click Revise, and this creates a
new document with revision number 01-0A. The new document begins at the
Draft state again and it goes through the document’s life cycle until it is also in
the Issued state.

Figure 2-24 shows the Revise Proposal dialog box when you click the Revise
icon on the toolbar.

il
Class State !
I Salez Propozal j I Diraft j

Propozal Subject
IHequest for new Hw 2005-10-25-14

Cancel |

Figure 2-24 Revise Proposal window

On the dialog box, you can modify the proposal subject for the new revision and
click Apply.

Once you create a new revision, the system looks similar to Figure 2-25. The
sales proposal with proposal number 70 has two revisions. The original one is in
the Issued state and the working revision is in the Draft state.

Info | lass I Skake ! Proposal Murnber | Customer Mame | Create Date | Revision I IsRecord |
+ @Q Sales Proposal | Issued 00070 ABE Company 10/25/2005 01 yes

+ @ Sales Proposal | PDF 00070 ABE Company 10/25/2005 01 no

+ EJ Sales Proposal | Draft 00070 ABE Company 10/25/2005  01-04

Figure 2-25 New revision and original revision

After the new revision goes through its life cycle (that is, after it is reviewed and
approved) and is in the Issued state, the revision number of the new document
becomes 02. The original document with revision number 01 is moved to the
Superseded state. See Figure 2-26.
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Info | Class | State | Proposal Murnber | Customer Mame | Create Date | Revision I IsRecord |
+ Q Sales Proposal | Superceded 00070 ABE Company 10/25/2005 01 yes
+ Sales Proposal | PDF 00070 #EE Compary | 10/25/2005 | 01 no
+ Q Sales Proposal | Issued 00070 ABE Company 10/25/2005 02 yes
+ Sales Proposal | PDF 00070 AEE Compary | 10/25/2005 | 02 no

Figure 2-26 New revision in Issued state and original in superseded state

Newer revisions increase the revision number. You can configure Document
Manager to use a mixture of numbers and letters to indicate new revisions.

2.3.13 Records Management integration

Document Manager integrates with Records Manager to add the record
management function to the Document Manager system. You can declare and
classify records in many ways depending on your business needs. For example,
you can automate the creation of a record based on the final approved life cycle
step for a document.

Within a Document Manager system, you can implement the automatic quick
declare function, so that when a certain event happens (for example, when a
document enters or leaves a state), the system automatically declares the
document to be a record. On the Document Manager Desktop, you can also
configure quick declare and manual declare options for users to declare records.

When working with versioned documents, Document Manager enables you to
declare earlier versions of the document to become records in addition to
declaring the latest version of the document as a record.

Automatic quick declare within the system

The automatic quick declaration capability enables documents to be declared as
records without user intervention. In a production environment, automatic
records declaration is the preferred way to do this because it reduces human
errors and ensures that the key documents get declared as records.

In the ZXY Technologies case study, the proposal documents, requests for
proposal documents, and correspondence related to the proposals must be
declared as records because of regulations and company policies.

Figure 2-27 shows that all the proposals in the Issued state have a small padlock
in the first column. This padlock represents that they are records.
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Figure 2-27 Records Manager automatic declare functionality

In our sample application, we implement Records Manager so that for any
document in the Issued state, the system automatically declares it as a record
and classifies it according to predefined rules.

Note: Document Manager is extremely flexible. You can configure record
declaration any way you want depending on your business requirements.
What we have shown with the sample application only demonstrates some
of the potential function you can have in a Document Manager solution.

Quick declare and manual declare from the Desktop

From a Document Managers Desktop, you can provide quick declare and
manual declare options to users.

For the sample application, Figure 2-28 shows the available records
management options you can choose when you right-click a selected document.
Users with the proper rights can declare and classify records at this interface.
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Figure 2-28 Records Manager menu

Quick declare

Quick declaration provides a user with several options for classification of
documents.

To use quick declare from the sample application, you need to select the
document you want to make into a record, right-click the entry, and select
Records Menu — Quick Declare Record.

Figure 2-29 shows a sample window that appears when a user is quick declaring
a record using the selection option. The user needs to select from a short list of
file plan locations and click Declare and then Done. No attribute values can be
changed through quick declare in this sample.

1 Quick Declare Record (=] 9]
Statuz 1 Method | Clazsification | Fra... | Proposal Subject | l...
Fieady Selection Unclazsified ProposalzPropozal D... | 00071 ECM Solution Document | yes
| |
Declare | Done I

2

;igure 2-29 Records Manager quick declare function

If the document is a compound document, the related pieces of the compound
document can be automatically declared if that option is configured in Document
Manager. See Figure 2-30 as an example.
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Info | Proposal Murnber | Proposal Subject | IsRecord
= @Q@ 00071 ECM Solution Document | yes
-2 Children
+ Q 00071 ECM Solution Document | yes
+ @Q 00071 ECM Solution Document | yes

Figure 2-30 Declare compound documents

These files are considered to be one record in Records Manager. Figure 2-31
shows what they look like in the Records Manager client interface.
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Figure 2-31 Compound document record in Records Manager

Manual declare

Manual declare provides users with complete control over the record declaring
process. Users determine where in the file plan to classify a record and what
values to enter for each attribute for the record (provided that users have the
proper rights to perform this function and proper rights to the corresponding
Records Manager's file plan).

To use manual declaration from Document Manager, you need to select the
document you want to make into a record, right-click the entry, and select
Records Menu — Manually Declare Record.
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Figure 2-32 shows the records profile window that appears when a user selects
Manually Declare Record. In this sample, all the values are automatically filled
in due to Records Manager’s auto-classification rules and attribute mapping in
Records Enabler. Users can change any of the values. To complete the
declaration and classification of the record, click Finish.
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Address @ http: fikowb29n, almaden. ibm. com: 9082 (RMEWebClient fRME addiewComponent, do j @Go | Links **

-

A N A

Component Definition

Select Component Definition:

Proposal Document

[ General ] [ Security Classification Info ]

T N

¥ address by Name i Address by Code

*Source by name

|//Z><\‘r Technologies/Default/Unclassified Proposalsj m

*proposal Document Name

{pooo3

Proposal Document Tide

|Request for S¥W 1

[ pick top item

#*proposal Number [000099]
{oooooo
I General ] [ Security Classification Info ]|

@ |_|_|_|° Internet v

Figure 2-32 Records Manager manual declare functionality

Version history declaration

A document can have multiple versions. Document Manager allows users to
declare the latest version and any of the older versions of a document to be a
record. You can implement this feature from the Document Manager Desktop.

To declare any of the older versions of a document to be a record, right-click the
document, and select Version History menu.

The version history window (see Figure 2-33) shows all the versions of the
document. Any version of the document can be declared from this version history
window. At this window, select an older version of the document, right-click it,
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and select Records Menu — Quick Declare Record to declare it as a record.
Note for the sample application, you can also manually declare the record by
selecting the Manually Declare Record option from the menu.
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Figure 2-33 Version history declaration

2.4 Summary

By using a case study and a sample application, we intend to quickly get you
familiar with what Document Manager together with Records Manager can do
from a practical view point.

We cover the following specifics:

Document Manager Desktop

Adding documents to a Document Manager system
Searching for documents within the system

Unique document numbering (item numbering)
Compound document support

Role-based life cycle management

Microsoft Word and Lotus Notes integration (including property exchange)
E-mail notification

PDF rendition

Dynamic search folders

Adding documents from a document template
Revision

Records Management integration:

VVYVYYVYYVYYVYVYVYVYVYYY
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— From the Document Manager system side, automatic quick declare
— From the Document Manager Desktop: quick and manual declare
— Version history declare

Document Manager enables you to control and manage documents with many
more functions than what we show you in the sample application. Depending on
your business needs, you can easily and quickly configure a Document Manager
system to fulfill your business requirements.

In the next chapter, Chapter 3, “Document Manager solution design and
planning” on page 47, we discuss how you can plan and design a Document
Manager solution.
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Document Manager solution
design and planning

In this chapter, we discuss how to design and plan a Document Manager solution
and extend it to incorporate records management function.

We cover the following topics:

» Planning for a Document Manager solution
» Designing a Document Manager system
» Designing the Document Manager user interface

Appendix A, “Case study” on page 469 applies the principles and theories
discussed in this chapter to a practical case study. We recommend you read
through the appendix once you complete this chapter.
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3.1 Planning for a Document Manager solution

In this section, we discuss the general process and considerations in planning for
a Document Manager solution.
The general planning process includes:

1. Identify document types.

2. Identify producers, approvers, and consumers of documents.
3. Identify document characteristics and document life cycle.

4. Define documents that should be records.

3.1.1 Identify document types

The first step in planning for your Document Manager solution involves
identifying the types of documents you must manage. These include the
documents that you should store, share among others, search, and retrieve
within the solution.

For our case study, we identify the following types of documents:

» The RFP documents that customers send us

» The correspondence we receive from and send to our customers

» The sales proposal documents

» The marketing proposal documents

» The services proposal documents

» References documents, such as minutes, budgets, graphics, Microsoft
PowerPoint presentations, and so on

» Standard document templates

3.1.2 Identify producers, approvers, and consumers of documents

To plan for a Document Manager solution, you must have a clear understanding
of the participants and their interaction and responsibilities within the application.
In this step, you need to identify the information producers, approvers, and
consumers of these documents.

The information producers are those who contribute to the information. The
information approvers are those who must sign off on the information. The
information consumers are those who locate, view, use the completed
information, and possibly act on the information. The producers and consumers
can be users and business applications.

48 IBM DB2 Document Manager with IBM Records Manager Solution Guide



The producers can tell you how the documents are created and how they should
be organized. The approvers can tell you the process a document has to go
through (if any) according to existing business policies. The consumers can give
you insight about how they use the documents and what they do with the
documents.

Identifying these people or applications is crucial for the next step of the
Document Manager system planning process.

3.1.3 Identify document characteristics and document life cycles

Part of the planning process involves understanding the type of documents a
Document Manager system manages and the life cycle process associated with
the documents according to the business processes and policies.

To plan for your solution, you should interview the document producers
(creators), approvers, and consumers to find out the following information:

» What software do you use to create the documents?
For example, they can create documents with Word or CAD.

Knowing how users create documents helps you plan the necessary
integration Document Manager needs with these software products.
Application integration enables producers to continue to use the software with
which they are already familiar to create, view, and modify documents, and
therefore have a shorter learning curve with the new system. It is also
important to obtain this information for planning document printing using the
print/plot service Document Manager provides.

» Will any documents be composed of multiple parts?

If some documents are, you need to find out what they are. A document can
be composed of a spreadsheet, some graphics, a logo, and different
document sections. Or it may be composed of several different documents.
Knowing how the documents are assembled helps you to determine the links
between the documents for compound document relationship management.

» What are some of the attributes of the documents?

Document Manager can tie document file names and locations to a set of
index attributes (catalog) for easy document storage and retrieval. With
attributes associated with the documents, users can search against these
attributes.

You need to find out from producers how to classify documents and the key
information that can be used to represent and identify the documents. For
example, in the case study we use for this redbook, some of the attributes of
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a sales proposal are customer ID, product ID, proposal number, and proposal
subject.

Some attributes can uniquely define a document. Are there any attributes like
that? If so, do you need to enforce the uniqueness of these attributes among
documents?

» What are the users’ search requirements for documents?

Will users only search on the document’s attributes to locate the documents
or on the document’s content as well? This helps you to decide, when
designing the data model, what attributes should be indexed, and whether
you need to enable a text search index for the document content. Document
Manager enables users to search documents by metadata or by content. Be
sure to ask all the representative users to ensure you know all their potential
requirements.

» What is the entire business process for a document?

Some documents go through multiple states (/ife cycle) in Document
Manager. Depending on the business requirements, different types of
documents go through different life cycles.

For the case study we use in the redbook, there are four stages (also known
as states in Document Manager) in a sales proposal’s life cycle: Draft,
Review, Approval, and Issued.

Some documents can never go through any life cycle, and some do.

For each document type, you work with the producers and approvers to
identify whether the documents go through a life cycle or not. For the
document types that go through a life cycle, identify what the stages are, and
who can do what to the documents at each stage. This includes who can
transition a document from one state to another, and under what conditions
before a document of the type can transition to another state.

Will there be any automated process executed during any stage of a
document’s life cycle? For the case study, when a proposal transitions into
the Review state, the system automatically sends an e-mail notification to the
reviewers to inform them the document is waiting for them to review.

» Do you need control document version and revision?

Version control ensures that every time a user edits a document, the
originating document is still available in some form. This ensures that users
can track changes made and roll back to the original document if necessary.

Will people update this type of document in the system? Is it possible that
multiple users can work on the same document at the same time? If this is
possible, you must consider planning for version control for documents of this

type.
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In addition, is it possible that several versions of a document can be created
and updated by different people? If this is the case, usually, only one of the
versions will replace the original version. Document Manager provide the
revision function, so that you can promote only the approved version to
become the next revision of the document to replace the original document or
the previous release of the document.

» Is there any special numbering requirement for the document that Document
Manager can do for the system?

Document Manager offers the document numbering feature (also known as
item numbering in Document Manager) so that the system can create a
unigue number for a document. You can base this number on numeric, alpha,
alphanumeric, or a Globally Unique Identifier. This is the time to review your
current business process to see if it makes sense for Document Manager to
create the number automatically instead of relying on users to do so.

3.1.4 Define documents that should be records

If you need to implement records management capability into your Document
Manager system, this is the time to identify the documents that you must declare
as your company’s official records to comply with the record keeping mandates
and regulatory guidelines.

The users may not necessary know about the business regulations. Make sure to
work with your records staff and legal staff to identify the documents that you
need to keep as records.

To get more information about what records management options are available
for a Document Manager solution, refer to Chapter 4, “Records Manager options
design and planning” on page 73.

3.2 Designing a Document Manager system

In this section, we discuss the general steps in designing a Document Manager
system.

The steps include:

1. Define users, groups, and roles.

2. Define a data model for your document system.

3. Define document life cycles.

4. Design a Document Manager application interface.

You do not have to follow these steps in a strict order. They are a guideline for
you to evaluate and work through to help you start designing your system.
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We do not cover records management-related design here. We discuss it in
Chapter 4, “Records Manager options design and planning” on page 73.

3.2.1 Define users, groups, and roles

Part of designing a Document Manager system is defining the system’s users,
user groups, and roles.

Users are the people who use the Document Manager system. In the planning
section, we identified the information producers, approvers, and consumers. In
this step, you define users based on the identified users.

You need to decide how these users are created. Does your company use LDAP
or does your company have an SSO requirement? This can affect how you want
to define and set up the users.

Group definition

You also need to define user groups. The criteria for mapping users into groups
is based on users’ access requirements and their responsibilities. You place
users who have similar access requirements and responsibilities into the same

group.
In our case study, we define six groups as you see in Table 3-1.

Table 3-1 User groups in the case study

Groups (Group name) | Description

Managers This group of users is the managers of the various
(grpManagers) departments. They have the responsibility to review and
approve the proposal documents.

Sales Users in this group are the employees in the sales
(grpSales) department. They receive requests for proposals from
customers. They are responsible for preparing the sales
proposal documents and delivering the approved ones to

customers.
Marketing Users in this group are the employees in the marketing
(grpMarketing) department. They receive requests for proposals from

internal departments. They are responsible for preparing the
marketing proposal documents and delivering the approved
ones to internal departments.
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Groups (Group name) | Description

Consultants Users in this group are the employees of the services

(grpConsultants) department. They receive requests for proposals from
customers. They are responsible for preparing the services
proposal documents and delivering the approved ones to

customers.
Financial Analysts This group of users are the company’s financial analysts.
(grpFinancials) They are responsible for reviewing all the proposal

documents to ensure that the financial information in the
proposals is correct.

Viewers Users in this group are the company employees who are not

(grpViewers) directly involved with the proposal creation process, but they
are interested in viewing the delivered proposals.

Role definition
Roles define the Document Manager actions that users (such as information

p

roducers, reviewers, approvers, and consumers) can have.

There are many actions a user can perform on a document. When defining a
role, you can specify whether users with a role can do any or some of the
following:

VVYyVYyYVYVYVYVYYVYY

Add items: Add items to the system.

Checkout: Check out an item from the system.

Copy: Copy an existing item to another.

Revise items: Revise existing items.

Modify properties: Modify the attributes or metadata of items.
Print: Print capability.

Transition: Transition items from one state to another.

View: View items.

Markup: Mark up items.

Note: In a Document Manager system, an item includes any type of a
document or other type of content, such as a graphic file, an audio file, or a
video file.

For simplification, in this redbook, we sometimes use the word document
interchangeably with the word ifem. Other words we use interchangeably with
document or item include: content and information. Most of the time, they
mean the same thing in the redbook.

For our case study, we determine that the solution needs four user roles:
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Approvers: Information approvers who can approve the content (for example,
sales proposal documents).

Creators: Information producers who can create the content.

Reviewers: Users who review the content.

Viewers: Information consumers who may read the content.

Table 3-2 lists the actions each role can perform. For example, only users in the
Creators role can add items into the system.

Table 3-2 Role definitions in the sample application

Approvers Creators Reviewers Viewers
Add items X
Checkout X X X
Copy X
Revise items X X
Modify X X
properties
Print X X X X
Transition X X X
View X X X X
Markup X X X

Groups to roles mapping

Once groups are defined and roles are defined, you need to map the groups with
the appropriate roles.

Table 3-3 shows the mapping of the user groups to the roles. A group can have
multiple roles. For example, users in the grpManager group have Approvers,
Creators, and Viewers roles.

Although you can assign users to roles, we recommend that you always create

u

ser groups and only assign groups to roles for easier system maintenance.

Table 3-3 Role mappings to user groups in the sample application

Groups Approvers Creators Reviewers Viewers
grpManager X X
grpConsultants X
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Groups Approvers Creators Reviewers Viewers
grpMarketing X

grpSales X

grpFinancials X

grpViewers X

Attention: You assign groups to the appropriate roles, and you associate
roles with the appropriate document classes and states.

We discuss classes and states in the next section, Define data model. Once
you have read that section, you may want to return to this section to redefine
your groups and roles to ensure that your design meets your business
processes and requirements.

3.2.2 Define data model

In the planning session, you identified the types of the documents your
Document Manager solution must handle. At a very high level, they are
correspondence documents, proposal documents, and reference documents.

In this section, we discuss the document data model that controls how you want
to store the documents in the repository and how you want to retrieve them.
Specifically, you need to define the following data model elements for the
documents:

» Attributes
» Item types and document classes

Attribute (library property) definitions

An attribute (also known as library properties in Document Manager) stores a
unit of data or values that describe a certain characteristic or property of an item
(an item can be a document or some other type of a content file). Examples of
attributes are proposal number and customer name. You use attributes to search
for an item. In the planning session, the process included identifying the
characteristics of a document type. You can use what you identified from that
session here.

Sometimes you can end up with different attributes for different document types.
Some of the attributes store similar information and they should not be created
twice for different documents. Attribute groupings and reuses help simplify the
system and avoid potentially creating too many attributes. Early consolidation or
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separation of the right attributes help avoid problems later in the implementation

phases.

In our case study, we defined sales, marketing, and services proposal
documents to have the following common attributes: Customer Name, Customer
Number, Request for Proposal Number, Proposal Subject, Create Date, Author,
Potential Revenue, Delivery Date, and From (customer e-mail). We defined the
correspondence documents to have the following document attributes: Customer
Name, Customer Number, From, To, Date Received, Request for Proposal
Number, and Mail Subject.

Table 3-4 shows the attribute definitions for the sample solution.

Table 3-4 Attributes (library properties)

Name Display name | Attribute type | Character Character
type length
Customer Customer Variable Extended 32
Name Name character alphanumeric
Customer Customer Variable Extended 32
Number Number character alphanumeric
RequestPropNum | Request for Variable Extended 32
Proposal character alphanumeric
Number
Proposal Number | Proposal Variable Extended 32
Number character alphanumeric
Proposal Subject Proposal Variable Extended 32
Subject character alphanumeric
Author Author Variable Extended 32
character alphanumeric
Potential Potential Rev Variable Extended
Rev character alphanumeric
CreateDate Create Date Date
DeliveryDate Delivery Date Date
eMailNumber eMail Track Double
Number
From From Variable Extended 64
character alphanumeric
To To Variable Extended 256
character alphanumeric
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Name Display name | Attribute type | Character Character
type length
MailSubject Mail Subject Variable Extended 256
character alphanumeric
DateReceived Date Received | Date

Item types and document class definitions

An item type is a structure (template) you use to define a type of the documents
that will be stored in a Content Manager repository. In an item type definition, you
specify authorization schema, repository characteristics, where, and how you
store documents of this type. In addition, you define the attributes
(characteristics) of the documents.

Internally, Content Manager defines an item type as a physical database table
and attributes are defined as columns in that table. How you define item types
can have a performance impact on your system.

From the item type definitions, you can define multiple document classes
associated with each item type. Document Manager uses classes to model a
business process for managing documents.

There are two types of Document Manager classes, controlled and stateless.
Controlled classes are for documents which need to go through one or more
states in their life cycles. Stateless classes are for documents which do not need
to go through any life cycle.

Document Managers class is derived from an item type. You use Document
Manager classes to logically separate different kinds of documents inside a
single item type.

Tips for defining item types

Depending on the type of documents you have for your solution, you can define
one item type for each document type, define one item type for all document
types, or be somewhere in the middle.

Defining one item type for all document types is the easiest way to set up a
Document Manager system. However, there are many instances when you do
not want to do that. Some of them include the following:

» If the document types do not have any common attributes or share very few
common attributes, you may want to define one item type per document type.
If you lump all document types with different attributes together under one
item type, you end up with an internal database table with too many columns.
Space can be wasted and not used efficiently.
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» If searches will always be performed against one type of the documents or
another, but never against all these document types together at the same
time, you may want to consider separating the document types into item types
(thus different tables internally) for better system performance. This is
practical if you expect high volume of documents will be added into the
system every day or eventually.

» The text search indexing requirement also determines how many item types
you should define. If users only perform text search index on one document
type, but not the others, you should consider defining an item type especially
for this document type.

» For security reasons, you can define different item types. This way, you can
associate a different ACL for each item type.

Tips on classes versus item types

We provide tips to help you determine if you need to define more than one class
within an item type:

» If some documents have to go through a life cycle and some do not, you want
the document types that do not go through a life cycle to be in one class (the
stateless class) and those that must go through a life cycle to be in a different
class (controlled class).

» If the documents that require life cycles go through different states in their life
cycles, you must define one class for each type of life cycle because each
class can have only one life cycle associated with it.

» If there are different access control requirements for the document types (for
example, each type of document must be accessed by a different set of user
groups), you must separate the document types with different access control
into different classes.

» If you want to sequentially enumerate different types of documents with an
independent serial number and you want the system to automatically create
it, you need to define separate classes for different document types. This is
because one class can only have one item numbering assigned to it.

» If different types of documents need distinct version or revision numbering,
then you must define different classes for different document types.

In our case study, we define two different item types: CustomerData and
LibraryObjects. The item type CustomerData stores proposals and
proposal-related files, all of which have similar attributes. The item type
LibraryObjects stores saved searches and document templates, which have
completely different attributes from the proposals and proposal-related files. See
Table 3-5.
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Table 3-5 Item type definition summary

Item types

Comments

CustomerData

attributes.

types:

» Customer Request for Proposal (RFP)
» Sales proposal

» Marketing proposal

» Services proposal

» Correspondence

» Reference documents

Store proposal-related files because all of them have similar

The CustomerData item type stores the following document

LibraryObject

document templates, because the saved search and
document templates have different attributes from the
proposal-related files.

Note, the predefined queries are specific to Document
Manager. We store them so that users can reuse them.

Store predefined queries (saved searches) and standard

We further define multiple classes under the CustomerData item type and two

classes for the LibraryObjects item type.

Table 3-6 shows the classes that we define to model different type of documents
represented by the CustomerData item type. See the description of each class to
get a better understanding of how you can define item types and classes for your
business requirement.

Table 3-6 CustomerData classes for the sample case study

Classes Description

Correspondence Store the correspondence documents received from and
sent to customers.

RFP Store the Request for Proposal (RFP) documents received

from customers.

Marketing Proposal

Store the marketing proposal documents.

Sales Proposal

Store the sales proposal documents.

Services Proposal

Store the services proposal documents.
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Classes Description

Reference Documents Store reference documents, such as meeting minutes,
budgets, presentations, and video.

This is a stateless class because the documents of this type
do not go through a life cycle. All other classes are controlled
classes that go through a life cycle.

Table 3-7 shows the classes that we define for documents we store under the
LibraryObject item type.

Table 3-7 LibraryObject classes for the sample case study

Classes Description
Document Template Store company standard document templates.
Saved Search Store Document Manager predefined queries.

To manage who can access what documents in the system, you need to define
Access Control Lists (ACL). An ACL is a mapping between users or user groups
and privilege sets. Access control lists are authorization schemas that define
who can read, write, and delete items from the content repository. We cover this
topic in more detail in Chapter 5, “Security” on page 91.

3.2.3 Defining life cycle processes

For documents that go through different states (Document Manager controlled
classes), you identify the states that the documents go through and model them
in Document Managers’ life cycles.

The process of translating the different states that your documents go through
into Document Managers life cycle consists of the following steps:

1. Identify the classes that are control classes.

2. Define the states that a document goes through during the change and
approval processes. Example of states are Draft, Review, and Approval.

3. Map roles to states. This defines who (having the role) can access the
document when the document is at that state. For example, in the sample
application, users with the Approvers role are mapped under the Approval
state of a document class Sales Proposal. This means that users belonging to
this role can access the sales proposal documents when the documents are
at the Approval state.
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We discussed roles in 3.2.1, “Define users, groups, and roles” on page 52.
This is a good time to go back and review what you have defined and refine
your design.

4. Graphically create the document process model using the Document
Manager Designer tool.

In the case study, a person receives a request for a sales proposal creates a new
sales proposal document and adds it into the Document Manager system. When
the document is first added into the system, it starts out in the Draft state. After
the salesperson finishes writing the proposal, the salesperson transitions the
document to the Review state. A team member in the Reviewers role reviews the
document and transitions the document to the Approval state. Then, a
supervisor in the Approvers role approves the document and transitions it to the
Issued state. At the Issued state, the document is automatically declared as a
record and the document is rendered into a non-editable PDF document. Once
the PDF version of the proposal is available, the salesperson can send it to the
customer. At this point, the life cycle of the document, as defined in Document
Manager, is complete.

Based on the business process, we define the following states that the sales
proposal documents must go through in their life cycle:

Draft

» Review
» Approval
» Issued

v

We also define the following roles for the sales proposal document life cycle (or
you can define this earlier and redefine at this stage):

» Creators: Users who create the proposal.

» Reviewers: Users who review the proposal.

» Approvers: Users who approve the proposal for publication.
» Viewers: Users who can view the proposals.

We map the roles to the states, see Table 3-8.

Table 3-8 Mapped roles to states for a sales proposal document class

State Role

Draft Creators, Viewers
Review Reviewers, Viewers
Approval Approvers, Viewers
Issued Approvers, Viewers
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We graphically create the sales proposal document’s life cycle map using the
Document Manager Designer tool. Figure 3-1 is an illustration of the sales
proposal document’s life cycle map.

i Item Lifecycle Map ;Iglll

Map | Graphicsl Dptionsl Authorsl

L« Feview |

L o Approval |—‘
lssued |

e |
[ b 4

Figure 3-1 Sales proposal life cycle

Note: It is important to consider the consequences of a record declaration
within a document’s life cycle. When a document is declared as a record,
Records Manager restricts access to the document by changing its ACL in
Content Manager. This effectively ends the document’s life cycle in Document
Manager, until a new version or revision of the document is created. The final
state in a document’s life cycle is probably to the most appropriate place for
the record declaration to occur.

Also, note that there is a difference between a Document Managers life cycle
and a Records Managers life cycle. Prior to a document becoming a record,
the life cycle in Document Manager controls which states a document has to
go through. As soon as a document becomes a record, Records Manager
takes over the control and puts the document in the record’s life cycle, which
is related to the record keeping policies of the company.

We cover more Records Manager-related discussion in Chapter 4, “Records
Manager options design and planning” on page 73.

3.3 Designing the Document Manager user interface

After defining users, groups, roles, document item types, document classes, and
document life cycles as covered earlier in this section, we design the Document
Manager application user interface.
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Document Manager application interface design comprises the following tasks:

1. Define actions and dialogs.
a. CVL lists and links
b. ltem templates
2. Define Desktop templates.
a. Menus
b. Views
c. Searches
d. Property exchanges
e. Application integration
3. Define folder structure.

3.3.1 Define actions and dialogs

In previous sessions, you identified the types of the documents to be managed
by the Document Manager system. In addition, you defined item types and
classes for these document types. Now, you need to decide what actions can be
performed on each class and define the dialog boxes that will be used when a
particular action is performed on a document. In Document Manager, you define
the actions and dialog boxes by configuring the actions and dialog objects.

Table 3-9 shows the Document Manager actions that you can configure. The
Dialog box column indicates whether a dialog object is required for that action or
not. It is possible that an action is available to a document but no dialog box is
necessary for the action.

Table 3-9 Document Manager actions and dialog object options

Action Dialog box Description
options
Add Required Add an item to the content repository.
Check in Optional Check in one or more items.
Check out Optional Check out one or more items.
Copy None Copy one or more items to a specified location.
Modify Required Modify an item’s attributes (properties).
Revise Optional Create a revision of an item.
Transition None Transition one or more items from the current
state to a new state.
Version History Required View all versions of a selected item.
View None Display one or more items.
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In the case study, the Document Manager system needs to manage sales
proposals. When you add a document of the Sales Proposal class to the system,
you need to enter document attributes (to categorize, search for, and allocate the
document later). In this scenario, we need an add action and a dialog box
associated with the action. We therefore configure an action and dialog object,
Sales Proposal - Add, and associate the object to the Sales Proposal class. In the
Sales Proposal - Add action and dialog object, we configure the user interface
and the attributes users enter when adding a sales proposal to the system. This
involves no programming.

Once you configure all the actions and dialog objects, you assign them to the
appropriate classes.

In the case study, we create a set of actions and dialog objects for each class
(see Table 3-10). As you can see, under the item type CustomerData, the class
Sales Proposal, there are four actions and dialog objects:

Sales Proposal - Add
Sales Proposal - Modify
Proposal - Checkin
Proposal - Revise

vyvyyy

Note, you can use an action and dialog object (such as Proposal - Revise) by
more than one class; however, a class cannot have multiple objects of similar
type. For example, if we have a new action and dialog object, Proposal - Add, we
cannot assign this object along with the Sales Proposal - Add object to the Sales
Proposal class, because both of these objects are of the add action. The Sales
Proposal class can have only one add action and dialog object type.

When you create the action and dialog object, you must also assign users or
groups to the actions and dialog objects for security control. Users who are not
on the list or who do not belong to any of the groups that are assigned to the
action and dialog object cannot perform the action specified in the object.

In the case study, users in the group grpSales can add a document of class Sales
Proposal, using the Sales Proposal - Add action and dialog object. Other users
cannot do that. Users in the groups grpFinancials, grpManager, or grpSales,
can modify a document of class Sales Proposal, using the Sales Proposal -
Modify action and dialog object.

Although you can assign users to actions and dialog objects, we highly
recommend assigning only groups to the actions and dialog objects.
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Table 3-10 Actions and dialogs for the sample case study

Item type Class Action and dialog Associated
object groups
Customer Correspondence Correspondence - Add grpConsultants
Data grpMarketing
grpSales
Correspondence - Modify All five groups?
RFP RFP - Add grpConsultants
grpMarketing
grpSales
RFP - Modify All five groups
Marketing Marketing Proposal - Add grpMarketing
Proposal
Marketing Proposal - Modify grpFinancial
grpManager
grpMarketing
Proposal - Revise grpManager
Sales Proposal Sales Proposal - Add grpSales
Sales Proposal - Modify grpFinancials
grpManager
grpSales
Proposal - Checkin All five groups
Proposal - Revise grpManager
Services Proposal | Services Proposal - Add grpConsultants
Services Proposal - Modify grpConsultants
grpFinancials
grpManager
Proposal - Revise grpManager
Reference Reference Document - Add grpConsultants
Documents grpFinancials
grpManager
Reference Document - Modify | Same as above
Library Document DocTemplate - Add All five groups +
Objects Template Admin

Saved Search

Saved Search - Add

All groups
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a. The five groups include: grpConsultants, grpMarketing, grpSales, grpManager,
and grpFinancials.

CVL lists and links

CVL lists and links are used by dialog windows to present to users with the
predefined list of options to fill an attribute value.

For example, in the case study, we create a CVL list, Proposals. The list contains
three document proposal types: Sales Proposal, Service Proposal, and
Marketing Proposal. We link the list to the Class field in the Proposal search
template. When you perform a search using the Proposal search template, you
select a proposal type from the drop-down list of the Class field and search only
documents of this proposal type.

CVL lists can be static or dynamic. Links link the CVL lists to attribute fields. You
can integrate multiple CVL lists and links to generate lists, so that a list of values
depend on the selected option from another list.

For example, we have the CVL list, Proposal:

» Sales Proposal
» Service Proposal
» Marketing Proposal

Each proposal type has a list of different accounting control codes:

» Sales Proposal has the following corresponding accounting control codes:
— SA1-001
— SA1-002
— SX2-004
— SX3-005

» Service Proposal has the following corresponding accounting control codes:
— SE1-001
— SE1-002
— SPX-004
— SPX-005

» Marketing Proposal has the following corresponding accounting control code:
- MKZ-103

You can create three accounting control code CVL lists, one for each proposal
type, and link the accounting control code CVL list to its corresponding proposal
type. In an action and dialog object, you can define a proposal type and an
accounting control code field. Associate the Proposal CVL list to the proposal
type, and the special accounting control code/proposal type link to the
accounting control code field. When a user selects a proposal type (for example,
Sales Proposal) in the proposal type field, the accounting control code field will
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display only the accounting codes associated with that proposal type in the
drop-down list (in this example, they are SA1-001, SA1-002, SX2-004, and
SX3-005). If user changes the proposal type (for example, to Service Proposal),
then the accounting control list will again change to the codes for the Service
Proposal type (in the example, they are SE1-001, SE1-002, SPX-004, and
SPX-005).

Use CVL lists and links in search templates and all actions and dialog objects,
except in the View action because the View action does not have a dialog
associated with it.

Using CVL lists and links can simplify your user interface, reduce user input
errors, and ensure consistent user input.

Item templates

Use item templates to generate predefined values for dialog boxes in much the
same way that lists generate predefined values for fields. The difference is that a
list is for a particular field, and an item template is for an entire dialog box. With
the item template, you can predefine values of multiple fields in a dialog box.

Using item templates simplifies the user interface. You can configure several
item templates with different populated values. When a user wants to create a
sales proposal, default values related to the sales proposal can be pre-filled. If
the user wants to create a service proposal, you can use another template with
different sets of pre-filled fields to present to the user. This makes the Document
Manager interface more user friendly, reduce input errors, and ensure more
consistent and accurate data input.

In the case study, we created an item template called New Sales Proposal that
automatically fills out the Customer Number and Class fields in the add dialog for
the Sales Proposal class.

3.3.2 Define the Document Manager Desktop

Document Manager users access the Document Manager system through the
Document Manager Desktop. The Document Manager Desktop is completely
configurable. This requires no programming. As a Document Manager
administrator or designer, you configure the Desktop for each user or user group
through the Document Manager Designer tool. Alternatively, you can use the
Designer tool to import a pre-configured Desktop design.

When you design a Document Manager Desktop, consider what interface a user
requires and what responsibilities the user has in the system.
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Figure 3-2 shows a sample Document Manager Desktop of a user who belongs
to the usrSales group and can create content in the system. Figure 3-3 shows a
Desktop of a user who belongs to usrViewers group and can only view the
content in the system.
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The first user has a lot of commands (icons and menu items) available to use.
The second user’s Desktop is simpler, with only search-related commands. You
can set the views to present to users differently depending on business

requirements.

The process of designing a Document Manager Desktop involves configuring:

Views

vVvyYvyvyYYyy

Menus

Searches

Property exchanges
Application integration
Desktop templates

Table 3-11 provides a brief description of each Desktop object.

Table 3-11 Document Manager Desktop objects

Desktop
objects

Description

Menus

The Document Manager menus are designed to fit the requirements
of each user and group. They provide the user with the tools to work
with documents and information within the system. Menus are
assigned to Desktop templates. A menu can be composed of one or
more submenus.

For example, on Figure 3-2, the active menu (main menu) consists of
the following submenus:

Library Menu

Folder

Records Menu

Templates

About Menu

In addition, the Library Menu consists of the following Document
Manager commands:

» Login

Log out

User Preferences

Change Password

Desktop Refresh

yvyVvYyYvYyy

vyvyVvyy

Views

The Document Manager views display the document property
information on the Document Manager Desktop.

For example, on Figure 3-4, the Proposal view displays property
information such as State, Proposal Number, and Customer Name.
The View drop-down box shows that the user has multiple views from
which to choose. Each view represents data in a different way.
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Desktop
objects

Description

Search dialogs

The Document Manager search dialogs are search templates that
users can use to search on attribute values (properties) to retrieve
documents. The properties included in the search template contain
item-specific information to help users identify the items that they are
looking for in the Document Manager system.

For example, Figure 3-5 shows a search dialog for a proposal type
document. The search drop-down box shows that the user has been
given multiple search templates from which to choose. Each template
is relevant to a type of document because the template contains
properties that are relevant to that specific document type.

Desktop
templates

The Document Manager Desktop template is used to configure the
Document Manager Desktop for users. You typically create a
Desktop template for each user group or groups. For example, the
Document Manager administrative user group has its own template.
The content creators, reviewers, and approvers can share the same
template that is different from the administrator’s template.

The Desktop template pulls together the previously defined Desktop
objects, such as menus, views, search dialogs, and more to form the
Document Manager Desktops for users.
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In later chapters of this redbook, we show you how we create the sample
application for the case study.

For more details about designing a Document Manager Desktop, also refer to the
IBM DB2 Document Manager /8.3 System Administration Guide, SC18-9254.

3.3.3 Define folders structures

You do not define Folders in the Document Manager Designer tool but they can
be created in the Folder Administrator utility that is part of the Document
Manager menu actions. You create folders to organize documents into
directory-like structures so users can easily find documents without performing a
document search action.

There are two types of folders, standard and dynamic folders. With standard
folders, you can manually drag and drop documents to the folders. The dynamic
folders, also known as the dynamic search folders are linked to saved search
documents. The saved search documents store saved queries. Every time a
user opens a dynamic search folder, an associated saved search to the dynamic
search folder is executed and the folder content is refreshed. Dynamic search
folders are useful for quick lookup of certain groups of documents, without having
users manually drag and drop the documents there.

Use folders appropriately. Do not overuse them or else you can impact system
performance.

You can configure the folder security so only specific users have access to
folders.
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Note: The Export/Import utility does not export or import a folder from one
system to another. If you create the folder in the testing environment, you
must either manually recreate it in the production environment or drag and
drop it to the new environment.
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Records Manager options
design and planning

In this chapter, we discuss different options available to tailor the Records
Manager functions into Document Manager. Specifically, we concentrate on
different ways of declaring and classifying from Document Manager.

We cover the following topics:

» General Records Manager planning and design
» Records Manager options in Document Manager
» Choosing the optimal records declaration process
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4.1 General Records Manager planning and design

Adding Records Manager function to a Document Manager solution involves the
following planning and design steps:

Identifying corporate records

Reviewing or defining the records retention schedule
Identifying how documents are organized

Defining file plan

Defining a record’s life cycle

Defining users and security

Planning for records destruction

Nookwd~

We assume you already have experience working with Records Manager in
general. The section provides a general overview for Records Manager planning
and design.

It is beyond the scope of this redbook to provide detailed information about how
Records Manager works, how to set up a Records Manager solution from
end-to-end, and to repeat the materials (publications) that have already been
published.

If you are not familiar with Records Manager, Chapter 3 of the following redbook

provides a good overview:

» E-mail Archiving and Records Management Integration Solution Guide: Using
CommonStore and Records Manager, SG24-6795.

For a quick review of the basic terms and concepts related to records

management, refer to the Technote at the following Web site:
http://www.redbooks.ibm.com/abstracts/tips0595.html1?0pen

For more detailed information about Records Manager, refer to the following

Records Manager product publications:

» IBM Records Manager: Administrator’s Guide, SC18-9180
» IBM Records Manager: Technical Reference Guide, SC18-9181

4.1.1 ldentifying corporate records

Before adding any Records Manager function to your solution, identify the types
of the documents to declare as corporate records as mentioned in 3.1, “Planning
for a Document Manager solution” on page 48.

The main tasks here are what are corporate records, when they can be declared,
and how to declare and accurately classify them.
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4.1.2 Reviewing or defining the records retention schedule

After identifying the types of the documents that should be corporate records,
review the retention schedule for these corporate records according to regulatory
rules and your company policies. The record retention schedule specifies how
long you keep a record in the system once the document becomes a record. If
there are multiple stages a record goes through, review:

How many stages there are in a record’s life cycle.
How long the record stays in each stage.

What to do with the record when it is in the stage.
How to move the record from one stage to another.
How to dispose of the record in the end.

vyvyyvyyvyy

If your company does not have a pre-established retention schedule, the records
management staff and legal staff in your company get together and define the
retention schedule for each type of corporate records.

4.1.3 ldentifying how documents are organized

Once the retention schedule is established, review how your company currently
organizes all the physical files and electronic files. Every organization uses
certain ways to organize its information, such as by files, prefix, section, folder,
and volume. This helps you define a file plan for the solution.

4.1.4 Defining file plan

A file plan specifies how to organize records hierarchically in a Records
Manager environment. Establishing an effective file plan is crucial to both the
ease of use as well as to the retention schedule that you apply to records
managed by Records Manager. Usually, a Records Manager’s file plan maps to
the existing physical and electronic file organization scheme of your company
that you identified earlier.

A file plan consists of multiple file plan components. Much like a drawer contains
a collection of related documents in an old-fashioned file cabinet, a file plan
component stores a collection of related records. In the old fashioned file cabinet,
each drawer has multiple folders, and each folder store documents of similar
subjects or the same projects. Some file plan components can store actual
records, while others like the drawer can be further divided into multiple
subcomponents indefinitely. In the end, a file plan component stores the actual
records.

When you declare a document as a record, you classify the record at the same
time. Classifying a record is assigning a record to one of these file plan
components.
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4.1.5 Defining a record’s life cycle

A life cycle is a collection of phases a record goes through from the time a
document is declared as a record until the time it is discarded. A life cycle can
consist of one or more phases. A retention schedule specifies how long a record
is retained in a phase and when the record transitions to the next phase.

When you define a record’s life cycle, consider the retention schedule associated
with each record type. Each file plan component (where a record is assigned)
has a life cycle code associated with it. The life cycle code corresponds to the
retention schedule you reviewed or defined earlier. Each life cycle code
represents a specific set of retention schedules that you apply to a file plan
component.

Do not confuse the record’s life cycle with the Document Managers life cycle.
The process a document goes through prior to its becoming a record is the life
cycle in Document Manager. The process a document goes through from the
time it becomes a record until the time it is destroyed is the life cycle in Records
Manager.

4.1.6 Defining users and security

Identify record users, those who can declare and classify records, and those who
can view documents once the documents become records.

Document Manager is the core application that manages all the documents in the
system in the records-enabled document management solution we cover in this
redbook. Content Manager is the back-end content repository. Records Manager
is the records management engine that enables the system to support the
records management function. In the system, you create the users in Content
Manager and import the users into Document Manager. When you identify the
users who can declare and classify records, and the users who can search and
view records, you import these users from Content Manager into Records
Manager. In addition, you import users who log on to a Document Manager
administration client (for example, DDMSERVICE) and the administrative user
for CMRE (in the example, ICMADMIN) into Records Manager.

Note: Ensure that all IDs imported into Records Manager conform to its
naming rules, or declaration fails due to failed logins.

The Content Manager users, who perform record declaration and classification,
need at a minimum the File Plan Administration function access right to access
the file plan. In addition, the users need the privileges to the file plan hierarchy
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locations where they classify documents. Administrative users need additional
rights and privileges to perform other Records Manager functions.

For more detailed discussions about users and security, refer to Chapter 5,
“Security” on page 91.

4.1.7 Planning for records destruction

Planning for records destruction is very important in a records-enabled system.
Records Manager does not automatically delete the records once they reach the
last stage in their life cycles. You work with the legal staff and records
management staff to determine how and when to destroy records.

Refer to Chapter 10 of the following redbook for a high level discussion about this

topic:

» E-mail Archiving and Records Management Integration Solution Guide: Using
CommonStore and Records Manager, SG24-6795.

4.2 Records Manager options in Document Manager

The process of declaring and classifying Document Manager documents as
records should be made appropriate to the skill and knowledge level of the users.
Integrating with Records Manager, Document Manager provides a number of
methods to create records in the solution:

» Quick declare
» Manual declare

4.2.1 Quick declare

Quick declare provides users with an option for automatic classification of
documents. Touchless (or no user interaction) declaration and classification of
documents provide a seamless way to enforce record keeping without burdening
users.

Document Manager provides three options for quick declare (see Figure 4-1):

» Auto
» Selection
» By Property

All three options vary in degrees of user interaction at record declaration time. An
option is specified for each document class and it determines the classification
method for that class.
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Figure 4-1 Quick declare configuration

Quick declare option: Auto classification

The Auto classification option works in conjunction with Records Manager’s auto
classify rules and CMRE settings to automatically classify a document. The
Records Manager’s auto classify rules are invoked to identify any candidate file
plan locations that meet pre-established criteria. If there are multiple or no
candidates identified, the CMRE settings arbitrate the final file plan location and
the classification occurs. The IsRecord attribute of the declared document is set
to auto and CMRE processes it based on the polling interval.

The user sees a dialog box similar to the one in Figure 4-2 when the auto option
is used for classification.

1 Quick Declare Record ‘ (=] 9]
Statuz | Method | Clazsification J Clazz | St | Fra... | Cuiztom
Feady Automatic <calculated: Salez Propogzal  Draft 00012 | bootstre
[ | |
Declare | Done I

2

Figure 4-2 Classification using auto option of quick declare

Quick declare option: Selection classification

The Selection classification option is a low touch classification option. This
option requires the Document Manager Designer to designate a set of file plan
locations (including a default location) into which you can classify documents.
When you declare a document, you see a short list of possible file plan locations
for classification (see Figure 4-3). You must choose one to complete the process.
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With the selection option, should a document be declared during a Document
Manager process, such as a state transition, the default file plan location is used
for classification. In addition, all attribute values required by Records Manager
must be provided through a means such as attribute mapping in CMRE;
otherwise the classification will fail.

1 Quick Declare Record m] |
Status I Method I Classification I Class I St... I P I Cusztom
hon 05 00013 | Majest
| | i
Select classification:

Clazsification | Fecord Type
Propozal00071 Propozal Document Select
Unclazsified Proposals Propozal Document
1| » Declare Done

el l |,

Figure 4-3 Classification using selection option of quick declare

Quick declare option: By Property

The By Property option is a low touch method for classification. This option
allows the Document Manager Designer to create attributes (library properties)
that collect values for record types and file plan locations. You can then use
these properties in dialogs to specify the values for a record declaration and
classification. At quick declare invocation, these values are used to complete the
process.

To facilitate entry of correct values, you can create CVL lists (picklists) to contain
all the valid values, and users can choose from the lists. You can set up default
values in the CVL lists and use the CVL lists for automatic declare processes in
Document Manager also. Figure 4-4 shows two fields in a dialog box used for the
By Property declaration, the record types, and the file plan declaration fields.
Using CVL lists can speed up record declaration, the classification process, and
reduce human input errors.
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Figure 4-4 Quick declare with the By Property option

4.2.2 Manual declare

The basic type of record declaration is manual declare. This method allows for
complete control of the process by a sophisticated user. The process requires
you to know the precise location in the file plan to classify a document, and this
process allows you to enter values for all the attributes for the record. You
perform a manual declaration in Document Manager by selecting the Manual
Declare command on a menu or having it optionally start automatically upon
completion of an action.

When selecting the Manual Declare command, the Manual Declare profile
appears. See Figure 4-5.
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Figure 4-5 Manual Declare profile

Records Manager generates this window. This window is common to all products
that use CMRE.

Tips about manual declare
You can do a number of things to simplify the manual declare operation and
reduce potential user input errors, such as:

» Prepopulate the required fields.
» Limit the fields the user has to deal with via tailoring the records profile.

In the manual declare dialog box (Figure 4-5), populate the Source by name field
by using settings in CMRE.

The manual declare and classify configuration dialog box (Figure 4-6) has a
setting for Should classification be filled in automatically. Setting this to yes
invokes the auto classification rules defined in Records Manager and lists them
by weight in the Source by name field.
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Used in conjunction with the auto declare and classify configuration (Figure 4-7),
specify a default value for the Source by name field if there are no candidates
identified through the auto classify rules.

This configuration can also provide a default value for the record type (Select
Component Definition) field.

If you do not use the CMRE settings, once the manual declare dialog box
displays, pressing Auto Classify invokes the auto classify rules and populates
the field with any candidates.
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Figure 4-6 Manual declare and classify configuration in CMRE
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Figure 4-7 Auto declare and classify configuration in CMRE

In the manual declare dialog box (Figure 4-5 on page 81), other required fields
are designated with an * preceding the label. You can populate the fields using
the Defaults feature of Records Manager.

Find the Defaults dialog (Figure 4-8) through File Plan Design — Defaults in
Records Manager. As shown in Figure 4-8, you can assign defaults to all the
attributes in the component, not just the required ones.
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Figure 4-8 Setting defaults in Records Manager

Fields can also be assigned values that are set through Document Manager
dialogs. Through Attribute Mappings in CMRE, values can be mapped from
Content Manager attributes to Records Manager attributes, thus prepopulating
the fields in the manual declare dialog.

An example of the attributes mapped for the proposal document record type is
shown in Figure 4-9.
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Figure 4-9 Attribute mapping in CMRE

In addition to prepopulating the fields in manual declare, you can also limit the
fields the user has to deal with via tailoring the records profile.

At times, the number of component attributes displayed on a record declaration
and classification window can be overwhelming to users. You can create a
profile for the component to limit the number of the fields shown (see Figure 4-5
on page 81).

You define a profile through File Plan Design — Profiles in Records Manager.
You create a profile (Figure 4-10) by selecting attributes from a list of all fields of
a component and adding only the desired ones to the selected field list.

A good practice for setting up a profile is to only show the fields that pertain to
users.

Chapter 4. Records Manager options design and planning 85



 Profile - Edit - Microsoft Internet Explorer

Profile - Edit
Bottom £ B

*Mame

|,l&dd Proposal Docurment

*Caption

|Create a new Proposal Document record

I E Ww. - N

FIPInCrpntID - Proposal Document 1D j * RecHsID - Record Host
C

FIPInCmpntCode - Proposal Document C * FIPInCmpntNm - Proposal Document Mame
DsplathrtyID - Disposal Authority * FIPInCmpntTtl - Proposal Document Title
#tReclD - External Record TS_ProposallD - Proposal Number

LfCclDt - Life Cycle Date n * SecClsID - Security Classification
CrmpntOpenDt - Proposal Document Opet —

CmpntCloseDt - Proposal Document Clas
ClosedFlg - Closed Flag

RvwlLfCclPhsFlg - Review Life Cycle Phas
FIPInCmpntDeflD - Proposal Document Dex|

R EEEEEE

Froperies LI
|@ ’_ ’_ ’_ E Local intranet 4

Figure 4-10 Setting profiles in Records Manager

4.3 Choosing the optimal records declaration process

Base the process you use to declare and classify records in your environment
upon your unique requirements. All the methods for records declaration in
Document Manager are valid, but all are not necessarily optimal for your
environment. As a general guideline, it is best to use a simple low touch process
that fits naturally into the users’ normal work sequence. For example, if a user
normally works in a AutoCAD environment, it may be best to allow the
declaration to occur when a user adds or checks a document into the system.
You should not force the user to go to the Document Manager Desktop to
declare the document.

Consider these suggestions for designing your record keeping process:

» Ensure that whatever process you choose meets the five second rule (an
operation taking five seconds or less) for record declaration and classification.

» Make the process a part of the users’ normal working environment.
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The less interaction you require to classify a document, the better.
Completely automatic is best.

If you require manual declaration and classification, use the Records
Manager and CMRE tools, such as defaults, profiles, and attribute mapping
to assist in the classification.

Use auto classification rules whenever possible.

A file plan that is relatively fluid, requires regular updates to the auto
classification rules. It can be less burdensome and easier to use low touch
classifications, such as selecting By Property, if you are updating Document
Manager components.

For a high document volume environment, consider using the Document
Manager automation service to declare and classify records during off-peak
hours.

If declaring documents during a Document Manager life cycle, consider that
the document gets locked down at the point of declaration. This effectively
ends the document’s life cycle in Document Manager. So, a declaration at the
final state in a Document Managers life cycle is prudent.

Use the Document Manager auto declare option for simple, single document
declaration. Use other quick declare options (or manual declare) to include all
parts of a compound document in a single declaration or to include related
documents in a single declaration.

4.3.1 Records management implementation in the sample solution

The records management portion of the solution consists of designing a file plan
that meets the needs of the Document Manager solution and deciding what
documents should be records and when to declare these documents as records.
We also establish a retention schedule and consider user setup.

File plan

Our file plan is a simple one; but in your environment, the file plan design
process is a complex one. Plan on months to years of development for a file
plan.

Figure 4-11 displays the file plan design for our solution. The file plan consists of:

>

Five file plan components:

— Component-type: Department

— Component-type: Proposal

— Record-type: Proposal Document
— Record-type: Request for Proposal
— Record-type: Correspondence
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Document

for
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ZXY Technologies

Figure 4-11 Solution file plan

Records declaration

For the sample solution, proposal documents that have been approved and go to
the Issued state automatically become records. Any correspondence that enters
the Incoming or Outgoing states also automatically becomes records. Other
non-automatic records declaration is also configured in the Desktop for users to
use.

For all the reference documents, users can decide whether the reference
documents should be made to be records or not. Users can declare reference
documents as records in their Desktops, using selection declaration with a
predefined list of file plan destinations.
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Retention schedule
For the sample solution, we define a single retention schedule that applies to all
of the proposal-related documents. This rule, shown in Figure 4-12, retains the

proposal in active status for one year (at which point we close the proposal) and

then we retain the proposal for seven years in a completed status. After seven
years, we destroy the proposal.
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Figure 4-12 Life cycle code for proposal documents

Users’ setup

We import users who perform record declaration and classification from Content

Manager into Records Manager. We import DDMSERVICE into Records

Manager, because this user needs access to the file plan when performing quick
declare configurations. We import ICMADMIN into Records Manager, because it
is the user that administers CMRE. ICMADMIN logs into the CMRE administrator

client and sets the options. We add ICMADMIN to the Records Manager

administrators group.

We give the File Plan Administration function access right to all the Content

Manager users and provided the privileges to the file plan hierarchies. Table 4-1

shows the function access rights and privileges given to the users.

Chapter 4. Records Manager options design and planning

89



90

Table 4-1 Permissions and function access rights given to users

User

Function Access Right

Privileges

usrSale

File Plan Administration

Add, View, and Link for entire file
plan

usrConsultant

File Plan Administration

Add, View, and Link for entire file
plan

usrMarketing

File Plan Administration

Add, View, and Link for entire file
plan

usrProjectManager | File Plan Administration Add, View, and Link for entire file
plan

usrManager File Plan Administration Add, View, and Link for entire file
plan

usrFinancial File Plan Administration Add, View, and Link for entire file
plan

ICMADMIN All - through administrator | All - through administrator

group group
DDMService File Plan Administrator View entire file plan
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Security

In any document management solution, it is important that the solution protects
the business assets. Document Manager, Records Manager, and the back-end
content repository, Content Manager, all provide security features. Using these
features, we can guard the system against unauthorized access, control what
users can do once they are in the system, and ensure that the security
management of the records complies with record keeping mandates and
regulatory guidelines.

In this chapter, we discuss the security measures you can apply in a
records-enabled document management solution.
We cover the following topics:

» Document Manager security overview
» Records Manager security overview
» Access control of a declared record document
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5.1 Document Manager security overview

This section provides an overview about how IBM DB2 Document Manager
manages security. The topics we cover are:

Authentication and authorization

Document access control

Security through document life cycle

Security through actions and dialogs

Security through Document Manager Desktop design

vyvyyvyyy

5.1.1 Guarding against unauthorized access

In the records-enabled document management solution we cover in this redbook,
Content Manager is the back-end content repository for the solution. Document
Manager leverages the security infrastructure of Content Manager to handle user
authentication and authorization. Authentication is the process by which the
system determines if users are who they claim to be. Authorization is the
process of establishing if users have the permissions to perform the requested
action. Both are required to properly guard the system against unauthorized
access.

Authentication

When a user logs on to Document Manager, Document Manager passes the
user logon ID and password to Content Manager. Content Manager performs
authentication. If the user passes Content Manager’s authentication, the user
logs on to Document Manager successfully. Otherwise, the user is denied
access.

When planning for your Document Manager solution, as described in 3.1,
“Planning for a Document Manager solution” on page 48, one of the steps is to
identify users and groups that will use the system. You must create these users
and groups in Content Manager.

Note: When using Content Manager as the back-end repository for Document
Manager, use Content Manager’s system administration client to perform all
Content Manager user and group management.

If your Document Manager system requires Lightweight Directory Access
Protocol (LDAP) support, only configure Content Manager to use LDAP for user
management and authentication. Refer to the Content Manager Version 8
Release 3 System Administration Guide, SC27-1335, for instructions about how
to configure Content Manager to use LDAP technology. There is no additional
configuration required in Document Manager to support LDAP.
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If your Document Manager system requires Single Sign On (SSO) capability, this
requires configuring both Content Manager for SSO and Document Manager to
support SSO. Refer to the DB2 Document Manager Version 8 Release 3
Installation Guide, GC18-9272, for instructions about how to set up Document
Manager for SSO.

In the case study, there is no LDAP or SSO requirement. We use the Content
Manager server authentication method. We define the user IDs, passwords, and
group information in Content Manager. When a user logs on to the Document
Manager client Desktop, Document Manager passes the user ID and password
to Content Manager. Then, Content Manager uses the user ID and password
information stored in the Content Manager Library Server to authenticate the
user.

Authorization

Once Content Manager authenticates users, they can only access documents for
which they have permissions (or privileges) to access.

To set up the proper access for an user, perform the following steps in Content
Manager using the Content Manager system administration client:

1. Create privilege sets.

2. Assign a privilege set to the user to indicate the maximum privileges the user
has in the system.

3. Create access control lists to restrict access to objects, such as item type.

Privileges and privilege sets

Privileges grant the right to perform a specific action on a specific item in a
system. Examples of privileges include ltemAdd that grants the right to create
an item and ltemDelete that grants the right to delete an item.

A privilege set consists of privileges. A privilege set usually combines a list of
related privileges.

When you create a user, you define the maximum privilege set the user has by
assigning a privilege set to the maximum privilege set field. A user’s access
rights do not exceed the maximum privileges defined within the privilege set.

Access control lists

The access control list (ACL) is a list consisting of one or more individual user
IDs or user groups and their associated privilege sets. ACLs are used to control
user access to objects in the Content Manager system (such as items and item
types). When defining a user, you specify the maximum privilege set the user
has for the system. When defining an ACL, the privilege set associated with the
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user restricts the user’s access wherever this ACL is used. An ACL does not
grant additional privileges to an user, even if the privilege set associated with a
user in the ACL contains more privileges than the maximum privilege set
associated with the user. An ACL limits user access, it does not grant more
access.

For more information about Content Manager’s authorization process, refer to
Chapter 9, “Managing user access”, in Content Manager V8.3 System
Administration Guide, SC27-1335, or Chapter 8, “Security”, in Content Manager
Implementation and Migration Cookbook, SG24-7051.

Special consideration in a records-enabled system

When working with a records-enabled document management system, do not
grant the ltemSuperAccess privilege to users, because if the system detects that
a user has the ItemSuperAccess privilege, the system bypasses any ACL
checking for that user.

For example, when a document is declared as a record, your permission settings
in Records Manager control your right to view and modify the declared
document. However, if you have ltemSuperAccess privilege, the system
bypasses any ACL checking and allows you to modify the record, regardless of
the permission settings in Records Manager.

Note: Content Manager comes with default privilege sets. One of them is the
ClientUserAllPrivs. Do not use this privilege set for a records-enabled
document management system because it contains the ltemSuperAccess
privilege.

When you install Content Manager Records Enabler (CMRE), it creates a default
privilege set RMEUserAIlPrivs, and a default ACL RMEClientACL. If you do not
know which privilege set or ACL to use, start with these defaults. When you
create a user in Content Manager, assign the value RMEUserAllPrivs as the
user’'s Maximum privilege set and assign the value RMEClientACL as the
Default item access control list. In order for the user to see the declared
document and view the record information, the user must be able to access the
RMEconfig item type. To allow the user access to RMEconfig item type, add the
user (or the user’s group) to the PublicReadACL, because the RMEconfig item
type is assigned the PublicReadACL when Records Enabler creates it during the
installation.

Table 5-1 summarizes the user settings in Content Manager as a starting point
for setting up a records-enabled document management system if you are not
familiar with or have not decided which privilege set or ACL to use.
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Table 5-1 Content Manager default settings for users who can declare records

Setting Value Comment

Maximum privilege RMEUserAllPrivs | Default privilege set provided by Records
set Enabler

Default item access | RMECIientACL Default ACL provided by Records Enabler
control list

PublicReadACL Add the user or Must have access to RMEConfig item
the user’s group type, which is assigned to PublicReadACL

5.1.2 Managing security through document access controli

In Document Manager, document access control is based on Content Manager’s
access control model.

A user can only gain access to the Document Manager system when the user
has a login ID and password defined in Content Manager. The login ID has a set
of privileges associated with it. That set specifies the maximum actions the user
can perform in the system.

Any document that you add to the Document Manager system is associated with
a Document Manager class. A Document Manager class is derived from an item
type. When you create an item type, you specify the ACL to which it is bound. A
Document Manager class derived from the item type inherits the ACL of the item
type. A document by default inherits the ACL of the Document Manager class.

When you initiate an operation on a document in Document Manager, the system
checks your privileges and the ACL that is bound to the document. The system
allows you to proceed if you have the privilege to perform the action. For
example, if you initiate a search action, the search result only returns documents
that you have the right to see. Furthermore, you can only check out documents
that you have the right to edit.

There are two ways you can bind ACL to an item type, at the item type level or at
the item level. You can also change the ACL setting of a document in Document
Manager objects if the ACL is bound at the item level.

Binding ACL to an item type at item type or item level

When defining an item type, you bind the ACL to the item type at the item type
level or at the item level.

If you bind the ACL at the item type level, all documents created under that item
type inherit the item type’s ACL. You cannot change the ACL of any individual
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document because the system only checks the access right at the item type level
and not at the individual document level.

If you bind the ACL at the item level, documents created under that item type by
default inherit the item type’s ACL; however, you can change the ACL of an
individual document because the system always checks the access right at the
individual document level.

Figure 5-1 shows the Access Control tab of an item type configuration window
using the Content Manager system administration client. You select the ACL to
bind the item type from the drop-down list. You also select whether you want the
ACL checking to be at the item type level or item level. In the sample window, the
ACL PublicReadACL is bound to the item type at the item level.

Modify - Item Type Configuration _XJ

Hame: IEustomerD ata

Description:

General Access Control |Attributes| Desktopl

Acoess control list: IF'uinc:F!eadAEL ﬂ
Access control list checking: ' ltem type level
% It level

QK I Apply Cancel
Figure 5-1 Item type ACL selection

Note: When you enable an item type to store records, if at the time the item
type’s ACL checking is set at item type level, Records Enabler automatically
changes the ACL checking to item level. Records Enabler does this because it
manages the access control of a record at the individual item or document
level.
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Changing the ACL setting of a document

In Document Manager, there are several places where you can change a
document’s ACL. This works only if the item type of the document has its ACL
bound on the item level.

Table 5-2 lists the Document Manager objects where you can change the ACL
setting of a document. You change the settings through the Document Manager
Designer. Refer to the DB2 Document Manager V8.3 System Administration
Guide, SC18-9254, for detailed instructions about how to change the ACL setting
for each of these objects.

Note: The behavior you expect from changing the ACL setting only works if
you create the document’s item type with the ACL bound at the item level.

Table 5-2 Document Manager objects where you can change the ACL setting

Document Manager Description
objects
New item templates The new item templates object provides you the ability to

specify default information for properties, security, and
standard folders for new items being added to a system. The
security section is where you can specify ACL setting. If you
specify an ACL setting at the state object, this setting
overrides the ACL setting that is bound to the item type.
Otherwise, the item that you create using this new item
template inherits the ACL setting of the item type.

State The state object has a security section for you to specify the
ACL you want an item to have when it transitions into this
state. If you specify an ACL setting at the rendition object,
this setting overrides the ACL setting that the item has
before it transitions into this state. Otherwise, the item ACL
setting remains unchanged.

Rendition destination You can specify ACL settings when you define a rendition
configuration destination configuration object. If you specify ACL

settings, the rendition object is bound to the ACL settings
that you specify. Otherwise, the rendition object has the ACL
of the item type under which it is created.

Action process object The action process object falls under the Document
Manager automation services. There are different types of
action process objects. The Modify ACL action type is one
of them. The action modifies the ACL of the item.
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Document Manager Description

objects
Security menu The security menu command is a Document Manager
command Desktop command. This command enables you to change

the ACL setting of an item.

Document access control in the sample solution

In the sample solution (described in Chapter 2, “Quick start with case study” on
page 15), we create the CustomerData item type with the ACL bound at the item
level. From the CustomerData item type, we create the following classes:

» Marketing Proposal
» Sales Proposal

» Services Proposal
» Correspondence

» RFP

Since we create these classes from one item type, the documents created for
these classes share the same ACL.

We have the following groups of users who can create proposal documents:

» Sales group creates sales proposal documents.
» Marketing group creates marketing proposal documents.
» Services group creates services proposal documents.

All three groups have read, write, and delete privileges in their user ID profiles.
Subsequently, they all have read, write, and delete rights to the three types of
proposal documents because all documents share the same ACL.

If there is a security requirement to limit the access right of the sales proposals to
the sales group, we must change the ACL of every sales proposal document to
limit the marketing and services group from accessing the sales proposals. This
is possible because Document Manager provides ways to change the ACL of an
individual item (in this example, the sales proposal). However, this design is
cumbersome and there is a performance impact to pay as well.

If the design requires different access control for different types of the
documents, a better data model is to create three different item types. One item
type is for the sales proposal, one for the marketing proposal, and one for the
services proposal. Each item type has its own ACL and has one class associated
with it. Subsequently, we can set up an ACL for the sales proposal item type so
that the marketing and services groups do not have access to the sales proposal
item type. The same is done for the marketing proposal item type and services
proposal item type.
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5.1.3 Managing security through document life cycle

Document Manager provides you with building blocks so you can model your
organization’s business rules that govern document life cycle without any
programming. The life cycle building blocks have security features to help protect
your business documents. The building blocks are:

v

Users and groups
Roles

States

Classes

vvyy

We have already discussed users, groups, and classes. In this section, we focus
on roles and states.

Roles

Roles allow you to define the actions that users or groups of users can perform
on documents of a particular class or state. When you define a role, you decide
what actions you want the person in this role to be able to do on the document.

The actions that users can perform on a document include:

Add items
Checkout

Copy

Revise items
Modify properties
Print

Transition

View

Markup

YyVVYyVYVYVYVYYVYYY

Figure 5-2 shows you the Role Configuration window for the Creator role from
the Document Manager Designer.
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v Muodify Properties
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Figure 5-2 The Role configuration window

You can create a role to include any number of actions. After you define the role,
you can associate users or groups to this role. This enables the users or groups
associated with this role to perform a list of the actions set in the role. For
example, if you did not select the Checkout action for the role Creators, the users
of the Creators role will not be able to checkout the document, even though the
user has the right to edit the document based on the user’s privilege set and the
document’s ACL.

State
In a document life cycle, a document goes through multiple states. When you

define a state, you specify what actions users can perform at the state.

Basic security actions include:

» Items can be added as this state.

» New revisions can be created as this state.

» Apply all access privilege modifications to single-parent children of same or
stateless class.

The Items can be added as this state option in the state definition allows you to
add a document into the system at this state of a document life cycle. For

100 IBM DB2 Document Manager with IBM Records Manager Solution Guide



example, in the sample application, we define the Draft state with this option
selected. This means that users can add a new sales proposal in the system with
its state set to Draft. You can choose not to add documents into just any state.
For example, the Issued state usually represents documents that have gone
through the approval process and are published for general consumption. For
the Issued state definition, you do not want to check this option because you do
not want users to add proposal documents with Issued state; otherwise, the
proposals have bypassed the approval process set by company policy.

The New revisions can be created as this state option allows you to start a
revised copy of a document at this state. This is a security feature because you
want to be selective where in the document life cycle you allow the user to start a
revised copy of the document. For example, in the sample application, the life
cycle of a sales proposal is: from Draft to Review to Approval to Issued. We want
the revise sales proposal document to begin its lifecyle at the Draft state because
that is the business rule. It is a violation of the business rule to allow a revised
copy to begin at another state. In the Draft state definition, we select this option.
In any other states, this option is not selected.

The last option, Apply all access privilege modifications to single-parent
children of same or stateless class, allows the system to apply the parent’s
security setting to the children if the children have only one parent (the current
item) with the same class affiliation as the parent or are of a stateless class.

Figure 5-3 shows you the State Configuration window for the Draft state from the
Document Manager Designer.
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Figure 5-3 The security tab of the Modify State Configuration window

You can select any of the three options. In addition, you can set additional
security actions by clicking Set from the window. This displays the Security
Action Definitions window as shown in Figure 5-4.
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Figure 5-4 Security Action Definitions window

In this window, you can specify the ACL setting for the document that is in
transition into this state. If you do not specify anything, the document retains
whatever ACL setting it has prior to transitioning into this state.

Note: Once again, we must emphasize that the only way you can change a
document’s ACL here is if the document is created from an item type that has
an ACL bound at the item level. If the ACL of the item type is bound at the item
type level, the document’s ACL will not change.

Pulling it all together in the life cycle map

Figure 5-5 shows a life cycle map of the sales proposal class from our sample
solution. There are four states in this life cycle: Draft, Review, Approval and
Issued. The life cycle starts from the Draft state, to the Review state, to the
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Approval state, and finally to the Issued state. At the Review state, the document
can be moved back to the Draft state for rework.

i Item Lifecycle Map = |EI|_Z
Map | Graphicsl Dptionsl Authorsl
L« Feview |
L o Approval |—‘
lssued
Apply l [one

|
Figure 5-5 The life cycle map of the Sales Proposal Class

Figure 5-6 shows you an expansion of the Draft state object as it appears on the
Document Manager Designer.
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Figure 5-6 Expansion of the Draft state object

The Draft object is associated with the role, Creators. The Creators role is
associated with the groups: grpConsultants, grpMarketing, and grpSales. At the
Draft state, only users who are in the role Creators can carry out the actions
permitted by the role Creators (see Figure 5-2 for the actions selected for the role
Creator). Users who are in the Creators role are users who are defined in the
grpConsultants, grpMarketing, and grpSales user groups.

If your user’s privilege allows you to edit a document, but you are not in the
Creators role, you can read the document, but the system does not allow you to
checkout the document or transition it from the Draft to the Review state.

Transition authentication option

When defining the life cycle map, you can require a user to authenticate when
the user transitions a document from one state to another. The system prompts
the user to enter their user name and password. This can serve as an electronic
signature. Figure 5-7 shows an example of state transition from Approved to
Issued, which requires authentication.
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Figure 5-7 User authentication required during a transition

This is an optional feature. You set up the transition authentication option when
you configure the life cycle map using Document Manager Designer. Refer to
Chapter 7, “Configuring a life cycle”, in the IBM DB2 Document Manager V8.3
System Administration Guide, SC18-9254, for detailed instruction about setting
up this option.

5.1.4 Managing security through the actions and dialog objects

Actions and dialog objects provide interfaces for managing documents (items) in
a Document Manager system. Actions result from interactive menu command
selections, which can or cannot display a dialog, depending on the configuration.
Dialogs are displayed for the user to input or update document attribute
information.

Document Manager has the following type of configurable actions and dialog
objects:

Add
Check in
Check out
Copy
Modify

vyvyyvyyvyy

106 IBM DB2 Document Manager with IBM Records Manager Solution Guide



Revise
Transition
Version History
View

vyvyyy

Table 5-3 shows which Document Manager actions require configuration, which
are optional, and which have no requirement.

Table 5-3 Configurable actions and dialogs

Actions Dialogs When used

Add Required Add an item to the content repository.

Check in Optional Check in one or more items.

Check out Optional Check out one or more items.

Copy None Copy one or more item to a specified location.

Modify Required Modify an item’s attributes.

Revise Optional Create a revision of an item.

Transition None Transition one or more items from the current
state to a new state.

Version History Required View all versions of a selected item.

View None Display one or more items in the configured
viewer.

Depending on your system requirements, you can create actions and dialog
objects for the desired actions and associate them with a class. When you create
these objects, you need to specify the users or groups that have access to them.
If a user is not part of the users or groups who are associated with the actions
and dialog objects, the user cannot perform the actions.

For example in the case study, users need to:

» Add a sales proposal document
» Modify the properties (attributes) of a sales proposal document
» Revise a sales proposal document

In the sample application, the sales proposal class has three actions and dialog
objects (see Figure 5-8):

» Proposal - Revise
» Sales Proposal - Add
» Sales Proposal - Modify
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Figure 5-8 Mapping actions and dialog objects to Sales Proposal Class

Each object has its associated groups mapped to it. See Figure 5-9.
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Figure 5-9 Document Manager actions and dialog objects

In the sample application, the user group grpSales is associated with the Sales
Proposal - Add action and dialog object. This means that users who are in the
grpSales group can add a sales proposal document to the system. Users who
are not in the grpSales group will not be able to add a sales proposal document
even if the ACL for the sales proposal class permits them to add documents for
this class.

5.1.5 Managing security through the Desktop design

Users interface with a Document Manager system using the Document Manager
Desktop client. Document Manager enables you to customize the Desktop client
to provide security to the system.

You can create different Desktops for different users. You can control the menus
and the icons available to users, and you can control the folder pane users see to
control users’ views, folders, and searches.

For illustration purposes, we show you the Document Manager Desktop view of
two types of users, the administrative user ICMADMIN) and an occasional
Document Manager user (USER).
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Figure 5-10 and Figure 5-11 show the Document Manager Desktop view of an

administrator user whose user ID is ICMAD

MIN.
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Figure 5-10 An administrator's Document Manager Desktop (part 1 of 2)
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Figure 5-11 An administrator's Document Manager Desktop view (part 2 of 2)
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Figure 5-12 shows the Document Manager Desktop view of an occasional
Document Manager user whose user ID is USER.
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Figure 5-12 An occasional Document Manager user’s Desktop view

If you compare the ICMADMIN’s Document Manager Desktop to the USER’s
Desktop, you see that ICMADMIN has many more commands on its Desktop
than the USER’s Desktop. One way for you to manage system security is to
decide what menu commands users can have on their Document Manager
Desktops.

For example, the ICMADMIN user has menu commands such as Configure and
Power Modify. The Configure command starts the Document Manager
Designer from the Document Manager Desktop. Users who have the Configure
command on their Desktop can change the Document Manager configuration.
You probably only want to give the Configure command to users who have
Document Manager administrative responsibility.

The Power Modify command allows the user to change the value of the library
properties in a Document Manager system. For example, users who have the
Power Modify command on their Desktop can change the value of a document’s
state property. Users can change a document’s state from Draft to Issued. They
can also change the class value from sales proposal to marketing proposal. You
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need to be selective deciding who can have the Power Modify command on
their Document Manager Desktop.

Note: Every aspect of the Document Manager Desktop is configurable. You
need to examine each command and decide which ones are appropriate to
which user groups.

Security in folder

Document Manager folder has security parameters to enable you to specify who
has access to the folder that you create.

You create a folder through the Folder Administration command which is a
Document Manager Desktop command. When you select Folder
Administration —» New, the New Folder Configuration window displays (see

Figure 5-13).
-— x
M ame: I
Tupe: IStandard ﬂ D: 1&ssigne\ system
Description:
General |
Wiew: | <Current Client Wiew:

Default ccess:

|
[

Wigwer

Authar
Mo Access

Apply [one

Figure 5-13 Folder configuration window

You specify the type of folder you want to create on the Type drop-down box.
There are two types of folders: Standard and Dynamic. Standard folder is similar
to a normal Windows folder; a user or a Document Manager service can add
documents to it. A dynamic folder behaves like a query. When you create a

112 IBM DB2 Document Manager with IBM Records Manager Solution Guide



dynamic folder, you associate a predefine query to the folder. When a user
selects the dynamic folder, the system executes the predefined query that is
associated with the dynamic folder and returns the search result in the
documents pane.

You specify the default view on the View drop-down box. When a user selects
the folder, the system displays the result in the default view that is associated
with the folder.

You specify the default access control for the folder on the Default Access
drop-down box. The choices are listed in Table 5-4.

Table 5-4 Default access control choices for folder

Access control Description
choices
Author Give users the ability to open the folder, add items

to the folder, and delete items from the folder.

No access Prevent users from seeing the folder on the Desktop
or seeing the folder with the Folder Administration
command. This does not apply to the person who
creates the folder. The creator of the folder has
owner access control.

Viewer Give users the ability to open the folder and see the
result list.

After you create a folder, you can further refine the folder's access control by
modifying the folder security information through the Folder Administration
menu command from the Document Manager Desktop. To do that:

1. From the Document Manager Desktop menu, select Folder — Folder
Administration. A Client Folder Administration window displays.

2. Right-click the folder you want to modify, and select Modify from the context
menu.

3. Select the Security tab. See Figure 5-14.

4. Specify the type of access control you want certain users or groups to have.
The access control choices are Owner, Author, Viewer, or No Access. We
explained them in Table 5-4.

Owner access gives the users the ability to open the folder, add items to the
folder, delete items from the folder, and modify the folder configuration with the
Folder Administration menu command. By default, the folder creator has owner
access.
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Figure 5-14 Modify Folder Configuration window

Figure 5-15 shows that two additional groups, tstGrp and tstGrp2, are added with
owner access level control to the folder My Minutes. Users who are in the tstGrp
and tstGrp2 groups can now see the My Minutes folder on their Desktops. They
can also open the folder, add items to and delete items from the folder, and
modify the folder configuration with the Folder Administration menu.
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Figure 5-15 Granting selected groups access to folder
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5.2 Records Manager security overview

This section provides an overview about how IBM Records Manager manages
security. The topics we cover are:

» Security basics

» Local and host Records Manager users
» Function access right basics

» Permission basics

The objective is to provide you with information about how Records Manager
handles security from the perspective of performing records declaration and
classification. The intent is to give you enough information to help you get started
setting up Records Manager for your Document Manager solution. There is
much more to Records Manager security and administration than what we cover
here. For an in-depth discussion of Records Manager security and
administration, refer to Chapter 10, “Security”, of the IBM Records Manager:
Records Administrator’'s Guide, SC18-9180.

5.2.1 Security basics

Records Manager’s security revolves around two elements:

» Function access rights
» Permission

Every user who wants to access Records Manager needs a user account in
Records Manager. Having a user account in Records Manager only enables you
to log on to Records Manager. To perform any task in Records Manager, you
must have the appropriate access rights to the Records Manager’s application
features. Records Manager calls this type of access rights function access rights.
For example, if the user needs to declare records, the Records Manager’s user
account needs the function access rights, File Plan Administration, assigned to
it.

If the user’s task involves the file plan components, the user also must be
granted the appropriate access permissions on the individual file plan objects.
For example, the File Plan Administration function access right gives a user the
ability to do records declaration; but to declare a record successfully, the user's
account also needs to be given access permission on the individual objects that
made up the file plan.

Before we examine function access rights and permission in detalil, let us
examine the different types of users in Records Manager.
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5.2.2 Local and host Records Manager users

There are two types of users in Records Manager: local users and host users. In
a records-enabled document management solution, host means the Document
Managers content repository. In this solution, the host is Content Manager.

Local users

Local users are user accounts that are defined exclusively for Records Manager.
Content Manager does not know about the Records Manager’s local users. If
you, as a local user, log on to Records Manager, you only need to enter your
user ID, password, and the Records Manager database. You do not need to
enter the host name. Records Manager performs authentication on local user
accounts.

You may want to create local user accounts for those who need to perform
Records Manager, Records Administrator, and Records Technical Administrator
tasks. The local users do not need to access contents in the host application.

Examples of Records Manager tasks are:

» Prepare and run reports in Records Manager.

» Link retention rules to file plan components.

» Initiate suspensions (audit, compliance, legal, or tax holds).

» Execute life cycle management functions, including record dispositions.

Examples of Records Administrator tasks are:

» Maintain and assign security, permissions, and function access rights.
» Perform audits.

» Create file plan components.

» Create the file plan structure.

» Apply changes to user group definitions.

Examples of a Records Technical Administrator’s tasks are:

Create and maintain style sheets for generating reports (using XML).
Back up the database.

Perform database maintenance.

Address performance issues.

Add indexes.

Schedule tasks.

vVvyVvyYVvYyYyypy

Host users

Host users are users who have accounts in the application that hosts Record
Manager.
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In the records-enabled document management solution, Document Manager is
the application that enables users to manage documents. Content Manager is
the back-end content repository that stores Document Manager’s documents.
Users in Content Manager need to be imported to both Document Manager and
Records Manager. The Content Manager users are considered the host users in
Records Manager.

Unlike local users, Records Manager does not authenticate host users. Records
Manager relies on the host application (Content Manager) to perform the
authentication.

Note: Although you can import user groups from the host system (Content
Manager) into Records Manager, that is insufficient. You have to also import
the users from the host system into Records Manager.

Host users access Records Manager in one of two ways:
» Through the host application

For example, users can access Records Manager functions through Content
Manager. In this scenario, Content Manager is the host application.

» Through logon to Records Manager directly

A host user can log on to Records Manager directly. To do so, you enter the
user ID, password, the Records Manager database name, and the host
name. Records Manager passes the user ID and password to the host
application and relies on the host application to do the authentication.

Note, in the records-enabled document management solution, because
Content Manager is the back-end content repository for the system, and the
host users are imported from Content Manager, the host name the user
enters should be the Content Manager Library Server name.

Only users who have user accounts in Records Manager can access Records
Manager and perform records-related functions in the host applications. When
designing your solution, determine which Document Manager users and Content
Manager users perform record functions. These include users who declare and
classify records and who view and access the declared records. You must create
all these users in Content Manager and import them into Records Manager.
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Notes: Remember to include Document Manager system accounts, such as:

» The account ID used by Document Manager Designer to log on to the
libraries (DDMService). This account needs to access the Records
Manager file plan when you want to set up the classification path for the
class object.

» The account IDs used by the life cycle services and automation services if
the services are set up to perform records declaration.

» Users, as we mentioned earlier, who need to view and access the
documents after the documents are declared as records.

Host users can also perform Records Manager administrative tasks as long as
you have granted these host users the proper function access rights and
permissions on the Records Manager file plan objects.

5.2.3 Function access right basics

118

Function access rights (FAR) define a user’s or a group’s access to the
application features of Records Manager. Examples of the function access rights
include File Plan Design, File Plan Administration, and Life Cycle Management
Design. Table 5-5 lists the function access rights in Records Manager. Records
Manager controls access to its features and capabilities through these function
access rights. Every capability is mapped to a right and the right must be granted
to a user before the user has the potential to exercise the function.

As we mentioned in the previous section, for a host user to perform records
declaration and classification, the user must have the File Plan Administration
access right. The File Plan Administration access right gives the user the right
to access the file plan administration function in Records Manager. Permission
must also be set to enable Add, View, or other actions against components in the
file plan. When a user declares and classifies a record, the user adds the record
object to the file plan. The record object is a file plan component.

Refer to Chapter 12, “Function Access Right”, in the IBM DB Records Manager
Version 4.1.2 Records Administrator’s Guide, SC18-9180, for more information
about each of the function access rights.

Table 5-5 lists function access rights and their definitions.
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Table 5-5 Function access rights and their definitions

Function access rights

Definition

Audit Management

To configure individual events that are not
audited.

Disposal Authorities

To create, edit, or delete disposal
authorities.

File Plan Design

To design file plans.

File Plan Administration

To add elements to a file plan, including
the ability to add, edit, or delete individual
file plan components.

Life Cycle Management Design

To define life cycle codes, life cycle
phases, and other life cycle management
items.

Life Cycle Management Operations

To execute life cycle management
operations, such as disposition.

Pick List Management

To create, edit, or delete pick lists.

Profile Design

To create, edit, and delete data entry
profiles (forms) for all objects, including
file plan components and system objects.

Security Management

To define permissions at a global level.

Users/Groups Management

To add, edit, or delete users and groups
along with the ability to add users to
groups.

Record Host Management

To add, edit, or delete the record-host
identifiers that define a record host to
Records Manager. A record host is an
application with which the Records
Manager is integrated and that acts as the
repository of the records managed by the
Records Manager.

In the records-enabled document
management solution, the record host is
Content Manager.

Extension Management

To create, edit, and delete extensions that
extend the functionality of the base
Records Manager.

Reservation Management

To create, update, and delete
reservations.

Chapter 5. Security 119




120

Function access rights

Definition

Charge-Out Management

To create, update, and delete charge outs.

Auto-Classify Rules Management

To define auto-classification rules.

Default Management

To create, edit, and delete defaults for
different file plan component definitions.

System Configuration Management

To customize the behavior of Records
Manager.

Report Layout Manager

To assign and delete report layouts.

Report Query Management

To open, delete, and assign saved public
queries to users and groups.

Field Level Security Management

To determine the users who can change
field level permissions.

Security Descriptors Management

To create security descriptors.

Security Classification Management

To create security classification.

Security Classification Reason
Management

To create security classification reasons.

Security Classification Exemption
Management

To create classification exemptions.

Security Classification Guide
Management

To create the security classification guide.

Audit Reporting

To create the audit report.

Purge Audit Entries

To purge audit entries.

View All Audit Entries

To view all audit entries.

Figure 5-16 and Figure 5-17 show how we set up the function access right for
one of the user IDs, usrConsultant, in the sample application. The user
usrConsultant only has the File Plan Administration function access right.
Notice that in Figure 5-17 the Is Active flag is set; otherwise, the user
usrConsultant is considered inactive in the system and cannot log on to Records

Manager.

IBM DB2 Document Manager with IBM Records Manager Solution Guide




cwb99n:9080 - User - Edit - Mozilla Firefox

IBM DB2 Records Manager Administrator

Bottom

*User ID —
| 101

*User Mame

[USRCONSULTANT]

User Full HName

*Record Host ID
|1

. Function Access

[T | Audit Management (AM 1)

[~ | Disposal Authorities (DA 4)

[~ | File Plan Design (FD &)

[¥ | File Plan Administration (FA 16)

[T | Life Cycle Management Design (LD 32)

Figure 5-16 FAR for records declaration and classification (part 1 of 2)

D http:/ /kcwb99n:9080.- User - Edit - Mozilla Firefox A I _ o) x|
Security Classification Exemption Management (SEM 16777216) ;I

Security Classification Guide Management (SGM 33554432)

Purge Audit Entries (PAE 134217728)

i
r
[T | Audit Reporting (AR 67 108864)
r
O

Yiew All Audit Entries (¥AE 268435456)

Host User ID
I icrnnlsdb: @%@ USRCONSULTANT

|7 Is Active
*Security Classification Id

|Unc|assiﬂed vl

Password Reset Date

Security Descriptor List
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5.2.4 Permission basics

Records Manager controls access to its file plan objects through a set of access
rules called permissions. Records Manager uses permissions to restrict what a
user can do to the file plan components and the file plan component definitions.
You set the permission through the Records Manager Administrator client.

You can set permissions three ways in Records Manager:

» System wide
» Component level
» Field level

Table 5-6 briefly describes the permission settings.

Table 5-6 Permission settings

Permission settings Definition

System wide System wide permission setting enables you to set
permission at the system level across multiple file
plan components all at the same time.

Component level In component level permission setting, you set
permission for one file plan component at a time.

Field level Field level permission setting extends security of a
file plan component to its attribute level.

By default, users have no permission to access any file plan component other

than the users who are part of the Records Manager Administrators group. You
must go through the permission setting process to grant users the appropriate

permissions.

System wide permission setting

In system wide permission setting, Records Manager lets you set permission
across multiple file plan components all at the same time. You do that through
the Records Manager Administrator client Security — System Permission
selection. For detailed instructions about how to set up system permission, refer
to Chapter 10, “Security”, in the IBM Records Manager Records Administrator’s
Guide, SC18-9180.

Use system wide permission when you want to set the same permissions across
multiple file plan components for a group of users.
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Component level permission setting

Component level permission setting allows you to set permissions for an
individual file plan component. You do that through the Records Manager
Administrator client File Plan Administration selection. From there, you drill
down to the file plan component for which you want to set permissions.

Note: The permissions that you set at the component level override the
permissions that you set at the system wide permission setting.

For example, there is a file plan component called Department. You grant a
user Add, Update, and View permissions at the system permission level.
Subsequently, you also set up a component level permission for Department,
but you only grant Add and View to the user at the component level. The net
result is the user only has Add and View permissions for Department because
the component level permission settings take priority. The user may be
granted more permissions under the component level and that will also
override the system permission setting.

When you assign permission, you are specifying who can do what to a file plan
component. Table 5-7 lists the permissions available to a file plan component.
This permission list is available for both system wide and component level
permission setting.

Table 5-7 File plan component access control selections

Permissions Description

Add To add a file plan component of a particular type.

Update To modify an existing file plan component of a particular type.

If the file plan component type is record type, users with this
permission can modify the record’s metadata.

Important: If the metadata is one that is mapped from the item type
in Content Manager, you must run the permissions synchronization
process before the changes reflect in Content Manager.

Delete To remove a file plan component of a particular type from the file plan
itself.

Important: If the file plan component type is record type, users with
this permission can use this command to undeclare a record.

View To see the profile of a file plan component of a particular type.
User who cannot view a file plan component will not know of its
existence in the file plan.

Suspend To suspend a file plan component from transitioning through its life
cycle.
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Permissions Description

UnSuspend To remove a suspension from a file plan component and allow it to
continue through its life cycle.

Move To move a file plan component from one place in the file plan to
another.

Change To alter the permissions assigned to a particular file plan component.

Permissions

Reserve To reserve a file plan component for yourself.

Add Link To add a link.

Delete Link To delete a link.

Charge Out To charge out a file plan component to yourself, or to someone else.

Host Retrieve To retrieve a record to a user’s workspace on their computer when
the file plan component represents a record stored in an adjoining
host application. This permission is stored in Records Manager for
information purposes only, since Records Manager cannot directly
control whether an adjoining application allows a user to retrieve a
document.

Important: For the records-enabled document management solution
that uses Content Manager, Records Enabler, Records Manager,
and Document Manager, the Host Retrieve permission enables the
Content Manager or Document Manager users to see documents
after they are declared as records. You must grant Host Retrieve
permission if you want users to view the declared records. Without
this permission, users would not be able to search or view these
documents. For more explanation, see “Access control of a declared
record document” on page 131.

Of all the permissions listed in Table 5-7, the minimum permissions that the
Document Manager uses to declare and classify records are Add and View. For
the users to see the declared records, you must grant them the Host Retrieve
permission. The Add Link permission is only required if the users need to
establish a link relationship during record declaration. For those users who need
to be able to update the record’s metadata, they need the Update permission.
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Note: After a document becomes a record, a Document Manager user who
has the Update permission set in Records Manager can modify the document
metadata in one of two ways:

» From the Document Manager Desktop, select View Records
Information — Actions — Edit.

» From the Records Manager Administrator client, navigate through the file
plan to the desired record, select Actions — Edit.

After the metadata is changed, you must run the permission synchronization
process for the change to be reflected in Content Manager if the metadata also
exists in Content Manager.

The usual way of selecting the Modify command from the Document Manager
Desktop to modify the metadata will not work for a document that is declared
as a record.

Once a document becomes a record, the access permission for the record is
controlled by Records Manager. Therefore, you can only make changes to the
record through Records Manager.

In the sample application, when a proposal document transitions to the Issued
state, it gets automatically declared as a record. The proposal document is a
Word document. Once it is in the Issued state, a PDF rendition of the Word
document is created. We manually declare the PDF as a record. During the
manual record declaration process, we establish a link between the PDF
document and the original Word version of the proposal document. In order for
users to perform the link task, the users in the sample application require the Add
Link permission, in addition to the Add, View and Host Retrieve permissions.
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Figure 5-18 shows the file plan of the sample application.
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Figure 5-18 Demonstration solution file plan view
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Figure 5-19 shows the selections in the Security menu. System Permissions
and Field Level Permission selections are there, but not the component
permissions because you set that in the File Plan Administration selection.
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Figure 5-19 Security selections

If you select Security — SystemPermissions, you see the System Component
Permission window. Figure 5-20 is an example of the System Component
Permission setting for the sample application. We set the system wide
permissions for all of the file plan components at the same time.
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Figure 5-20 Setting system permissions for demonstration solution
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All users who perform records declaration need View permission for all
components in the file plan hierarchy down to the component where the record
will be classified. In the sample application, these are the Department and
Proposal components. For the component where the record is classified, the
user needs Add and View permissions. In the sample application, these are
Request for Proposal, Proposal Document, and Correspondence.

Figure 5-21 shows the permission setting of the Department file plan component

for the user ID, usrConsultant.
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Figure 5-21 Permission setting for the Department component
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Figure 5-22 shows the permission setting for the Proposal component for the
user ID, usrConsultant.
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Figure 5-22 Permission setting for the Proposal component

Figure 5-23 shows the permission settings for the Correspondence file plan
component for the user ID, usrConsultant. Notice that usrConsultant has Add,
Add Link, and Host Retrieve in addition to View permission, because the user
needs to add records into the Correspondence component when usrConsultant
declares and classifies a correspondence type document. The Host Retrieve
permission allows usrConsultant to continue to see the document after it
becomes a record. The permission Add Link enables usrConsultant to create a
link. usrConsultant has the same permission settings for component Proposal
Document and Request for Proposal.
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Figure 5-23 Permission setting for the Correspondence component

Table 5-8 summarizes the component permission settings for the user
usrConsultant in the sample application.

Table 5-8 Component permission setting for user usrConsultant

Component Permission list

Department component View

Proposal component View

Correspondence component Add, Add Link, View, and Host Retrieve
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Field level permission setting

In the field level permission setting, Records Manager extends access control to
the field level of a file plan component. Field is also called attribute. The
available permissions for the field level permission setting are 4dd and Update.
The Add permission gives a user the right to specify a value for a field when
adding a new file plan component. The Update permission gives a user the right
to specify a value for a field when updating a file plan component. Records
Manager by default gives the user Add and Update permissions to all the Fields
in a file plan component. You restrict the Add and Update permission to the field
by removing the permission.

To assign or restrict field level permission, in the Records Manager Administrator
client, go to the Security — Field Level Permissions selection. For instructions
how to set up Field level permission, refer to Chapter 10, “Security”, in the IBM
Records Manager Records Administrator's Guide, SC18-9180.

We do not use field level permission in the sample application.

5.3 Access control of a declared record document

Once an item in Document Manager is declared as a record, Records Manager
takes over the retention and disposition of the declared record. The content and
the associated metadata of the item remain in its back-end repository, Content
Manager. The access permissions and the life cycle of the record are governed
by those that are set within Records Manager. Only authorized users, such as
the records administrators, can process or manage the life cycle of the records.

Note: Both Records Manager and Document Manager use the term life cycle,
but life cycle means different things in Records Manager and Document
Manager. In Document Manager, the life cycle pertains to the states an item
must go through before it becomes a record. In Records Manager, the life
cycle means a collection of phases through which a record must transition
before it is discarded.

An easy way to distinguish them is, before an item becomes a record, the
Document Manager's life cycle governs the item. After the item becomes a
record, the Record Manager’s life cycle governs the item. They are not the
same thing and they do not overlap.

As mentioned earlier, when you record enable an item type (meaning the item
type can now store documents that can be declared as records), Records
Enabler automatically changes the item type’s ACL binding from the item type
level to the item level if it is set at item type level previously. Records Enabler
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does this because the ACL is different for a document that is not a record versus
a document that is a record. In order for documents of the same item type to
have different ACLs, the item type must be bound to the ACL at the item level.

Figure 5-24 shows the ACL of a document that is not yet a record. This display is
the result of selecting the Document Manager Security command from the
Document Manager Desktop. The ACL of a document that is not yet a record is
based on the ACL that is assigned to the document’s item type. In this case, it is
PublicReadACL.
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Figure 5-24 The ACL of a document that is not yet a record

Figure 5-25 shows the ACL of a document that has been declared as a record.

This ACL is generated by Records Enabler. Records Enabler generates an ACL
for the document based on each user’s permission setting in Records Manager
and the user’s privilege setting in Content Manager.
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Figure 5-25 The ACL of a document that has been declared as a record

Figure 5-26 shows a list of ACLs from the Content Manager system
administration client. The ACLs generated by Records Enabler all begin with
$ICMRME. At record declaration time, Records Enabler determines the ACL for
the document by merging the document’s ACL in Content Manager with the
permissions of the users in Records Manager. If it finds an existing ACL in
Content Manager that fits the new ACL for the document, Records Enabler
reuses the existing ACL; otherwise, Records Enabler creates a new ACL for the
document. Similarly, Records Enabler reuses an existing privilege set in Content
Manager if it finds one that meets the document’s access control requirement;
otherwise, Records Enabler creates a new privilege set.
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Figure 5-26 ACL list from the Content Manager system administration client

Figure 5-27 shows a list of the privilege sets from the Content Manager system
administration client. The privilege sets generated by Records Enabler all begin
with $ICMRME.
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Figure 5-27 Privilege set list from CM System Administration client
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Let us look at an example.

Figure 5-28 shows the definition for the PublicReadACL. Prior to the record

declaration, a document has the PublicReadACL. Users such as PETER and
WBUSER are assigned to the privilege set, RMEUserAllPrivs, within the ACL.
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Figure 5-28 PublicReadACL
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Figure 5-29 shows what a user with the RMEUserAIlPrivs privilege set can do.
The actions that are selected in RMEUserAllPrivs are the actions that users
such as PETER and WBUSER can do to a document which has the

PublicReadACL.
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Figure 5-29 RMEUserAllPrivs privilege set
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After a document is declared as a record, Records Manager takes over the
access permission of the document. Based on the security setting in Records

Manager, Records Enabler determines that the document needs a new ACL, the
SICMRMEACcI2073342011_2073342105 ACL. See Figure 5-30.
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Figure 5-30 Records Enabler-generated ACL

In this new ACL, PETER is assigned a different privilege set,
$ICMRMEPS 1681002806, and WBUSER is also assigned a different privilege
set, SICMRMEPS328886324.
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Figure 5-31 shows Peter's and WBUSER’s new privilege sets. PETER can
search and read the document. WBUSER has no privilege on this document
after the document is declared as a record. WBUSER cannot even search or
read the document because WBUSER has not been granted the Host Retrieve
permission in Records Manager.

Peter’s new privilege set

WBUSER’s new privilege set

Privilege Set Properties (Basic) - $ICMRMEPS1681002806 1'
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Figure 5-31 Peter’s and WBUSR's privilege sets after record declaration
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5.3.1 Impact of permission changes in Records Manager

When the permission of a host user in Records Manager changes, the change is
not reflected in Content Manager until the permission synchronization process
runs.

For example, WBUSER at one point does not have Host Retrieve permission in
Records Manager. Now a record administrator grants WBUSER the Host
Retrieve permission. This change should entitle WBUSER to see the declared
document described for Figure 5-30. However, the user will not be able to see the
document until the permission synchronization process runs. This process is
responsible for synchronizing the changes in Records Manager back into
Content Manager.

You can run permission synchronization from the Records Enabler administration
client. There are two ways to run the process. You can schedule the permission
synchronization process or you can run it on demand. See Figure 5-32.
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Figure 5-32 Permission Synchronization panel
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For more information about how to run the permission synchronization process,
refer to Installing and Configuring the DB2 Content Manager Records Enabler
V8.3, GC18-7570.

5.4 Summary

When planning to incorporate security into your records-enabled document
management system, consider these items:

» Determine users, user groups, and the privileges and privilege set each user
should have. The users and user groups are created in Content Manager.

» If your system uses LDAP, integrate Content Manager with the LDAP system.

» If your system uses SSO, configure both Content Manager and Document
Manager to use SSO.

» Determine the data model for your solution. What items, item types, and
classes to create.

» Determine the ACLs to establish. This ensures proper access to the items
and item types.

» Determine the users or user groups who can declare and classify records
because you need to import them into Records Manager. After you import
them into Records Manager, grant the users the proper function access rights
and file plan component permissions.

Function access right setup reminder: In order for a user to declare and
classify a record, the user must have the File Plan Administration access
right.

Permission setup reminder: In order for the user to declare and classify a
record and be able to view and search the record, the user also must have
Add, View, and Host Retrieve permissions of the file plan component. If a
user only needs to search and view a declared record, the user needs the
Host Retrieve permission.

» Determine the different roles your system requires. Who should be in what
roles and what actions can the roles perform?

» For documents that require life cycle management, you need to map out the
states through which the documents go. The Document Manager life cycle
process enables you to control who can do what at each stage (state) of the
life cycle, before the document is declared as a record.

» Determine which Document Manager commands each user group needs in
order to do its job. From the analysis, you can decide how many Document
Manager Desktop templates your system needs and how to configure each
Desktop template.
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For example, determine which Document Manager menu commands, view
templates, search tIBM DB2 Document Manager with IBM Records Manager
Solution Guideemplates, application integration, actions, and dialog boxes
the Document Manager Desktop templates should have. You can manage
the security of your Document Manager system by the type of Document
Manager Content Manager Desktop template you configure for each user

group.
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System configuration
planning

In this chapter, we discuss system configuration for a Document Manager
system with and without records management functions.
We cover the following topics:

» System component overview
» System configuration without Records Manager
» Configuration with Records Manager
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6.1 System component overview

A Document Manager system consists of:

» Document Manager clients

» Document Manager server and services
» Content repository

Document Manager clients include:

» Document Manager Desktop

» Document Manager Designer

» Document Manager ltem Loader

The Document Manager server and services include:

» Document Manager server (also known as Document Manager Library
Server)

» Cache manager

» Lifecycle service

» Notification service
» Print/plot service

» Rendition service
» Automation service

The Document Manager content repository we cover in this redbook is the
Content Manager.

The requirements you gather from going through the planning and designing
exercises help you choose the components to add to your Document Manager
system.

If your requirements call for records keeping capability, you need to add Records
Manager and Content Management Records Enabler (CMRE) to your solution.
Document Manager and Records Manager have great strength in their flexibility
in installation and configuration. However, choosing unnecessary components
can result in wasted resources and decreased performance. Similarly, choosing
a poor configuration also can have a negative performance consequence.

We discuss Document Manager system configuration with and without records
management functions, in other words, system configuration with and without
Records Manager.

Figure 6-1 illustrates the basic system architecture for the end-to-end Document
Manager solution with Records Manager integrated.
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Figure 6-1 Document Manager system with Records Manager integrated

6.2 System configuration without Records Manager

You can configure Document Manager’s services and components in different
ways depending on the expected workload, business requirements, and
available hardware. Although you can install the entire Document Manager
system with its server and services in one machine, we recommend separating
each service component in different machines, especially the services that are
process-intensive, such as the rendition service and the print/plot service.

In this section, we present three sample system configurations for a Document
Manager solution without Records Manager:

» Allin one server
» Separate Document Manager and Content Manager servers
» Separate Document Manager server and services
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6.2.1 All in one server

In this configuration (see Figure 6-2), you install everything in one server
(machine). This is easy to install and set up. We recommend this configuration
for the prototype only. You can also use the configuration for testing and
development.

All in one server

== | Document Manager server

E Document Manager services
Content Manager

Figure 6-2 All in one server without Records Manager

6.2.2 Separate Document Manager and Content Manager servers

In this configuration (see Figure 6-3), we separate the Document Manager server
and its services from the back-end content repository server (Content Manager).

Document Manager server constantly services user requests. It is a good
practice to separate the user processing unit (the Document Manager server)
from the back-end content processing unit (the Content Manager server).

If you use Content Manager for purposes other than for the Document Manager
system, this can also be a reason to install Content Manager separately on a
server (machine) of its own.

Server 1 Server 2

Document Manager server

\ Content Manager
Document Manager services

Figure 6-3 Separate content repository from the main server

6.2.3 Separate Document Manager server and services

Rendition service is a CPU-intensive process. You may want to install the service
in a separate machine. The print/plot service is an I/O-intensive process.
Whenever possible, it is a good practice to separate it from the rest of the
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Document Manager server and services. The automation service is also a good
candidate to install on its own machine.

In the configuration shown in Figure 6-4, the rendition service, the print/plot
service, and the automation service are installed on their own machines. The rest
of the Document Manager server and services are installed on one machine, and
the content repository (Content Manager) is installed on its own machine.

Note: Install Cache service with every machine running any other Document
Manager service. For the configuration discussed here, you should install
Cache service on Server 1 through 4.

If you need to install Automated Services, install the Alarm Manager also on
that server as well as the Cache service.

Depending on your system requirements, you may also install the same service
on different machines. As long as the services point to the same Document
Manager Library Server, they process different jobs on the same system.

Server 1 Server 5

== | Document Manager server
Dj DM Lifecycle service

DM Notification service

E Content Manager

Server 2

DM Rendition service

Server 3

=

[;H DM Print/Plot service

Server 4

=
[;H DM Automation service

Figure 6-4 Separate DM server and its services
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6.3 Configuration with Records Manager

6.3.1 Allin

When you records-enabled a Document Manager system, you bring into the
Document Manager system the Records Manager and the Content Manager
Records Enabler.

Records Manager consists of two components: Records Manager database and
Records Manager server. The basic recommendation for deploying Records
Manager is that, whenever possible, separate Records Manager database from
the Records Manager server for good system performance.

In the case study, we use this recommendation and install Records Manager
server and its database on two separate machines.

Content Manager Records Enabler (CMRE) consists of three servers, the
Records Enabler Server, the Records Enabler Host Interface Server, and the
Records Enabler Permissions Synchronization server. These servers may be
distributed among the WebSphere instances within the Document Manager
system; however, there is one application, Records Manager Extensions, that
must be installed on the same WebSphere server as Records Manager.

In this section, similar to the previous section, we present three sample system
configurations for a Document Manager solution with Records Manager:

» Allin one server
» Separate Document Manager and Content Manager servers
» Separate Document Manager server and services

one server

In this configuration (see Figure 6-5), everything is installed on one server
(machine). This is easy to install and set up. We recommend this configuration
for prototype only. You can also use the configuration for testing and
development.

All in one server

Document Manager server
Document Manager services
Content Manager

Records Manager

CM Records Enabler

Figure 6-5 All in one server with Records Manager
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6.3.2 Separate Records Manager and content repository

In this configuration (see Figure 6-6), we separate the content repository from
the main machine. In addition, it also separates the Records Manager and
Records Enabler from the main machine.

The logic behind this is that, whenever possible, separate the intensive user
processing unit from the back-end repository unit. Also because the Records
Manager engine usually reaches its hardware limit first, if the hardware resource
is available, we recommend moving the Records Manager engine to another
machine for better and more reliable system performance. In this configuration,
we recommend putting Records Manager database with Content Manager, and
Content Manager Records Enabler with the Records Manager engine.

Server 1 Server 2

— | Content Manager

Document Manager server
Records Manager database

Document Manager services

Server 3

Records Manager engine
.| CM Records Enabler

Figure 6-6 Separate Records Manager and content repository

6.3.3 Separate Document Manager server and services

In this configuration (see Figure 6-7), you can further separate the Document
Manager services, such as rendition service, print/plot service, and automation
service to separate machines.

Note: Install the Cache service with every machine running any other
Document Manager service. For the configuration we discuss here, you
should install the Cache service on Server 1 through 4.

If you need to install Automated Services, install the Alarm Manager also on
that server as well as the Cache service.

You increase the performance of the main Document Manager system by
moving the process-intensive and I/O-intensive services onto their own
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machines. If the hardware resources are available, you can also consider
separating other services to different machines or having multiple machines
running the same services.

Server 1 Server 5

Document Manager server
DM Lifecycle service
i DM Notification service i

Content Manager
Records Manager database

Server 2 Server 6
- . - Records Manager engine
% DM Rendition service % CM Records Enabler

Server 3

% DM Print/Plot service

Server 4

% DM Automation service

Figure 6-7 Hardware configuration 3 with Records Manager

Note: As these services are process-intensive, if hardware resource is
available, we strongly recommend separating these Document Manager
services in different machines.
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Installation and
configuration

This chapter describes the product installations for the Document Manager
solution integrated with Records Manager. We provide end-to-end installation
order and configuration of all the products and their associated fix packs.

We cover the following topics:

Solution architecture and sequence of the product installation
Configuration of DB2 Enterprise Edition V8.2

Configuration of WebSphere V5.1.1

Configuration of Content Manager V8.3

Configuration of Information Integrator for Content V8.3
Configuration of Records Manager V4.1.1 and V4.1.2
Configuration of CM Records Enabler V8.3

DM installation and configuration

Configuration of SMTP Server/e-mail

Fix packs for various products

VY VYVYVYVYVYVYYVYY

Although you can install some of the products on platforms other than Windows,
we describe the Windows versions only. Any non-standard installation actions
are documented in the product sections. Viewlets have been provided along with
this redbook that detail the generic installations of the products.
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Important: We strongly recommend that you read thoroughly all product
installation guides and Readme files before attempting to perform any product
installation. This chapter does not reiterate the information found in the
guides. Use this chapter as a complement to the individual product installation
manual.
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7.1 Solution architecture

There are many ways to configure the Document Manager solution with Records
Manager as discussed in Chapter 6, “System configuration planning” on

page 143. One of the most common solution architectures, which we use when
describing the end-to-end solution installation and configuration, calls for three
servers, one for Content Manager (server 1), one for Records Manager (server
2), and the third for Document Manager (server 3). See Figure 7-1.

CM (Server 1) IRM (Server 2)
i TTLT
- > ” IRM V4.1.2
CM V8.3 DM (Server 3) DB2 Runtime V8.2.3

DB2Vs8.2.3
NSE Vv8.2.2
WAS V5.1.1

Il for Content
Connector V8.3.1
CMRE Vv8.3.1

S

DM Vv8.3.1

DB2 Runtime V8.2.3 = l‘

Il for Content
Connector V8.3.1

ArgoSoft SMTP Server

(optional)

Acrobat Distiller V6.0

AutoVue

WAS V5.1.1/HTTP
|

LAN
Network

DM Desktop DM Desktop DM Desktop

CM Clients CM Clients CM Clients

Email Clients Email Clients Email Clients
Client 1 Client 2 Client 3

Figure 7-1 Solution architecture

In our case study, we spread the product installations across multiple servers
(machines) as in Figure 7-1 to closely simulate a production environment.
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The solution consists of the following main IBM DB2 Enterprise Content
Management (ECM) product stack:

» IBM DB2 Document Manager Version 8.3

» IBM Records Manager Version 4.1.2

» IBM DB2 Content Manager Enterprise Edition Version 8.3
» IBM DB2 Content Manager Records Enabler Version 8.3

WebSphere Application Server is the application server for the Records
Manager, Records Enabler (CMRE), and Content Manager Resource Manager
applications.

The IBM HTTP Server, installed with WebSphere Application Server, serves the
Web pages for Document Manager and Records Manager.

Content Manager is the data repository for all the documents and objects
produced and managed by Document Manager. In our case study, we use a
generic SMTP Server to allow simple e-mail movement, to demonstrate e-mail
storage through Document Manager and notifications sent by e-mail.

CMRE is the means for communication between Content Manager and Records
Manager. We use its configuration parameters to facilitate auto declares and
classifies, which map to Quick Declares in Document Manager.

DB2 runtime and Information Integrator for Content are DB2 and Content
Manager communication across the servers and clients.

Figure 7-1, we also show several client system configurations, with various
product clients and e-mail clients installed. In our case study, we install products,
both for administrators and for users on separate client machines to mimic a
production environment.

7.2 Sequence of product installation

The sequence of product installation is especially important when there are
dependencies, but when none exists between the products we must determine
the optimal order for installation.

Often the product installation guides provide direction. For example, the CMRE
installation guide suggests that, if installing Content Manager on the same server
with the CMRE extensions, it is best to install Content Manager first. Otherwise,
a migration step is required to move all the CMRE Extension code into the
Content Manager working directory.
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Although there is no strict order of installation sequence, we recommend the
following product and fix pack installation order for the solution:

1. DB2 Enterprise Edition V8.2
a. DB2 Runtime client V8.3 on remote machines
b. Fix Pack 3 for base and runtimes
2. DB2 Net Search Extender V8.3
a. Fix Pack 2
3. WebSphere Application Server V5.1
a. Fix Pack 1
b. Cumulative plug-in fix 6
4. Content Manager for Multiplatforms V8.3
a. Windows client
5. Information Integrator for Content V8.3
6. Records Manager V4.1.1
a. Fix Pack V4.1.2
7. Content Manager Records Enabler V8.3
a. Records Manager Extensions
8. Fix Pack 1 (V8.3.1) for Content Manager
9. Fix Pack 1 (V8.3.1) for Information Integrator for Content
10.Fix Pack 1 (V4.1.2.1) for Records Manager
11.Fix Pack 1 (V8.3.1) for Windows client
12.Fix Pack 1 (vV8.3.1) for CMRE
13.DB2 Document Manager V8.3
14.Fix Pack 1 (8.3.1) for Document Manager
15.SMTP server
16.Clients on remote machines
a. Content Manager fix packs for clients
Your system architecture might differ from the one we show in Figure 7-1.
Depending on how you distribute your components across multiple machines,

you can use our recommendation as a guideline to install various components on
your system.

Because this solution consists of different components and products, we strongly
recommend that you make sure a product or a component is installed
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successfully before moving onto the installation of the next component or product
or performing any integration.

7.3 Configuration of DB2 Enterprise Edition V8.2

Use the product manual as a detailed guide to install DB2 Enterprise Edition (EE)
Version 8.2.

For our case study, we use the default options for the installation most of the
time. We installed a DB2 EE server on one server and installed DB2 runtime on
the remote servers and clients.

Table 7-1 contains some of the DB2 EE installation options to which you need to
pay particular attention. We also provide the sample input values we used for
our case study environment for your reference.

Table 7-1 DB2 EE V8.2 installation options

Installation option Comment/Sample input value
Installation type Typical

Domain name None

User name db2admin (same for all services)
Administration contact Defer

Once you completed the installation, use the First Steps utility to install the
sample database as a means to verify that your installation is complete and
successful. Make sure to connect to the sample database from the DB2 runtime
clients, and verify their installations.

Use the product manual for installation of DB2 runtime clients.

For our case study, we use all defaults for the installation.

7.4 Configuration of WebSphere V5.1.1

Use the product manual as a detailed guide to install WebSphere Version 5.1.1.

For our case study, we use the default options for the WebSphere installation
wherever possible. However, we specified that the IBM HTTP Server should be
installed.
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Table 7-2 contains the installation options to which you need to pay particular
attention. We also provide the sample input values we used for our case study
environment for your reference.

Table 7-2 WebSphere V5.1.1 installation options

Installation option Comment/Sample input value
Installation type Custom

Install feature - Application Server Unchecked

samples

Install feature - Embedded messaging Default is checked (server and client), this

is required for Records Manager.

Host name or IP Address This should be the fully qualified host
name or |P address.

Run WebSphere Application Server as a Use the default unless you prefer to use
service and Run IBM HTTP Server as a the command line to start and stop the

service. servers.
User ID Specify an administrator ID, we used
“admin”.

Once you complete the installation, go to the First Steps utility, and execute the
Verify Installation option to ensure that the installation of WebSphere
completed successfully.

The installation of Fix Pack 1 requires that you stop WebSphere and all Java
applications. Verify, in the Windows task manager, that there are no java.exe
programs running.

Tip: We found that the most straightforward method of installing the fix packs
and cumulative plug-in fixes is to first create an update directory under
c:\program files\websphere\appserver. Then, unzip the fix packs followed
by the cumulative plug-in fixes into that directory. This creates a complete
directory structure under update with the fix pack files located in the
appropriate directories. Invoke updateWizard.bat from this new directory
structure and the system will automatically detect which fix packs are available
on the system and install them in the correct order.

Executing the wizard twice will install all the fix packs (cumulative plug-ins are
considered fix packs).
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7.5 Configuration of Content Manager V8.3

Use the product manual as a detailed guide to install Content Manager for
Multiplatforms Version 8.3. Use the default options for the installation wherever

possible.

The installation process has two options, to install Content Manager and to install
the Content Manager Client for Windows. First choose the Content Manager

installation.

For Content Manager installation, we performed a custom installation for our
case study, which specifies all the options. The custom install aliows for
automatic generation of the SSL and subsequent use of the IBM HTTP Server

for the browser-based clients.

Note: Ensure that you start WebSphere server before you begin to install the

Content Manager products.

Table 7-3 contains some of the installation options to which you need to pay
particular attention. We also provide the sample input values we used for our
case study environment for your reference.

Table 7-3 Content Manager V8.3 installation options

Installation option

Comment/Sample input value

Server Database Type

DB2 Universal Database™

Library server database name icmnlsdb
Library server schema name icmadmin
Library server administration ID icmadmin
Library server connection ID icmconct

Enable Unicode

Checked (Unicode cannot be enabled
after installation)

administrator ID

Enable text search Checked
Resource Manager database name rmdb
Resource manager database rmadmin

Application server node name

Host name of the server where you
installed WebSphere Application Server
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Installation option Comment/Sample input value

Resource manager Web application name | icmrm

Use and configure IBM HTTP Server SSL | Checked

IBM HTTP Server SSL configuration We use values appropriate for our
location.

During installation, the system checks for the existence of the IDs. If they do not
exist, the system prompts you for automatic creation.

Important: It is important to specify the Unicode option at creation time for the
Library Server, because you cannot enable it later.

After the installation is complete, launch the Installation Verification Utility to
verify the install. Another test of the installation is to invoke the First Steps and
load some initial sample data.

We defer the installation of the Content Manager Windows client until after the
Information Integrator for Content installation. This allows the use of the local.ini
files that are installed with Information Integrator for Content. The Windows client
installation specifies only the default values.

To verify the installation, invoke the client, add a test document to the Content
Manager repository, and perform a search on the test document. Make sure you
can retrieve it and view it.

7.6 Configuration of Information Integrator for Content V8.3

Use the product manual as a detailed guide to install Information Integrator for
Content V8.3. Use default values whenever applicable.

For our case study, we use the default options for the installation of Information
Integrator for Content. We are only interested in installing the Content Manager
V8 connector, so the Setup Type we specify is Connector.

Table 7-4 contains some of the installation options to which you need to pay
particular attention. We also provide the sample input values we used for our
case study environment for your reference.
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Table 7-4 Information Integrator for Content V8.3 installation options

Installation option

Comment/Sample input value

Setup Type

Connector
Note, this is all you need for the solution.

Server Connection Selection

Content Manager Version 8

connection ID

System Configuration Files Local

Library server database name icmnisdb
Library server schema name icmadmin
DB2 Content Manager Version 8 icmconct

After the installation is complete, launch the Installation Validation Utility to

verify the installation.

7.7 Configuration of Records Manager V4.1.1

Make sure your system meets the prerequisites of Records Manager.

Prerequisites for Records Manager
Before you install Records Manager, do the following:

1. Create a non-administrator ID in Windows to use as the database schema
owner for the Records Manager database. We created an ID called

irmadmin.

2. Verify that the database manager (DB2) is started.

3. Verify that WebSphere is started.

4. In the WebSphere Administration Console, go to Environment — Manage
WebSphere Variables. Scroll down and set the
DB2Universal_JDBC_Driver_Path to the location of the JDBC™ driver in the
DB2 installation directory. For us, it is C:Program Files\IBM\SQLLIB\java.

Note: If you change the value of the DB2Universal_JDBC_Driver_Path
variable, you must stop and then restart the WebSphere server.

The installation of Records Manager is a two part process, one for the engine
and one for the database. You can install them in any order, but we recommend
installing the engine first followed by the database.
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Use the product manual as a detailed guide to install Records Manager, and use
default values whenever applicable. Let the installation do the WebSphere
deployment and configuration automatically.

Note: You should allow the installation to do the deployment and configuration
unless you have a specific requirement for deployment within WebSphere.
You must have WebSphere administration knowledge to do the deployment

yourself.

Table 7-5 contains the installation options and their values within the engine

installation.

Table 7-5 Records Manager V4.1.1 engine installation options

Installation option

Comment/Sample input value

Cell Host name of WebSphere server
(Server2 - Records Manager)

Node Host name of WebSphere server
(Server2 - Records Manager)

Server Name of the Application Server defined in

WebSphere that will contain the Records
Manager application (serverl - Content
Manager)

Connection Factories Authentication

Leave blank

Mail Transport Host

Localhost

Engine Server Name

Host name of WebSphere server
(Server2 - Records Manager)

WebService Node Name

Host name of WebSphere server
(Server2 - Records Manager)

Engine Server Name

Host name of WebSphere server
(Server2 - Records Manager)

For the database installation, use the automatic database creation option.

Note: You should only use the custom database creation option if you have
specific DB2 requirements for database creation. This option is for DBAs with
the knowledge and authority to perform the custom installation.
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Table 7-6 contains the values for the installation options within the database
installation.

Table 7-6 Records Manager V4.1.1 database installation options

Installation option Comment/Sample input value

JDBC driver class path c:\program files\ibm\sqllib\java

DB2 Node/Instance Name db2

Database Name Any valid DB2 database name (irm41db)

Default Disk c

Folder for Database Containers c:\irmdata

User Name Database schema name (irmadmin)

Sys Admin User Name Database administrator name
(db2admin)

Database File Plan Population Sample (used only for verification
purposes)

When the installation completes, verify that you have created the database (and
over 100 tables).

Engine configuration

After you complete the installation process, create a data source using the
Engine Configuration Utility (Start — Programs — IBM DB2 Records Manager
V4.1.1 - Engine Configuration).

The Connection Information panel should contain all the correct information that
was entered in the installation dialog. If not, correct it, and select OK. Highlight
DB2 in the Data Sources list and invoke Actions — New.

Table 7-7 contains the values we entered for the New DB2 Data Source.

Table 7-7 Records Manager V4.1.1 engine configuration

Data source entry field Comment/Sample input value
Data Source Name Any valid DB2 name (irm41db)
Database Name irm41db

User name Database schema owner (irmadmin)
Test Connection Checked
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After processing, a new entry displays in the data source list. It is important to
save your changes (File - Save Changes) before exiting the dialog.

In WebSphere, verify that four Records Manager JMS server queues have been
created and started. Invoke the WebSphere administrator through Start —
Programs — IBM WebSphere — Application Server v5.1 — Administrative
Console. No login is required, unless security has been enabled; then

Servers — Application Servers — Server1 — Server Components — JMS
Servers. You should see a window similar to the one displayed in Figure 7-2.

Application Servers
Applications
Resources

Security

4} websphere Administrative Console - Microsoft Internet Explorer 10l =|
File Edit View Favorites Tools  Help |
=Back +  **| Address I@ http: fkowb99mm: 9090/ admin/secure/logon.do LI @Go | Links (2| RM Login >

EDaSPNEre. Ap A0 : e D DIe =
Home | Save | Preferences | Logout | Help | [E]
User ID: Configuration Iz‘
& s T
B Servers

al Propert
Mame Internal WS Server

Dezcription ‘Ilnternal WehSphere JMS Server

[{ The name of the server. | of the server.

[ia descrlptlon of the JMS
server, for administrative
puUrposes.

[i] The rumber of concurrent

Mumber of threads ‘1
. threads to be used by the
Epviconent PubiSub matching engine.
R S GBS NAMEes \RMTazkGueue I:‘ [l The rames of queues
Troubleshoaoting IRMResutOuELE haosted by thiz JMS server.
IRhCancelGueus
IR ctificationGueus I:‘
Initial State IStarted v] [il The component execution
state requested when the
server ig first started. E
-
WebSphere Status [i = Previous  Next = October 11, 2005 4:53:07 PM POT Q

figuration Problems

WebSphere

|Total Configuration Problems ;0

€] [ [ [BELocalintranet
Figure 7-2 JMS Server Queues installed by Records Manager

Log out of WebSphere and restart the WebSphere server through Start —
Programs — IBM WebSphere — Application Server v5.1 — Stop the Server.
Then start the server through Start —» Programs — IBM WebSphere —
Application Server v5.1 — Start the Server.

Complete the installation verification by invoking the Records Manager
administrator through Start —» Programs — IBM DB2 Records Manager
V4.1.1 - IRM Administrator. Log on to the administrator using
Administrator/cronos as the login name/password and invoke Batch
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Operations from the list on the right side. If the Batch Operations panel displays,
then verification is complete.

7.8 Configuration of Records Manager V4.1.2

The upgrade of Records Manager V4.1.1 to V4.1.2 is a process similar to the
base V4.1.1 installation.

In the V4.1.2 installation directory, invoke the irm412_dbupgrade.bat file, which
upgrades the database. Next invoke the irm412_engine.bat file, which installs a
complete engine replacement. Use the same install options you use for the base
V4.1.1 installation. This creates a new directory during the installation,
DB2RecordsManager412, which replaces the V4.1.1 directory. You can delete
the old directory after the installation verification completes.

You must rebind the database packages after installation. Do this by invoking the
Engine Configuration utility as before. This time just edit the existing data
source, save, and exit.

Restart the WebSphere server, then verify that you can log on to the Records
Manager Administrator.

7.8.1 Installation of Fix Pack 1

Note: Perform the installation of Fix Pack 1 after you install and verify the
entire Content Manager/Records Manager/CMRE/Document Manager stack.
Install the fix packs to the various products in the same order as the base
products.

The installation of Fix Pack 1 for Records Manager follows the same process as
the V4.1.2 base, except there is a launchpad.bat file that you can invoke to
provide a GUI interface. Upgrade the database, upgrade the engine, and use the
same install options as the other installations. Rebind the database packages
using the Engine Configuration and verify the installation.

7.9 Configuration of CM Records Enabler V8.3

164

The intent of this section is to complement and not to replace the installation
manual entitled, IBM DB2 Content Manager Records Enabler V8.3: Installing and
Configuring, GC18-7570. We expect you to follow the instructions in the product
installation manual.
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There are two separate installation programs that install the Content Manager
Records Enabler (CMRE) features. One is the Content Manager Records

E

7.9.1 Before

nabler, the other is the Records Manager Extension.

installing Content Manager Records Enabler

Here is a checklist of activities you should complete before installing the Content
Manager Record Enabler:

1.
2.

Ensure that your system meets the hardware and software prerequisites.

Create an administration ID (cmreid by default). This is the Records Enabler
connection ID used by CMRE to perform repository functions.

Create an administration ID (icmadmin by default).
Setup the following system environment variables:
- WAS_HOME

— JDBCPATH

— IBMCMROOT

Ensure that the IBM DB2 Information Integrator for Content Manager V8
Connector is installed.

Complete the section “Tips for avoiding installation problems” under the
section entitled “Performing pre-installation tasks for the Records Enabler
servers” in IBM DB2 Content Manager Records Enabler V8.3: Installing and
Configuring, GC18-7570.

Note: CMRE asks for the Content Manager administrator user ID, such as
ICMADMIN and its password, when you add a new Library Server connection
to the Records Enabler System. CMRE uses the ICMADMIN ID to create the
new CMRE connection ID (CMREID) in Content Manager. CMRE does not
save the ICMADMIN ID and it does not use the ICMADMIN ID again after
installation.

The CMRE creates the CMREID user ID in Content Manager. CMREID is a
Content Manager administrator. CMRE saves this user ID in its host
configuration and uses it to configure the Content Manager host. For example,
CMRE uses the CMREID ID to create the necessary item types, privilege sets,
and ACLs during the installation process. The CMREID is also stored in the
WebSphere Data Source. This user ID is used to add and remove triggers to
the records-enabled item types. The CMREID should not be imported into
Records Manager. It is meant to be used under the covers by the CMRE code.
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7.9.2 Before installing Records Manager Extensions

Here is a checklist of activities you should complete before installing the Records
Manager Extensions:

1.
2.

Ensure that your system meets the hardware and software prerequisites.

You have installed the Records Enabler Permissions Synchronization server
by going through the Content Manager Records Enabler installation program.

Ensure that you have set up the environment variable, WAS_HOME.

You have completed the section on “Tips for avoiding installation problems”
under the section entitled “Performing pre-installation tasks for the Records
Manager Extensions” in IBM DB2 Content Manager Records Enabler V8.3:
Installing and Configuring, GC18-7570.

7.9.3 Installing Records Enabler on Windows

When you start the IBM DB2 Content Manager Records Enabler (CMRE)
Installation Launchpad, you will be presented with two installation choices as
shown in Figure 7-3.

&) Installation Launchpad w

[LI2A content Manager Records Enabler Installation Launchpad

Version 8.3

Selectthe product yvou would like to install and click Mext

(@) DB2 Content Manager Records Enabler
) DB2 Records Manager Extensions

DB2 Caontent Manager Recards Enahler product, including these
companents: server, host interface, and permissions synchronization.

Figure 7-3 Content Manager Records Enabler Installation Launchpad
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The Content Manager Records Enabler installs the following Records Enabler
features:

» Records Enabler Server (cmresvr)
» Records Enabler Host Interface Server (rmecmhost)
» Records Enabler Permission Synchronization Server (cmrepsproc)

The Records Manager Extensions installs cmrepsnotifer.

Installing the Content Manager Records Enabler

Select the Content Manager Records Enabler radio button to install the Records
Enabler Server, the Records Enabler Host Interface Server, and the Records
Enabler Permission Synchronization Server. Follow the instructions in the
installation windows. The Records Enabler installs in the IBM Content Manager
installation directory. By default, it is C:\Program Files\IBM\db2cmv8.

Follow the instructions in the installation windows. We capture shots of those
screens that contain important installation parameters.

Figure 7-4 shows the selection window for the Content Manager Records
Enabler features. Choose the features you want to install. You can install all three
features in the same server or distribute them across multiple servers. In our
demonstration system, we install all three features into the same server.

2 IBM DB2 Content Manager Records Enabler ¥8.3 Installation — P ] 3

4 Selectthe features for"IBM DEZ2 Content Manager Records Enabler 8. 3" you would like to install:
Informatlon

Management
Software E DE2 Content Manager Records Enabler Server

v DBZ Content Manager Records Manager Host Interface
v DB2 Content Manager Records Enabler Permissions Synchronization

Install=thield

= Back Cancel | Help |

Figure 7-4 Select the features for Content Manager Records Enabler V8.3
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Figure 7-5 shows the WebSphere Application Server deployment information
window. Enter the WebSphere Application Server deployment information. We
do not enable WebSphere Application Server security, so that option is left blank.

&) 1BM DB2 Content Manager Records Enabler ¥8.3 Installation " =10l

. WebSphere Application Server Deplayment Information
mmfurmatlun

Management WehSphere Application Server cell name: |KCWBQQN

WebSphere Application Server node name: |KCWBQQN

Hostharme: |kcweaan

[~ WebSphera Application Server security enahled

InstallShield ——

= Back | Mext = | Cancel | Help |

Figure 7-5 WebSphere Application Server Deployment Information

Figure 7-6 and Figure 7-7 show the Records Manager information windows.
Enter the appropriate values for your system.
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&) 1BM DB2 Content Manager Records Enabler ¥8.3 Installation =10l

. IEM DEZ Records Manager Information
mlnfurmatlun

Management Specify the fallowing information ahout the DE2 Records Manager Server that you will be supparting.

DB2 Records ManagerWeh Services address
|kcwBaan:2809

DBE2 Records Manager Administration Client URL
|http:IIKCWEIQQN:9DSDIIRMCIient

Install=hield — —
= Back Cancel | Help |
Figure 7-6 Records Manager Information part 1
‘il__ IEM DB2 Content Manager Records Enabler ¥8.3 Installation - - |EI|1|
. IBM DEZ Records Manager Information
mlnfurmatlun
Management Specify the fallowing information ahoutthe DE2 Records Manager Server that you will be supparting.
DE2 Records Manager database: |IRM41DEI LI
DB2 Records Manager Administration (D |Administrat0r
Password: |-
InstallEhield
= Back | Mext = Cancel | Help |

Figure 7-7 Records Manager Information part 2

Figure 7-8 shows the Content Manager v8 Server Connection information
window. Enter the appropriate values for your system.
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&) 1BM DB2 Content Manager Records Enabler ¥8.3 Installation =10l

. Configure Content Manager w8 Server Connection
mlnfurmatlun

Management Provide identification and authentication information for the Content Manager servar.

Identification

Server name: |icmn|sdb LI

Authentication

DB2 Content Manager administration [D: |ICMADMIN

Password: i

DB2 Content Manager Recards Enahler connection [D: |CMREID

Password: i
Confitm passward: |***'***'**
Install=hield — —
= Back | Mext = | Cancel | Help |

Figure 7-8 Content Manager v8 Server Connection information part 1

Figure 7-9 shows the window that prompts you for the eClient information. We
did not have eClient in our demonstration system. Accept the default values
assigned by the installation program if you do not use eClient in your system.

) 1BM DB2 Content Manager Records Enabler ¥8.3 Installation =10l

i Configure Caontent Manager w8 Server Cannection
m Information

Management Provide the necessary URLs.
Software
eClient rendering content URL:

|http:IIKCWEIQQN:8DIeclientflDMIntegrator'?eCIientToken:rmetoken&iType:view&lPFiIe:RME&Releas

eClient document list URL:
|http:IIKCWEIQQN:8DIeclientflDMIntegrator'?eCIientToken:rmetoken&iType:Iist&lPFiIe:RME&ReIease

Install=hield

= Back Cancel | Help |

Figure 7-9 Content Manager v8 Server Connection information part 2
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Figure 7-10 shows the window that prompts you to select the database
management system on which you install the Content Manager.

&) 1BM DB2 Content Manager Records Enabler ¥8.3 Installation

=101

m Information

Management

Install=hield

Which databaze management systemn did you use for the IBM DEZ2 Content Manager Enterprize
Edition installation?

& DBZ Universal Database
 dracle

= Back

Cancel

Figure 7-10 Database management choice

Figure 7-11 shows the window that prompts you to enter the Records Enabler
server name. We accept the default value.
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&) 1BM DB2 Content Manager Records Enabler ¥8.3 Installation =10l

. Deploy Content Manager Recards Enabler Server with WehSphere Application Server
mlnfurmatlun

Management Specify the following information far the application server that your Content Manager Records
Enabler server will use.

Application server name:  |crmresyr

Install=hield
Cancel | Help |

Figure 7-11 Records Enabler server name

Figure 7-12 shows the window that prompts you to enter the Records Manager
Host Interface server name. We accept the default value.

=101

) 1BM DB2 Content Manager Records Enabler ¥8.3 Installation

m Information

Management Specify the fallowing information about how to install the Enterprise Java Beans for the WebSphere
Software SErver.

DBE2 Content Manager Recards Manager Host Interface Installation Infarmation

Feature: DE2 Caontent Manager Recards Manager Host Interface

WiebSphere server name:  |rmecmhost

v Add Host Configuration record to DBZ Records Manager

Install=hield

= Back Cancel | Help |

Figure 7-12 Records Manager Host Interface server name
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Figure 7-13 shows the window that prompts you to enter the Records Enabler
Permissions Synchronization server name. We accept the default value.

&) 1BM DB2 Content Manager Records Enabler ¥8.3 Installation "
m Information

Management

Install=hield

DBE2 Caontent Manager Recards Enahler Permissions Synchranization Installation Infarmation

=101

Specify the following infarmation abhout how ta install the Enterprize Java Beans for the WebSphere
SErVEr.

Feature: DBE2 Content Manager Recaords Enahler Fermissions Synchronization

WehSphere server name:  |crrepsproc
Selectwhich Permissions Synchronization compaonents ta install:
¥ Permissions Synchronization Scheduler

¥ Permissions Synchronization Engine

= Back C Met= Cancel | Help

Figure 7-13 Records Enabler Permissions Synchronization server

Figure 7-14 shows the installation summary window. Click Next to have the
installation program install the selected features to your system.
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%) IBM DB2 Content Manager Records Enabler ¥8.3 Installation | P ] 3

. Flease read the summary information below.
mmformatlon

Management IEM DEZ Content Manager Records Enabler V8.3 will he installed in the following location:
Software CAProgram Files\Bhidb2cmya
with the following features:
DBE2 Content Manager Recards Enahler Server
DBE2 Caontent Manager Recards Manager Host Interface
DEBE2 Content Manager Records Enahler Permissions Synchronization
for a total size:

69.2 MB

Install=hield — —

Cancel

Figure 7-14 Installation summary window

After the Content Manager Records Enabler installation finishes, the installation
program returns to the Launchpad window. You can exit the Launchpad or
choose to continue with installing the Records Manager Extension.

Installing the Records Manager Extension

The Records Manager Extension must be installed on the Records Manager
server. In our demonstration system, the Records Enabler and Records Manager
share the same server. We continue with installing the Records Manager
Extension after the Content Manager Records Enabler installation completes.
See Figure 7-15.

174 IBM DB2 Document Manager with IBM Records Manager Solution Guide



3 Installation Launchpad "

[LI23 content Manager Records Enabler Installation Launchpad
Version 8.3

Selectthe product yvou would like to install and click Mext

) DB2 Content Manager Records Enabler
(@) DB2 Records Manager Extensions

DB2 Records Manager Extensions for DBE2 Content Manager Records
Enahler, including permissions synchranization notifier.

Figure 7-15 The Records Enabler installation launchpad

Figure 7-16 shows the installation destination window. Follow the
recommendation by the CMRE installation guide, install the Information
Integrator for Content before installing the Records Manager Extension. As a
result, the CMRE installation program automatically detects the Content
Manager working directory and uses that as its installation destination.
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&) 1BM DB2 Records Manager Extensions ¥8.3 Installation =10l

23 information Installation Destination
Management

The installation wizard will install DE2 Records Manager Extensions V8.3 in the following
directary.

Directary: CAPragram Files\uBMdbZemyd

Click Mext to continue.

Install=hield

= Back T e s Cancel | Help |

Figure 7-16 The installation destination information window

Figure 7-17 shows the WebSphere Application Server deployment information
window. If you choose not to enable the WebSphere Application Server security,
leave this option blank. In our demonstration system, we leave the option blank.

%) 1BM DB2 Records Manager Extensions ¥8.3 Installation P ] 3

i WebSphere Application Server Deplayment Information
m Information

Management
Software

WebSphere Application Server cell name: |KCWBQQN

WebSphere Application Server node name: |KCWBQQN

Hosthame: |kcweaan

[~ WebSphere Apnlication Server security enahled

Install=hield

= Back | Mext = | Cancel | Help |

Figure 7-17 WebSphere Application Server Deployment Information
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Figure 7-18 shows the Records Manager Information window which prompts you
to enter the Records Manager application server name. We accept the default
value since this is where the Records Manager applications are deployed.

&) 1BM DB2 Records Manager Extensions ¥8.3 Installation =10l

. IEM DEZ Records Manager Information
mmfurmatlun

Management The following DB2 Records Manager configuration was retrieved fram a previous installation
and will be used. Only the application server name may be madified.

DB2 Records Manager Application server name:  |servert
DB2 Records Manager Web Services address KCWESAM: 2809

DB2 Records Manager Administration Client URL  hitp:fK CWE 39N 9080ARMC lignt

DEB2 Records Manager database: recardmanagerjdbefdh2IRM410E
DB2 Records Manager Administration [D: Administratar
Passward: i
Install=hield
= Back T Cancel | Help |

Figure 7-18 The Records Manager Information window

Figure 7-19 shows the installation information summary window. Click Next to
have the installation program install the Records Manager Extension to your
server.
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% 1BM DB2 Records Manager Extensions ¥8.3 Installation | P ] 3

. Flease read the summary information below.
Informatlon

Management IEM DBEZ Records Manager Extensions WE.3 will be installed in the fallowing location:
Software CAProgram Files\Bhidb2cmya
! with the following features:
DEBE2 Records Manager Extensions
for a total size:
22 MB

Install=hield — —

Cancel

Figure 7-19 The installation summary information window

Installation verification

To verify you have installed and deployed the Records Enabler and its features
successfully, follow the instructions in the section entitled “Verifying Records
Enabler installation and configuration” in IBM DB2 Content Manager Records
Enabler V8.3: Installing and Configuring, GC18-7570.

7.9.4 Records Enabler post-installation tasks

If you follow 7.2, “Sequence of product installation” on page 154, you have
installed by this point all the software listed in items 1 to 7. We recommend that
before continuing to install the rest of the software stacks, you configure Content
Manager, Records Manager, and CMRE so that you can perform record
declaration and classification using the Content Manager Window Client.

If you encounter problems with performing record declaration using Content
Manager Window Client, it is better to discover the problem now rather than after
you install all the software stacks.
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Important: In our setup, we were unable to successfully import users into
Records Manager. The embedded messaging component was not functioning
properly. Our Records Manager server did not have a static IP address and
the DNS returned a host name that was different from the computer name. To
recover, we had to uninstall CMRE, Records Manager, and WebSphere
Application Server. We assigned a static IP address to the server, set up the
server to not use DNS, and reinstalled WebSphere Application Server,
Records Manager, and CMRE.

Before you can use the Content Manager Window Client to declare and classify
records, perform the following tasks:

1. Set up a file plan in Records Manager.

2. Import a Content Manager user into Records Manager and grant the user
function access and permission to perform record declaration and
classification. This Content Manager user should not have ItemSuperAccess
privilege in its privilege set.

3. Create an eRecords-enabled Content Manager item type.
4. Map Content Manager attributes to Records Manager attributes.
5. Define the default classification.

Note: Use any of the CMRE-supported clients to test the declare and classify
setup. We chose Content Manager Window Client.

Before continuing, make sure the following WebSphere Application Servers are
started:

icmrm
serveri
cmresvr
rmecmhost
cmrepsproc

vyvyVvyYyy

Set up a file plan in Records Manager

When we install the Records Manager, we select to install the default file plan.
Therefore, a file plan is available for us to use. Figure 7-20 shows a view of the
default file plan. If you do not have a file plan in the Records Manager system,
you must create one.
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Figure 7-20 Default file plan

When you configure CMRE to do manual declaration, it asks you to provide the

name of a Set view. If your file plan does not have a Set view, you need to create
one. We create a Set view because the default file plan does not have a view of
type Set. CMRE use the Set view to manage versions. We call the Set view that
we create, CMRESET, see Figure 7-21.

Refer to Records Manager Records Administrator's Guide, SC18-9180, for a
detailed instruction about how to create a file plan and a Set view.

You can also follow the case study implementation from Chapter 8, “Basic
Document Manager implementation” on page 239 to Chapter 11, “Other record
declaration options in Document Manager solution” on page 399 to learn how to
create them.
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Figure 7-21 File plan views

Set up a Content Manager user in Records Manager
You need to import a Content Manager user into Records Manager and grant the
user function access and permission to perform record declaration and
classification. This Content Manager user should not have the ItemSuperAccess
privilege in its privilege set.

Refer to the Records Manager Records Administrator’s Guide, SC18-9180, for
detailed instructions about how to import a user and grant the user function
access and system permission.

Note: The instruction about how to import a host user does not mention that
you need to select the Is Active check box. However, you must to select the
Is Active check box; otherwise, the user cannot perform the records function.
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We created the user ID, RMETUSER. We assigned to RMETUSER the
RMECIientAllPrivs privilege set and the RMECIientACL as its ACL. We added
the RMETUSER and RMECIientAllPrivs pair to the PublicReadACL ACL. We
imported the RMETUSER to Records Manager.

Create an eRecords-enabled Content Manager item type

For testing purposes, we created a simple item type in Content Manager. We call
it CMTestltemType. Table 7-8 shows the properties of CMTestltemType.

Table 7-8 CMTestltemType properties

Tabs Properties

Definition item type classification: Document
Access Control ACL: PublicReadACL

Attributes SSName

Document Management ICMBASE:

» ACL: PublicReadACL

» Records Manager: rmdb

» Collection: CBR.CLLCTO001
» \ersion: Never create
ICMBASETEXT:

» ACL: PublicReadACL

» Records Manager: rmdb

» Collection: CBR.CLLCTO001
» Version: Never create

Steps to eRecords-enable CMTestltemType:
1. Log on to the Records Enabler Administrative Client as rmeadmin.
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Note: We recommend that you create a Content Manager user ID that has
the following characteristics to use as the user ID for logging into the
CMRE Administration Client to perform the various CMRE administrative
tasks:

» This Content Manager user ID does not need any explicit Content
Manager permissions.

» Assign to this user ID the privilege set NoPrivs and the ACL
NoAccessACL.

When this user logs into the CMRE Administration Client, the CMREID
user ID will be used under the covers to perform any necessary Content
Manager configurations. After you create this user, you need to import it
into Records Manager and give it the System Configuration Management
function access. This user does not require any other Records Manager
permissions to use the CMRE Administration Client.

In our solution, we create the Content Manager user ID, RMEADMIN, for

this purpose.

2. Select the eRecord enable item Type link.

3. Under the column Select, click the check box next to the item type you want

to eRecords-enable.
In our system, it is CMTestltemType.

4. Under the column Record Type, click the pull-down list and select the record

type.
In our system, it is Document.
5. Click Enable.

CMRE adds the following attributes to the item type after it eRecords-enables the

item type:

eRecord

eRecordID

FTPTnCmpntNm (display name = Document Name)
F1PInCmpntTt1 (display name = Subject)
RMEAc10ri

Map CM attributes to Records Manager attributes

After you eRecords-enable the item type, map the attributes of the Content
Manager item type to the Records Manager record type. CMRE uses the

attribute mapping information to know which attributes from the Content Manager
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item type to copy into which attributes in Records Manager when it performs
record declaration and classification.
In our demonstration system, for CMTestltemType, we map:

» Content Manager attribute FIPINCmpntNm to Records Manager’s Document
record attribute Document Name.

» Content Manager attribute FIPINCmpntTtl to Records Manager’'s Document
record attribute Document Title.

Steps to map the Content Manager attributes to Records Manager attributes:

1. Log on to the Records Enabler Administrative Client as rmeadmin.

2. Select the Attribute Mapping link.

3. Select the Record type from the drop-down list.
In our system, we select Document.

4. Select Add Mapping.

5. In the Content Manager attribute name, select the Content Manager attribute
you want to map.

In our system, we select Document Name which is the display name of
FIPINCmpntNm.

6. Select Map.

7. In the Records Manager attribute name, select the Records Manager
attribute.

8. Select Map.

9. Repeat steps 2 to 8 until you finish mapping all the attributes you want to
map.

Define the default classification
To enable manual record declaration and classification, complete the CMRE

manual record declaration and classification configuration.

Steps to configure the CMRE manual record declaration and classification:
1. Log on to the Records Enabler Administrative Client as rmeadmin.

2. Select the Manual Declare and Classify Configuration link.

3. On the pull-down list next to Should classification be filled in
automatically?

Select Yes if you want the auto-classification rules to be executed. This can
result in a set of candidates for classification which are listed in the
classification field on the manual declare window. If no candidates are
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identified, there will be nothing listed in the classification field, unless a default
classification is specified. Select No if you require the user to provide the
classification.

In our system, we select Yes.

4. On the pull-down list next to Version View Name select the Set view name
that you have defined.

In our system, we select CMRESET.
5. Select Save.
To enable automatic declaration and classification, complete the CMRE auto
declare and classify configuration.
Steps to configure the CMRE auto declare and classify configuration:
1. Log on to the Records Enabler Administrative Client as rmeadmin.
2. Select the Auto Declare and Classify Configuration link.
3. Fillin the choices. In our system, Table 7-9 shows the values we use.

Table 7-9 Parameters for auto declare and classify configuration

Parameters Values
If no possible candidates Use default classification.
More than one possible candidate Use default classification.
More than one with the same highest Use default classification.
weight:
Default classification: /[File Plan/File
Default record type Document
Polling interval 600

4. Click Save.
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Note: Polling interval means the number of seconds between checking for the
next available item in the automatic classify queue. For example, in Document
Manager, if you select to do Quick Declare with automation (not By Selection
or By Properties), the system adds an entry into the automatic classify queue.
The document does not get declared as a record right away, it gets declared
when the process that handles the auto-classification runs. The polling interval
determines the frequency at which the auto declare process runs. When the
auto declare process runs, it declares and classifies the document. One way
to know that the document is successfully declared as a record is if you see
the padlock icon next to the document when you view it through the Document
Manager Desktop, or if you see the document appear in the classification path
through the Records Manager Administrative Client. If you do not see the
expected result and the elapsed time is much longer than the value set for the
polling interval, then you need to troubleshoot the problem by checking the
various log files.

There are multiple indicators on the Document Manager Desktop to show that
a document has been declared, such as the padlock icon. You must activate
the padlock icon before it will display.

Verifying record declaration using CM Windows client
After you have completed the tasks laid out above, you are now ready to verify

record declaration using the Content Manager Window Client.
Steps for manually declaring an item as a record:

1. Log on to Content Manager Window Client as the user you have imported into
Records Manager.

In our system, the user is RMETUSER.

2. Use the import command to add a few records into the item type that you
have eRecords-enabled.

In our system, the item type is CMTestltemType.

We mapped the attributes Document Name and Subject. During the import,
we enter values for these two attributes.

3. Do a basic search to get a result list of records that you have added to the
eRecords-enabled item type.

4. Select a record.
5. Right-click and select Declare Record.

6. The Records Manager manual declare window appears. In our system, the
only required field is Document Name. It is pre-filled with the value from the
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Document Name attribute of the CMTestltemType because of the mapping
that we set up earlier.

7. Click Finish.

If the record is declared successfully, the isRecord attribute contains the value
yes and the RecordID attribute contains a record ID assigned by Records
Manager.

Congratulations! You have successfully installed and configured Content
Manager, Records Manager, and RME for records declaration and classification.

Note: When we install the Records Manager, we choose to install the default
file plan and we use the Records Manager default file plan to perform a quick
verification test against Content Manager, Records Manager, and RME.
However, when we start to implement our solution, we choose to delete the
default Records Manager file plan. In other parts of this redbook when we
describe our solution, you see us refer to different parameter values. For
example, for our solution, the Default classification parameter in Table 7-9 on
page 185 is //ZXY Technologies/Default/Unclassified Proposals and not
//File Plan/File.

7.10 Fix pack installation

This section covers Fix Pack 1 installation for CM V8.3, Information Integrator for
Content V8.3, Records Manager V4.1.2, and CMRE V8.3. The installation is
relatively straightforward.

Server 1 (Content Manager)
Install the fix pack in the following order:

1. Follow the Content Manager V8.3 Fix Pack 1 Readme file to install Fix Pack 1
for Content Manager V8.3.

2. Follow the Content Manager V8.3 Client for Windows Fix Pack 1 Readme file
to install the Fix Pack 1 for the Content Manager Client for Windows.

Server 2 (Records Manager)
Install the fix pack in the following order:

1. Follow the Content Manager V8.3 Fix Pack 1 Readme file to install Fix Pack 1
for Information Integrator for Content V8.3.

2. Follow the Records Manager V4.1.2.100 Installation Guide to install Records
Manager V4.1.2 Fix Pack 1.
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3. Follow the Content Manager Records Enabler V8.3 Fix Pack 1 Readme to
install the CMRE V8.3 Fix Pack 1.

7.11 DM installation and configuration

In this section, we discuss installation and configuration of Document Manager.

7.11.1 Before installation

Before installing Document Manager, make sure you install the prerequisites.

Optional software prerequisites

We recommend that you have Content Manager Windows Client installed and
fully operational in the machine that you intend to install Document Manager for
Content Manager Library Server and Resource Manager connection verification
purposes.

In this case, you should install the following components:

» DB2 Runtime Client V8.2 Fix Pack 10
» Content Manager Windows Client V8.3 Fix Pack 1

To verify it is fully operational, log in as Content Manager administrator user (by
default, it is icmadmin) and load an image into the NOINDEX Item Type, then,
make a search of that image and open it with the default Content Manager
viewer.

Document Manager software prerequisites

Before installing Document Manager, ensure you installed the following
components and they run properly:

1. In order to install Document Manager, you must have a content repository
installed in the same, or different machines, such as Content Manager V8.3
Fix Pack 1 server.

2. For Document Manager server connection to Content Manager server, you
must have a Information Integrator for Content V8.3 Fix Pack 1, Content
Manager V8 Connector installed in the same machine where you install
Document Manager.

3. For Document Manager Desktop client deployment, you must have an HTTP
Server installed in the same, or different machine such as the IBM HTTP
Server V6.0.

4. Document Manager must be installed in a Windows 2000 Server SP 4 or
further or Windows 2003 Server.
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Note: We strongly recommend you read the Document Manager product

documentation, such as Readme files, to check for any change or additional
prerequisite necessary before installation.

Preconfiguration in Content Manager

Before installing Document Manager, complete certain Content Manager
configuration steps:

1. First, create a Content Manager user called DDMService using the Content
Manager Administration Client under Authentication — Users, and assign it
the following configuration:

— Password never expires
— SysAdminSuper Privilege Set
— SuperUser ACL

2. Within the Content Manager Administration Client, under Data Modeling —
Attributes section, create the following attributes (Table 7-10).

Table 7-10 Document Manager system attributes

Name Display name | Min Max Type
DM_Class Class 0 32 Extended Alphanumeric/
Variable Character
DM_State State 0 32 Extended Alphanumeric/
Variable Character
DM_Revision Revision 0 12 Extended Alphanumeric/
Variable Character
DM_Properties Properties 0 8 Extended Alphanumeric/
Variable Character
DM_Number Unique 0 12 Extended Alphanumeric/
Number Variable Character
DM_Date Date Date
FileName FileName 0 256 Extended Alphanumeric/
Variable Character
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7.11.2 Document Manager installation

To install Document Manager, use the following steps:

1. In the Document Manager server machine, open the Windows Computer
Management program, go to the System Tools — Users folder and
right-click the right panel to select New User as shown in Figure 7-22.

E Computer Management = |EI|1|

J Action  Wiew |J L= -’|| ||§

Tree I ame | Full Mare | Description
@ Computer Management: (Local) gndministrator Built-in account For adrminiskerir
E'ﬁ% System Tools lg.ﬂtSPNET ASP.MET Machine Account Account used For running the £
[]..@ Event Yiewer EDM_User DM _User Account for DM server compor
[]...% Systern Information QGuest Built-in account For guest acce:
[]---ﬁ Performance Logs and Alerts EIUSR_IBM-SS. .. Inkernet Guest Account Built-in account For anonymaous
-G Shared Falders EIWAM_IBM-S. .. Launch IIS Process Account  Built-in account For Internet In
__% Device Manager gTsInternetUser TsInkernetser This user account is used by Te
bj Local Users and Groups
423 Users
. 23 Groups
EI@ Skorage
----- (2 Disk Management Refresh
----- &*. Disk Defragmenter _Export List....
=3 Logical Drives View »
[]--@ Removable Storage —
[]--& Services and Applications Arrange Icons  #
Line up Icons
Help
4] | i

T
|Creates anew Local User account |

Figure 7-22 Windows Computer Management application

2. Inthe new window, create a user called DDMService and be sure you use the
same password that you used in “Preconfiguration in Content Manager” on
page 189 and check the box next to Password never expires as shown in
Figure 7-23. When you finish, click Create.
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pewuser x|

User name: IDDMService
Full name: IDM User
Description: I

Password:

[T Accourt is disabled

Create I Cloze

Figure 7-23 Creating DDMService user

3. Back in the Windows Computer Management program, in the right pane,
double-click DDMService user, select Member Of tab in the new window and
click Add and add it to the Administrators user group as shown in
Figure 7-24.

DDMService Properties - 2=l
Femote control ] Teminal Services Profile I [Lriakin i
General Member Of l Prafile ] Environment I Sessions
Member of:

Adminigtrators
@ Users

Add... Femove |

QK | Cancel | Apply |

Figure 7-24 Adding DDMService user to Windows Administrators user group
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4. Now, open the Local Security Settings Windows program, and go to
Security Settings — Local Policies — User Rights Assignment as shown

in Figure 7-25.

§ Local Security Settings

| acion vew || & & [E@m| X B2

Tree I Policy  # | Local Setting

| Effective Setting |

@ Security Settings

-8 Account Policies

= {8 Local Policies

-8 Audit Policy

{8 User Rights Assignment

@ Security Options

(1 Public Key Policies

.g IP Security Policies on Local Machine

ct as part of the operating
Add workstations ko domain
Back up files and directories
Bypass traverse checking
Change the system time
Create a pagefile Administrators
Create a koken object

Create global ohjects

Create permanent shared objects
Debug programs

Eﬂ Deny access to this computer From. .,
Deny logon as a batch job

Deny logon as a service

Deny logon locally

'?T_iﬂEnabIe computer and user account. .,
@Force shubdown from a remate sy...  Administrators
Generate security audits

Increase quotas

Access this computer from the net... KCWCOSKIDEZUSE. ..

KA Adminiskr, .
Administrators,Back. ..
Everyone,Users,Po...

Power Users, Admini. ..

KCWCOKI\DBZADMNS
KOWCO9KI\DB2USE. ..

Administrators, KOW, .,

KOWCOKASPNET

KOWCODEZADMNS
Impersonate a client after authent... SERVICE,Administra...
Administrators, KOW, .,

Increase scheduling priority Administrators, KOW, ., Administrators, KOW, .,
_-‘il_{]Load and unload device drivers Administrators Administrators

[fg]Lack pages in memary KCOWCOMKIDEZADMNS  KOWC0IKI\DEZADMNS
Log on as a batch job #5-1-5-21-5079214.,,  *5-1-5-21-5079214..,
Log on as a service KCOWC09K Administr, ., KOWC09KAdministr, ..
[R¥1Laq an lacally KCWCOKA TsInkern.,,  KCWCO9K) TsInktern,..

KCWCOK\DEZUSE.
9 Administr, ..

Administrators,Back, ..
Everyone,Users,Po...
Power Users, Admini. ..
Administrators
KOWCOAADEZADMNS
KCWCOK\DEZUSE. .

Administrators, KOW, ..

KOWCOKIASPNET

Administrators

KW COAIDEZADMNS
SERVICE, Administra, ..
Administrators, KOW, .,

Figure 7-25 Windows Local Security Settings application

5. Then, double-click in the following policies and add DDMService user to

these policies, using Add as shown in Figure 7-26.

Act as part of the operating system.
Create a token object.

Increase memory quotas for a process.
Replace a process-level token.

vyvyyy
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Local Security Policy Setting ﬂll

5: Act az part of the operating system
=
Local Effective
Aszszigned To Policy Setting Policy Setting
KCWCOSKADDMS ervice
KCwW 03K MAdminiztrator
KCWCOKADB 28D MNS
Add...

If domain-level policy settings are defined, they override local policy settings.

()8 I Cancel

Figure 7-26 Adding DDMService user

Tip: In case you installed Content Manager Windows Client, use DDMService
user to log on to it and verify you can connect, add, and open images from and
to the Content Manager repository.

6. Now you can start with the Document Manager Server installation by
double-clicking the DB2 Document Manager installation application. When
prompted for Choose Setup Language, select the default language (English)
as shown in Figure 7-27 and click OK.

Choose Setup Language ﬂ

g‘ Select the language for this installation from the choices below.
1}

Cancel |

Figure 7-27 Document Manager language selection window

7. In the next window, click Next, as shown in Figure 7-28.
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i'._% IBM DB2 Document Manager - InstallShield Wizard LI

m Information Welcome to the InstallShield Wizard for IBM
Management DB2 Document Manager
Software

The InstallShieldiR) Wizard will install IBM DEZ Document
Manager on your computer, To continue, click Next,

WARNING: This program is protected by copyright law and
international treaties,

Cancel |

Figure 7-28 Document Manager welcome window

8. Accept the license agreement as shown in Figure 7-29 and click Next.

i'._% 1BM DB2 Document Manager - Installshield Wizard

License Agreement

Please read the following license agreement carefully,

-
LICENSE INFORMATICH ﬂ

The Programs listed below are licensed under the
following terms and conditions in addition to those of
the International Program License Lgreement.

Program Name: IEM DEZ Document Manager
Program Nuwber: S5724-H90
Authorization for Use on Home/Fortable Computer: 1 LI

" 1 accept the terms in the license agreement:

" 1 do not accept the kerms in the license agresment

InistallShield

< Back I Mext = I Cancel |

Figure 7-29 Document Manager License Agreement window

9. Leave the default installation directory as shown in Figure 7-30 and click
Next.
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i'é‘- 1BM DBZ Document Manager - InstallShield Wizard

Destination Folder

Click Mesxt to install o this Folder, or click Browse to install to a
different folder.

G Install IBM DBZ Document Manager to:

C:\Program Files\IBMIDBZ Document Manager', e, I

InistallShield

< Back Cancel |

Figure 7-30 Document Manager installation path window

10.In the following window, be sure to select all components to install as shown

in Figure 7-31 and click Next.

{5 I6M DB2 Document Manager - InstallShie izard Y x|

Custom Setup

Select the program Features you want installed,

Click on an icon in the list below o change how a Feature is installd.

—Feature Description

IBM DEBZ Document Manager
applications.

Cache Manager
Desktop Client Installation Files (For
Designer

----- Item Loader

Library Server

Lifecycle Manager This feature requires 2378KE on
Service Manager your hard drive. It has 9 of 9
Acdtional TR F brcatonee recare AME on
SOAR Support vour hard drive.

2l | i

Install to:

C:\Program FilesiIEMIDBZ Document Manager', e, |
3| Shiield
Help | Space | < Back I Mext = I Cancel |

Figure 7-31 Document Manager component selection window

11.Now click Install as shown in Figure 7-32.
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i'-.%‘ IBM DB2 Document Manager - InstallShield Wizard | LI

Ready to Install the Program

The wizard is ready to begin installation,

Click Install to begin the installation.

IF wou want to review or change any of your installation settings, click Back, Click Cancel to
exit the wizard,

InistallShield

Cancel |

< Back

Figure 7-32 Document Manager start installation window

12.When the installation process finishes, click Finish as shown in Figure 7-33.

i IBM DB2 Document Manager - InstallShield Wiza l&» x|

Information
Management
Software

>

InstallShield Wizard Completed

The Installshield Wizard has successfully installed IBM DBZ
Document Manager, Click Finish to exit the wizard,

Cance |

= Back

Figure 7-33 Document Manager finish installation window

Note: Although we selected all the Document Manager components to install,
SOAP support, configuration, and some Additional Managers (Document
Manager Services) are beyond the scope of this IBM Redbook.
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13.0nce the Document Manager server installation process finishes, go to the
Document Manager installation directory (for example: C:\Program Files\DB2
Document Manager), open the file DdmCaSrv.ini in a text editor like Windows
Notepad text editor and configure it as in Example 7-1(to achieve this, you
can copy the section [Library_Sample CM] in the same file, and uncomment
the lines by deleting all the semicolons).

Example 7-1 DdmCaSrv.ini file configuration

[LibraryGroups]
GroupO=Default

[LibraryGroup Default]
Library0=DMLibrary

[Library_ DMLibrary]
LibraryName= DMLibrary
LibraryType=ContentMgr
GPSLibraryMachine=KCWCO9K
GPSLibrarySOAPServerURL=
AutoLogin=Yes
AllowNetworkLogin=No
Disabled=No
Enablelogging=Yes
EnableVerboselLogging=No
LibrarySystem=icmnlsdb
GPSClientCacheMachine=

GPSLibraryServerCacheMachine=

SavelLogin=No
MaxLogFileSizelnK=64
SSOCredentialsURL=

<- Forced to No by Cache Service.
<- Not used by Desktop.
<- Forced to No by Cache Service.

<- Forced to No by Cache Service.

Tip: The only fields you must change according to your own environment are:

» LibraryO: This can be any name you want.

| 2
>
>
| 2

name.

Library_: This is the same as LibraryO.

LibraryName: The is the same as LibraryO.

GPSLibraryMachine: This is the host name of the server machine.
LibrarySystem: This is the Content Manager Library Server database

14.Now, open the Document Manager Designer shown in Figure 7-34.
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i IBM DB2 Document Manager Designer = |EI|

[b% Libraries | ® About

8 is] IBM DE2 Document Manager Designer

Figure 7-34 Document Manager Designer window

15.Click Libraries and in the new window, click Add to configure a new library
as shown in Figure 7-35.

Library List Configuration =

Name| Library Server| System| Server| User| Group| Auto-login |

Login | Log out | fdd.. | Delete | Edi...

Ok

Figure 7-35 Document Manager libraries configuration window

16.In the new window, configure the fields as shown in Figure 7-36 and when
finished, click OK.
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Library Configuration =

— Library
Mame: ILibrar_l,l
Type: I Content Manager j
Library server: IKEW'EDSK j
D atabase Mame: Iicmnlsdb
Senven name: I

— User

v Automatic login on startup

User: IDDMService
Password: I ******* 4
[Eraup; I
S0P
’78 erver UAL: I ‘
()8 I Cancel |

Figure 7-36 Document Manager Library Configuration window

17.In the Library List Configuration window in Figure 7-37, you should see the

values you configured and click OK to exit.

Library st configuration S x
Mame | Library Server| System | Server | Uszer | Group| Auto-login
@ Library  KCwCO3K icmnlzdb DOMService es
4] | i
Login | ogou | Add.. | Delete | Ed.

Figure 7-37 Document Manager libraries configuration window

18.Now, in the IBM DB2 Document Manager Designer window, you should see
a new folder called your library name with other tree folders under it as shown

in Figure 7-38.
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i IBM DB2 Document Manager Designer | = |EI|
%Configure | n@ Export Em Import | r.‘}#u User Monitor | ® About

m IBM DB2 Document Manager Designer
- 3 [
-] Glabal - [Admiristrator]
CI Administration D omains
CI System Monitors

Figure 7-38 Document Manager Designer window with a configured library

19.Go to Library — Global — Desktop, right-click Library Configuration and
select Modify as shown in Figure 7-39.
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i IBM DB2 Document Manager Designer = |EI|_Z
%Modify | Wigw | ® About

m IBM DB2 Document Manager Designer =
E@ Library
£1-Z5 Global - [Admiristrator]
-0 Administrators
#-["] Library Properties
-7 Motifications
-] Property Modifications
i Mew ltem Templates
i End-User Message Sets
i Plug-ing
2@ Desktap
..... o
-] Cache Configurz
-7 Cwls View
-7 Actions and Dial
-7 #ML Modeling
-7 Item Numbering b
-] Roles
[
[
[
[
[

b
b
b
b
b
b

About:

i States
b7 Item Types
i-[7 Menus
b Wiews
i-[7 Searches

l4

Figure 7-39 Document Manager library configuration parameters

20.In the new window, under the Properties tab, configure the following fields as
shown in Figure 7-40.
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Library Configuration =

Properties | Library Ehecksl System Accountl Login Securityl Fecords Managementl

s [ - |
State: I State j
Properties: I Froperties j
Record Indicatar: |<N0ne> j

About.... | QK. | Apply ‘ Cancel |

Figure 7-40 Library general configuration tab

21.Go to Library Checks tab and verify you have the same values as in
Figure 7-41.
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Library Configuration =

Properties  Library Checks | System Accountl Login Securityl Fecords Management

Wiew: IPerform na zecondary validation j

Chechkaut: IPerform no secondary validation j

[~ Allow user or group level security assignment.

WARMIMG: This option only applies to item types defined for item level security. Settings this option
might possibly cauze the creation of an infinite number of unigue Access Control Lists.

About.... | QK. | Apply ‘ Cancel |

Figure 7-41 Library checks configuration tab

22.1n the System Account tab, capture the user name DDMService and its
password as shown in Figure 7-42.
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Library Configuration =

Propertiesl Library Checks  Skstem Account | Login Securityl Fecords Management

Uszer name: IDDMService [ Optichal ]

Password: I xxxxxxxx

V' Use account for system functions

It [On] login is used for very specific library wide queries and document modification functions. Examples
include uniqueness checks, revigion number calculations, active WIF calculations, changing the user's
pazzword and querying the uzer's group list.

About.... | QK. | Apply ‘ Cancel |

Figure 7-42 Library system account configuration tab

» Under the Login Security tab, verify you have everything unchecked as
shown in Figure 7-43.

204 IBM DB2 Document Manager with IBM Records Manager Solution Guide



Library Configuration

Propertiesl Library Ehecksl System Account  Login Security | Fecords Management

[~ Manitar failed login atternpts

I &ximum allowed|login attempts: |3 3:

Frevent additional login attempts for [minutes]; IBD 3:
™ Require re-login after period of inactivity

Length af inactivit [minutes]; IBD 3:

[ Maintain server race logs

MOTE: Thiz controls whether system trace logs are maintained for each login
account.

ATTEMTION: Trace logs should be uzed for roubleshooting activities only.

About.... | QK. | Apply

Figure 7-43 Library login security configuration tab

23.Finally, in the Records Management tab, you do not need to enter anything

as shown in Figure 7-44. Click OK to exit.
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Library Configuration =

Propertiesl Library Ehecksl System Accountl Login Secuity  Fecords Management

™| Records Enabled
Records Enabler Client Servlet LRL: I

Records Enabler Manual Declare URL: I

Records Enabler View Record URL: I

About.... | QK. | Apply 1 Cancel

Figure 7-44  Library records manager configuration tab

Important: The Library Configuration for Records Manager can appear
disabled if you have not completed the Records Manager configuration step.
Once it is finished, Document Manager automatically takes that configuration
and you see it in Document Manager as shown in Figure 7-45 and

Figure 7-46.
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Library Configuration

Clazs |—
State |—
Properies 7|
ffeca I

Figure 7-46 Library records manager configuration fields tab
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24.Now, open the Document Manager Service Manager application as shown in
Figure 7-47.

=10l x|

Properties  View Help

Be &> mu

K. M Alarm Manager Stopped
CEKCWCoaK  IBM DEZ DM Cache Manager Stopped
CEKCWC09  IBM DEZ DM Lifecycls Services Stopped
[EEKCWCo9K  IBM DEZ DM Motification Services  Stopped
[EEKCWCO9  IBM DEZ DM Prink Plok Manager  Stopped
KCWCDQK IBM DEZ DM Automation Services  Stopped
[EEKCWC09K 1M DEZ DM Rendition Services  Stopped

[ o [
Figure 7-47 DM Service Manager window

25.Double-click IBM DB2 DM Alarm Manager service and click Add as shown
in Figure 7-48.

KCWC09K IBM DB2 DM Alarm Manager Properties A, x|

- Libraries Serviced

Mame | Library Serverl Cache Serverl Serverl Syztem | Lzer 1 Sessions| Check Every i

fdd.. | Delete | Edit... |
QK I Cancel | Apply |

Figure 7-48 Alarm Manager configuration window

26.1n the new window, configure the fields as shown in Figure 7-49 and click OK
when finished.
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Library Configuration =

General | Loggingl Blackoutsl

— Library

M ame: lLibrary— D atabase Mame: Iicmnlsdb

Library server: IKEW'EDSK vl Server name:
Cache server: KCWwW 09K, Uszer name: DDMService
Type: Cantent Manager = l Password: [

Server URAL: I

V¥ Enable Processing

Check even: IBD _I: seconds
Sessions: |1 _I:

()3 I Cancel

Figure 7-49 Alarm Manager configuration parameters window

27.You should now have the IBM DB2 DM Alarm Manager Properties window
with the values you specified as shown in Figure 7-50. Click OK to exit this
window.

- x
- Libraries Serviced
Mame | Library Serverl Cache Serverl Serverl Syztem | Lzer | Sessionsl Check Every |
¥ Library  KCwCO3K, KCWwW O3k, icmnlzdb DDMService 1 i}
Add.. | Delete | Ed.. |

QK I Cancel | Apply |

Figure 7-50 Alarm Manager configuration window with service configured

28.Now double-click IBM DB2 DM Cache Manager service as shown in
Figure 7-51.
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E_{SEService Manager - |EI|1|

Properties  View Help

Be &> mu
Computer | Service | Stakus |

IBM DEZ DM Alarm Manager Stopped
IEM e Manager Stopped
IBM DEZ DM Lifecycle Services Stopped
[EEKCWCo9K  IBM DEZ DM Motification Services  Stopped
[EEKCWCO9  IBM DEZ DM Prink Plok Manager  Stopped
SKCWCO9K  IBM DEZ DM Automation Services  Stopped
[EEKCWC09K 1M DEZ DM Rendition Services  Stopped

[ o [
Figure 7-51 Document Manager Service Manager window

29.In the new window, click Add as shown in Figure 7-52 to configure this
service.

KCWCO09K IBM DB2 DM Cache Manager Properties Al x|

- Libraries Serviced ——

Namel Library Serverl Cache Serverl Serverl System1 Userl Sessions‘ Check Every |

fdd.. | Delete | Edit... |
QK I Cancel | Apply |

Figure 7-52 Cache Manager configuration window

30.Configure the fields as shown in Figure 7-53 and click OK when finish.
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Library Configuration | =

General | Loggingl Blackoutsl

- Library
M ame: ILib[aw D atabase Mame: Iicmnlsdb
Library server: IKEW'EDSK vl Server name:
Cache server: Uszer name: DDMService
Type: Content Manager 'l Password: [ 1
Server URAL: I
V¥ Enable Processing
Check even: =l seconds
i3 ISD _Ij
Sessions: =
[ =
()3 I Cancel _I

Figure 7-563 Cache Manager configuration parameters window

31.In Figure 7-54, the IBM DB2 DM Cache Manager Properties window
displays the values you specified. Click OK to exit this window.

-_ x
Libraries Serviced ———
Mame J Library Serverl Cache Serverl Server| Syztem | Lzer | Sessionsl Check Every |
¥ Library  KCwCO3K, icmnlzdb DDMService 1 i}
Add.. Delete | Ed.. |
L
QK | Cancel | Apply |

Figure 7-54 Cache Manager Configuration window with service configured

Note: We only show configuration steps for the Alarm Manager and Cache
Manager services; nevertheless, the configuration for all the remaining
services is the same as shown here and must be configured in the same way.
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7.11.3 Post-installation steps for Document Manager server

After successfully performing the installation steps of Document Manager server,
you need to install Document Manager Fix Pack 1. In order to install the
Document Manager Fix Pack 1, follow this steps:

1. Follow the Content Manager V8.3 Fix Pack 1 Readme file to install Fix Pack 1
for Information Integrator for Content V8.3.

2. Verify that all Document Manager server services are stopped by opening the
Document Manager Service Manager application and check that all services
are in the Stopped state as shown in Figure 7-55.

:@EService Manager _I- _ID ll
Properties  View Help

Be | > m

Computer Service Status

3 19K, IBM DEZ DM Alarm Manager Stopped

CEKCWCoaK  IBM DEZ DM Cache Manager Stopped
CEKCWC09  IBM DEZ DM Lifecycls Services Stopped
[EEKCWC09K  IBM DEZ DM Motification Services  Stopped
[EEKCWCO9K  IBM DEZ DM Prink Plok Services Stopped
KCWCDQK IBM DEZ DM Automation Services  Stopped
[EEKCwWCo9 1M DEZ DM Rendition Services  Stopped

[ w2
Figure 7-55 Document Manager Service Manager

Note: Be sure to read the Readme Fix Pack 1.txt file of the Document
Manager Fix Pack 1 installation package before installing it to be aware of any
additional considerations and fixes provided by this fix pack.

3. Execute the Document Manager Fix Pack 1 installation package and follow
the installation wizard. The fix pack installation is pretty much the same as
installing the product for the first time so you only need to accept all the
default values.

4. After installing Fix Pack 1, verify that each Document Manager service is
functioning correctly by executing each one with the green arrow start button
in the Document Manager Service Manager application control panel. When
you see any of the following messages, it means that the service is
connecting to the library and working properly (Figure 7-56):

— Process cycle complete.
— Cache update finished.
— Number of pending requests is [0].
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KCWCO09K IBM DB2Z DM Alarm Manager - Library Libral =

Time

Meszages |

10/10/2005 -
10/10/2005 -
10/10/2005 -
10/10/2005 -
10/10/2005 -
10/10/2005 -
10/10/2005 -
10/10/2005 -
10/10/2005 -

11:14:36
11:14:38
11:14:38
11:14:38
11:14:33
11:14:33
11:14:45
11:14:45
11:14:45

Service iz stopped.

Connected to service.

Service iz starting.
“Waiting for library recovery check.
Library recovery check completed.
Using cache server [KOWCO9K],

Guerying library for list of requests.

Mumber of PEMDING Alarm Requests is [0]

Process cycle complete,

Clear | oK. |

4

Figure 7-56 Document Manager alarm manager service

7.11.4 Separate Document Manager services to other machines

If resources are available, we recommend separating Document Manager
services, especially the services which consume a lot of CPU and memory
resources, such as Print/Plot and Rendition services, to other machines.

In this section, we explain how to install and configure a Document Manager
Rendition service in a separate machine. The installation procedure for a service
is the same as the normal Document Manager server installation. Here, we only
point to the specific steps to install and configure the service. To separate other
services in another machine, use the process described here, which is similar.

Installing Rendition service in a separate machine
To install the Rendition service in a separate machine, use the following steps:

1. Use the same Document Manager installation program to install the rendition
service in a separate server.

2. When you get to the window where you select the components to install,
select for each component, the This feature will not be available option, by
clicking each component, except Cache Manager, Service Manager, and
Rendition Manager, which are under the Additional Managers component.
All these components must be selected using the option This feature will be
installed on local hard drive while clicking the component as shown in
Figure 7-57. After this, click Next.
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i'é‘- IBM DB2 Document Manager - InstallShield Wizai

Custom Setup

Select the program Features you want installed,

Click on an icon in the list below to change how a Feature is installed.

—Feature Description ————
[l =0 = | IBM DBZ Document Manager
——I & Other Manager services including

Cache Manager Motification, Print, Process and
Desktop Client: Installation Files (For ' | Rendition,

Designer
Item Loader
Library Server

Lifecycle Manager This feature requires OKE on
Service Manager your hard drive. It has 1 of 4
subfeatures selected, The

Additional Managers subfeatures require 21ME on
X~ | SOAP Support your hard drive,

1 | i

Install to:

C:YProgram Files\IBM\DEZ Document Manager!, Erowse. .. I

InistallShield _

Help | Space ! < Back I Mext = I Cancel |

Figure 7-57 DM service components installation in a different machine

Tip: You are required to install the Service Manager component. For the best
system performance, we recommend you also install the Local Cache
Manager (even though it is optional) so that the local service will not need to
connect to the remote Cache Manager every time it needs a server
configuration.

3. Click Install and when the installation procedure finishes, click Finish to exit
the installation wizard window.

Note: After installing the Document Manager service program in the new
machine, do not forget to install the same fix pack level that is in the Document
Manager server system.

4. Now, go to Start —> Programs — IBM DB2 Document Manager — Service
Manager as shown in Figure 7-58.
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=10l x|

_L-_"_+'_-555ervice Manager

Properties  View Help

Be 6| > mu

Computer Service Status

YBP IBM DEZ DM Cache Manager Stopped
[EkACKYBP  IBM DEZ DM Rendition Services  Stopped

[y
Figure 7-58 Service Manager application

5. Double-click IBM DB2 DM Cache Manager service to open the cache
manager properties window and click Add to configure a new cache manager
service. Configure the field with the information of your Document Manager
server as shown in Figure 7-59. After you finish, click OK to exit the
configuration window.

General | Loggingl Blackoutsl
— Library —
M ame: ILib[aw [ atabase Mame: Iicmnlsdb
Library server: IKEW'EDSK vl 5 HIETE;
Lache server: 1 Uszer name: DDMService
Type: Caontent Manager = Password: I xxxxxxx |
Server URL: |
[V Enable Processing
Check eveny: =l seconds
i ISD _Ij
Sessionz: =
=
oK I Cancel

Figure 7-59 Cache manager configuration

Note: The Name field is the library name you configure in the Document
Manager server and the Library server field is the host name of the
Document Manager server machine.
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6. Click OK to exit the configuration window and verify that the information you
enter is the same as that shown in the properties window in Figure 7-60. Then
click OK again to exit the DM Cache Manager Properties window.

KAOKYBP IBM DB2 DM Cache Manager Properties - ﬂ
- Libraries Serviced
Mame | Library Server | Cache Server | Server | Syztem | Lzer | Sessions | Check Every |
¥ Library  KCwCO3K, icmnlzdb DDMService 1 i}
Add.. Deelets | Edt. |
QK | Cancel J Apply ]

Figure 7-60 Cache Manager Properties window

7. Verify that the cache service works correctly by starting it with the green
triangle icon in the Service Manager tool bar. If you see a message such as
the last one shown in Figure 7-61, the configuration is successful.

KAOKYEP IBM DB2 DM Cache Mana ry Librar x|
Time Meszages |

1041872005 - 17:35:20  Service iz stopped.

1041842005 - 17:35:22  Connected to service.

10/418/2005 - 17:35:22  Service is starting.

10418/2005 - 17.35:22 “wiaiting for library recovery check.
10418/2005 - 17.35:22 Froceszing library recovery check.
10418/2005 - 17.35:22 Library recovery check completed.
10/418/2005 - 17:35:22  Logging inta library [Library].

10/418/2005 - 17:35:27  Updating cache from library

10418/2005 - 17.35:27 Feading cache configuration KADKYBP
10/418/2005 - 17:35:27  Cache update finished

Clear | oK |
| 4
Figure 7-61 Successful service installation

8. Now, double-click IBM DB2 DM Rendition Services as shown in
Figure 7-62.
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@S;Service Manager

Properties  View Help

=10l x|

Be 6| > mu

Compuker | Service

| Stakus

Stopped
Stopped

T

Figure 7-62 Service Manager application

9. Click Add to configure a new rendition service with the information shown in
Figure 7-63. In the Name field, specify the Document Manager library name.
In the Library server field, specify the server name where the Document
Manager library is installed. In the Cache server field, specify the host name
of the machine where you are installing the rendition service.

Library Configuration

General | Loggingl Blackoutsl

 Library —— —

M ame: ILib[aw [ atabase Mame: Iicmnlsdb
Library server: IKEW'EDSK vl 5 HIETE;
Cache server: 1KADKYBF' Uszer name: DDMService
Type: Caontent Manager = Pazzword: I xxxxxxx |
Server URL: I
[V Enable Processing
Check eveny: =1 seconds

i3 ISD _Ij
Sessionz: =

=
Advanced.. | oK I Cancel

Figure 7-63 Remote rendition service configuration

Note: The Name field is the library name you configure in the Document
Manager server, the Library server field is the host name of the Document
Manager server machine, and the Cache server field is the host name of the
local machine where you are installing the service.
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10.1f you already have rendition queues configured in the Document Manager
Designer, you can click Advance to open the window where you configure
the queues you want to process in this new rendition server (Figure 7-64). By
highlighting the queue name, select Yes (to process that queue) or No (to not
to process that queue), and click Set to apply the changes you configure the
queues you want to process with this service. After this finishes, click OK to
exit the Advance window configuration.

Rendition Service Configuration x|

General |

Queue | Process

Process: €% “Yes - This service will process requests for the highlighted queues

" No - This zervice will not process requests for the highlighted queues

ak. I Apply J Cancel |

Figure 7-64 Advance service configuration window

11.Click OK to exit the configuration window and verify that the information you
enter is the same as shown in the properties window (Figure 7-65). Then click
OK again to exit the DM Rendition Services Properties window.

KADEYEP IBM DB2 DM Rendition Services Properties x|
Libraries Serviced
Mame | Library Serverl Cache Serverl Serverl Syztem | Lzer | Sessionsl Check Every |
[V Library KCw/CO3K KAQKYEBP icmnlzdb DDMService 1 i}
Add.. Deelets | Edt.. |
QK | Cancel | Apply |

Figure 7-65 DM Rendtion Services Properties window
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12.Verify that the rendition service works properly by starting it with the green
triangle icon in the Service Manager tool bar. If you see the message
Number of pending requests is [0] as in Figure 7-66, then the service is
configured correctly.

KAOKYBP IBM DB2 DM Rendition Services - Li ll

Time Meszages |
10/418/2005 - 16:51:57  Service iz stopped.

1041842005 - 16:51:59  Connected to service.

10/418/2005 - 16:51:59  Service is starting.

10/418/2005 - 16:51:59 “Waiting for library recovery check.
10/418/2005 - 16:51:59 Processing library recovery check.
10/418/2005 - 16:52:00 Library recovery check completed.
10/418/2005 - 16:52:00 Using cache server [KADKYBF].

1041842005 - 16:52:08  Querying library for list of requests.

10/418/2005 - 16:52.08 Mumber of pending requests is [0].
10/418/2005 - 16:52:08 Process cycle complete,

1041842005 - 16:52:08  Querying library for list of scheduled requests.
10/418/2005 - 16:52.08 Mumber of pending scheduled requests iz [0].
1041842005 - 16:52:08  Querying library for requests with status ERRORA...
10/418/2005 - 16:52.08 Mumber of pending requests is [0].

Clear | oK. |

|
Figure 7-66 Remote rendition service successfully configured

Tip: Configuring Document Manager services in different machines helps the
general system performance, because Document Manager server is not
overloaded with services processing. Besides, with this configuration, you can
specify which machine processes which services queue.

7.11.5 Document Manager Desktop client installation

Document Manager Desktop client is a ActiveX® control application that is
hosted by a Microsoft Internet Explorer browser. An HTTP server is needed to
download and access the Desktop client. Once the client is loaded, it creates a
DCOM connection to the Document Manager server, and the HTTP server is no
longer needed to run the desktop.

This architecture enables a fast client deployment and eases maintenance
procedures, because you only need to access a URL to launch the client
application. When there is an update for the client, you only copy the new client
files to the HTTP server virtual directory, and when the user accesses the
Desktop client's URL, this downloads the new files and installs them
automatically in the client machine. In addition, this architecture uses fewer
communication resources and reduces network traffic, because Desktop client is
a stateless Web application. Each time the client needs to communicate with the
server, it connects to the server.
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HTTP server setup

Depending on the HTTP server you are using, you follow different procedures to
create new virtual directories. In our case, we used IBM HTTP Server V6.0, so
we used the following steps:

1. Go to the IBM HTTP Server installation directory, which by default is
C:\Program Files\IBM HTTP Server, and under htdocs\en_US directory,
create a new folder called DM.

2. Now, go to the IBM DB2 Document Manager server installation directory,
which by default is C:\Program Files\IBM\DB2 Document Manager, and select
and copy the following files as shown in Figure 7-67:

default.htm
ddmdsktp.htm
ddmdsktop.cab
ddminst.htm
ddmdsktp.js
A C:Program Files',IBM',DB2 Document Manager @ _ ||:||1|
File Edit View Favorites Tools  Help T
=Back - = - | @ search |%FOIders 4 | [0 e | Ed~
Address I[:I C:\Program Files\IEM\DEZ Document Manager j G
Folders X | | Mame | Size | Type ¢ | M:I
:__Afj Deskkop | pfyvc_di3.dl 1,192 KB  Application Extension 3,
@ My Documents @ pfvc_dgs.dl 1,592 KB Application Extension 3,
EI@, My Computer ﬂ pfyve_dwg.dl 236 KB Application Extension 3
é‘ 34 Floppy (42 [#] pFvc_vis.dl 640 KE  Application Extension 3
5153 Lacal Disk (C:) DdmAc2ZK4P.arx 43KB AR File 3
("] Dacuments and Settings DdmAc2kP, arx 40KE AR File 3
H-_ IBMTOOLS DdmCasty.ini 11 KB Configuration Settings 9,
D Inetpub DdmCFgSy.ini 3KE Configuration Settings 9,
1 Makerial I DdmMsgTa.ini 3KE Configuration Settings 3,
=1 Pragram Files DdmPScrn.ini 1 KB Configuration Settings 3
+-] Accessaries DdmRDlgs.ini 4KE Configuration Settings 3,
+-7 Adobe DdmRnSry.ini 1KB Configuration Settings 3,
Ex | Analog Devices 3KE Configuration Settings 3,
[#-_1 Cammoan Files 2KB Configuration Settings 3
{1 ComPlus Applications 1KB HTML Document 9,
{21 18M 1 KB HTML Dacument 3
-2 DE2 Document Manager 1 del 1KB HTML Document 3,
.- ddmdskkp.js 1KB J5cript Scripk File 3,
+-(] gsk? ZKE LICFile 9
+-_] 1750 FrameMaker Tookit ZKB  Text Document 3,
H - SOLLIE Z0KE  Text Document g,
(21 1BM HTTP Server 14,076 KB WinZip File 3
| {:I Intel - |
|E5 ohjeck(s) selected |13.? ME |@. My Computer

Figure 7-67 Document Manager Desktop client installation files

3. Paste the files to the DM directory you create in step 1 and rename the
default.htm file to index.html as shown in Figure 7-68:
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Note: If you are using the IBM HTTP Server or an Apache-like HTTP
server, changing the default.htm file name to index.html enables you to
reference the Document Manager Client URL as:

http://kcwb99n/DM

Otherwise, enter the URL as:
http://kcwb99n/DM/default.htm

[N C:Program Files\IBM HTTP Serverihtdocsien_LIS'DM - Ellll

File Edit View Favorites Tools  Help |ﬁ

s Back v = - | i search |%FOIders ®|[|3 03 % = | -

Address I[:I C:\Program Files\IBM HTTP Server\htdocsien_US\0M j 6o |
Folders X | | Mame 4 ] Siz_e_l Type | Todil
D IBM ;I @ddmdsktp.htm 1KE HTML Docurment af27,
,_:_|{:| 1EBM HTTP Server @ddminst.htm 1KE  HTML Docurnent i1
[ jvm 1KE  HTML Document =T
21 _uninst ddmdskkp.js 1KB J5cript Scripk File =T
i a_dmindocs E@t:h:lmt:lsktp.cab 14,076 KB WinZip File 310,
D hin
| cgi-hin
| codepages
L‘ conf
EI{:I htdocs

£

1 ikeyman j 4| |

|Type: HTML Document Size: 635 bytes |635 bytes |@‘ My Computer

Figure 7-68 IBM HTTP server virtual directory

sl

Document Manager Desktop client installation procedure
To install the Document Manager Desktop client, use the following procedure:

1. Open a Microsoft Internet Explorer window and enter the URL to the virtual
directory you created in Step 1 of the previous section as shown in
Figure 7-69. Remember to replace the kcwc09 server name with your HTTP
server host name. The first time you enter this URL, the Desktop client
installation procedure will automatically download the required files to the
client machine and launch the installation wizard.
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http://kcwb99n/DM/default.htm
http://kcwb99n/DM

4} IBM HTTP Server - Microsoft Internet Explorer

File Edit View Favorites Tools  Help
4= EBack -

Address I hitkp: f fkowc0kiDM

WebSphere software

(M| IBM HTTP Server
View Documentation _

Visit our Web site

Wealeorme to I8N f[TTE S

(§ 5

Vel

ZH \ L [ 7

7 ; RE - ns
'y i |

Figure 7-69 IBM HTTP server welcome window

——

2. If a Security Window prompts you as shown in Figure 7-70, just click Yes and
continue with the Desktop client installation process.

Security ¥Warning - ﬂ
Do pou want ta install and run “1BM DEZ Document

Manager” zigned on an unknown datetime and
distributed by:

Intemational Business Machines Corporation

Fublisher authenticity verified by WeriSign Clazz 3 Code
Signing 2004 CA

Caution: International Buzsiness Machines Corporation
azzerts that this content iz safe. Y'ou should only
installview thiz content if you trust International Business
Machines Corporation to make that assertion.

V' &lways trust content from International Business
Machines Corporation

es | Mo | More Info

Figure 7-70 Security warning window
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3. Inthe License Agreement window, accept the agreement and click Next as
shown in Figure 7-71.

i'é‘- IEM DB2 Document Manager Client - InstallShield Wiza;

License Agreement

Please read the following license agreement carefully,

LICENSE INFORMATION

The Programs listed below are licensed under the
following terms and conditions in addition to those of
the International Program License Agreement.

Progrsam Name: IEM DEZ Document Manager
Prograwm Nunber: 5724-H90
Authorization for Use on Home/Fortable Computer: 1 ﬂ

T accept the terms in the license agreement;

" I do not accept the terms in the license agresment

InistallShield —_—

< Back I Mext = | Cancel _i

Figure 7-71 Document Manager Desktop license agreement window

4. In Choose Setup Language window, select English and click OK as shown
in Figure 7-72.

Choose Setup Language - 1]

Q Select the language for this inztallation from the choices below. ‘
1

ok I Cancel J ‘

Figure 7-72 Document Manager Desktop language selection window

5. In the welcome window, click Next as shown in Figure 7-73.
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i'é‘- IBEM DB2 Document Manager Client - InstallShield Wizard LI

Information Welcome to the InstallShield Wizard for IBM
Management DB2 Document Manager Client

Software

The InstallShieldiR) Wizard will install IBM DEZ Document
Manager Client on your computer, To continue, click Next,

WARNING: This program is protected by copyright law and
international treaties,

Cancel |

Figure 7-73 Document Manager Desktop welcome window

6. In the Destination Folder window, accept the default installation path and
click Next as shown in Figure 7-74.

{5 I6M DB2 Document Manager Client - InstallShield ‘ x|
Destination Folder

Click Mesxt to install b this Folder, or click Browse to install to a
different folder.

G Install IBM DEZ Document Manager Client to:

CiiProgram Files\IEM\DEZ Document Manager, Change... |

< Back Cancel

Figure 7-74 Document Manager Desktop installation path window

Important: When installing the Desktop client in a Document Manager server,
be sure that the installation path of the Desktop is the same as that of the
Document Manager server installation path. If not, problems can occur in
Document Manager operation.
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7. Now select all the components to install as shown in Figure 7-75, and click
Next.

i'é‘- IEM DB2 Document Manager Client - InstallShield Wiza;

Custom Setup

Select the program Features you want installed,

Click on an icon in the list below ko change how a Feature is installed.

—Feature D ipi
S Qvl IBM DEZ Document Manager Client e ure. CEED
+]- (= = | Integrate with Applications STORKD Gl STz o
a PR communicating with I6M DEZ
= ~ | Integrate with Instant Messaging Dacument Manager servers,

This feature requires OKE on
wour hard drive.,

Install to:
C:YProgram Files\IBM\DEZ Document Manager!, Change... I
InistallShield —_—

Help | Space | < Back I Mext = | Cancel _i

Figure 7-75 Document Manager Desktop components selection window

8. In the next window, click Install as shown in Figure 7-76.

i'é‘- 1IBM DB2 Document Manager Client - Install @

Ready to Install the Program

The wizard is ready to begin installation.

Click Install to begin the installation.

IF wou want to review or change any of your installation settings, click Back, Click Cancel to
exit the wizard,

(| Shield

Cancel |

< Back

Figure 7-76 Document Manager Desktop install window

9. When the installation procedure finishes, click Finish to exit the wizard as
shown in Figure 7-77.
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i'._% IBEM DB2 Document Manager Client - InstallShield Wizard LI

EI2 Information

Management
Software

_F;

InstallShield Wizard Completed

The Installshield Wizard has successfully installed IBM DBZ
Document Manager Client, Click Finish to exit the wizard,

= Back

Cance |

Figure 7-77 Document Manager Desktop finish install window

10.Finally, you should see a window similar to the one in Figure 7-78. If you see

this window, you have correctly installed Document Manager Desktop client in
your client machine.

a 16M DBZ Document Manager - Microsoft Internet Explorer

w Library = Help
@l A

— =

Login  Logouk

e j Fietur: IU = =l

= Refresti

Figure 7-78 Document Manager Desktop application

7.12 Configuration of SMTP Server/e-mail

You need an SMTP server for automatic mail notification functionality of
Document Manager. Here we used the ArGoSoft mail server that is a Freeware

SMTP server for this goal. ArGoSoft mail server is a very lightweight SMTP
server.
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You can download it from:

http://www.argosoft.com/mailserver/

Note: This component is only for test purposes and to enable e-mail
notification in our environment. You can use any SMTP e-mail server for the
same purpose.

SMTP server installation and configuration
Use the following steps for SMTP server installation and configuration:

1. The installation of the ArGoSoft SMTP server is very straightforward and the
only thing you do is double-click the installation program and accept the
default installation path. Once the installation program finishes, you have to
double-click the ArGoSoft icon on the Windows desktop to open the server
console as shown in Figure 7-79.

‘= ArGoSoft Mail Server =] 3

File Tools Help

roe (B e fH @

10/7/2005 11:52:41 AM - SMTP Server started. Listening on wort 25
10/7/2005 11:52:41 AM - POP3 Server started. Listening on wort 110
10/7/2005 11:52:41 AM - Finger Server started. Listening on wort 79
107772005 11:5Z:41 AM - Web Serwver started. Listening on port 25
Message size limitc 5 MB

Winsock wersion: $0101

High wersion: $02Z02

Descrivtion: WinSock 2.0

Svstem status: Punnineg

Maximum sockets: 32787

Local host: ECWCOSE

Local addresses: 9.1.39_124

Local host after reverse lookup: KCWCOSE

Delivery on Connections: 0 _|Pending: 0 Delivering: 0 @ v
Figure 7-79 ArGoSoft Mail Server control panel window

2. Press Ctrl-O keys to open the server Options window as shown in
Figure 7-80. Within the General configuration tab, press the red button (at the
left of the question mark button) to automatically detect the DNS server; then,
in the white box next to Local Host, type the server host name. You must
configure check boxes as shown in Figure 7-80.
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http://www.argosoft.com/mailserver/

options ________ x|

Logging |  SMTPAuthenticaton |
General | Local Domains I Ports
DNS Server: fl 3 |

¥ Load Server at Windows Startup
¥ Automnaticallty Start the Server
v Allow Belay

[ Hide Passwards In Logs

Local Host: kcwe09k
[~ Do Mot Use Weh Interface
¥ Allow Creation of Accounts fram Web

¥ ‘when Bouncing, Include Original Message

QK I Cancel | Help |

Figure 7-80 ArGoSoft Mail Server options general tab

Tip: If you get an error trying to discover the DNS server, be sure you have an
IP address configured in your Windows network connection Internet Protocol
(TCP/IP) Properties window and/or call your network administrator for the
DNS server IP address in your network.

3. Change to Local Domain tab and add a server domain name as shown in
Figure 7-81 by clicking Add.

options S WL x
Logging | SMTP Authentication |
General Local Domains | Ports I

4l
ki

kewe09k.ibm.com

eplace | Aidd | Delete |

QK I Cancel | Help |

Figure 7-81 ArGoSoft Mail Server options local domain tab
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Tip: Use the following example to define your own domain name:
YourServerHostName .YourCompany .com.

4. Go to the Ports tab and change the Web Interface port to 85 as shown in
Figure 7-82 to avoid conflicting with another Web server using port 80.

options x|
Logging |  SMTPAuthenticaton |
General I Local Domains Ports

SMTP = Detaut |
POP3 10 =] Defaut |
Finger I?S—jl Defaultl
Wweb Interface |35—j| Defaultl

QK | Cancel | Help J

Figure 7-82 ArGoSoft Mail Server Web interface tab

5. Now, under the SMTP Authentication tab, check the box next to Enable
SMTP Authentication and choose an SMTP User Name and an SMTP
Password as shown in Figure 7-83.

options. A ]
General I Local Domains | Parts |
Logging SMTF ALthentication
FE i

[~ Use POP3 User Mames and i:'asswords
SMTP User Name: ]mailserver

SMTP Pazzword: F’“‘"’“‘"_
Caonfirm Password: 1__—

Do MOT Authenticate Following IP Addresses:

QK I Cancel | Help |

Figure 7-83 ArGoSoft Mail Server SMTP Authentication tab
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6. Finally, under the Logging tab, do not change anything as shown in
Figure 7-84. Click OK to exit the Options window.

options x|
General | Local Domains I Ports I
Logging | SMTP Authentication

[~ Log POP Commands

[~ Log SMTP Conversations with Exchangers
[~ Logweb Commands

¥ Log ta File

QK I Cancel | Help |

Figure 7-84 ArGoSoft Mail Server Logging tab

7. The next step is to create a mail user account in the mail server. Press the
Ctrl-U keys simultaneously to open the User Setup window as shown in
Figure 7-85, and click the add new user icon (the one with the sheet of paper
with the yellow star).

user setup A U X
BlxleEl B -

Figure 7-85 ArGoSoft Mail Server User Setup window

8. Create a user called dm_mail by filling the fields as shown in Figure 7-86.
After you do this, click OK to create the new user.
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x

General | Einger Information I

User Mame: Idm_mail
Beal Mame: Idm_mail
Pazsword: I xxxxxxxx
LConfirm Pagsword: I ******* g
Forward Address: I

Keep Copies: ]

Fieturn Address I

QK I Cancel | Help |

Figure 7-86 ArGoSoft Mail Server user configuration window

9. Now you should see the user you created, as shown in Figure 7-87. Click
Close to exit User Setup window.

x| |

drn_mail

Figure 7-87 ArGoSoft Mail Server User Setup window

10.Back in the ArGoSoft Mail Server window, click the red square icon in the
control panel to stop the mail server. The server log in Figure 7-88 shows that
the corresponding servers have been stopped.
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rGoSoft Mail Server 10l =|

File Tools Help

oo B B H| @

10/7/2005 11:52:41 AM - SMTP Server started. Listening on wort 25
10/7/2005 11:52:41 AM - POP3 Server started. Listening on wort 110
10/7/2005 11:52:41 AM - Finger Server started. Listening on wort 79
107772005 11:5Z:41 AM - Web Serwer started. Listening on port 85
Message size limit 5 ME

Winsock wersion: $0101

High wersion: $0202

Descrivtion: WinSock 2.0

Svstem status: Punnine

Maximum sockets: 32787

Local host: ECWCOSE

Local addresses: 9.1.39_124

Local host after reverse lookun: ECWCOSE
10/7/2005 11:53:17 AM - SMTP Server stovped
10/7/2005 11:53:17 AM - POP3 server stobped
107772005 11:53:17 AM - Finoger server stovbped
10472005 11:53:17 AM - Web server stopped

Delivery an |Connections: 0 |Pending: 0 Delivering: 0

Figure 7-88 ArGoSoft Mail Server control panel

11.To start the server again, click the green arrow icon in the control panel.
Figure 7-89 shows the corresponding servers have been started.

ArGoSoft Mail Server ‘

File Tools Help

»oe B B4 H| @

10/7/2005 11:52:41 AM - Finger Server started. Listening on wort 79
107772005 11:5Z:41 AM - TWeb Serwver started. Listening on port 85
Message size limic 5 ME

Winsock wersion: $0101

High wersion: $0202

Descrivtion: WinSock Z.0

Svstem status: Punnine

Maximum sockets: 32787

Local host: ECWCOSE

Local addresses: 9.1.39_124
Local host after reverse lookum:

=10l x|

KECWCO3E

10/7/2005 11:53:17 AM - SMTP Server stopped

10/7/2005 11:53:17 AM - POP3 server stobped

107772005 11:53:17 AM - Finoger server =stovbped

10/7/2005 11:53:17 AM - Web server stovped

10/7/2005 11:53:23 AM - SMIP Server started. Listening on wort 25
10/7/2005 11:53:23 AM - POP3 Server started. Listening on wort 110
10/7/2005 11:53:23 AM - Finger Server started. Listening on wort 79
107772005 11:53:E32 AM - Web Serwver started. Listening on port 85
Message size limic 5

Winsock wersion: $0101

Hiogh wersion: $02Z02

Descrivtion: WinSeock 2.0

Swvstem status: Punnine

Maximum sockets: 32787

Local heost: ECWCOSE

Local addresses: 9.1.39_124

Local host after reverse lookup: ECWCOSE

|De|ivery an |C0nnecti0ns: o

|Pending: 0 Delivering: 0 v

Figure 7-89 ArGoSoft Mail Server control panel

12.To test the mail user we just created, connect to the following URL.
Remember to replace kewc09k with your own server host name.

http://kcwc09k:85
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http://kcwc09k:85

And you should see a page similar to Figure 7-90.

4} ArGoSoft Mail Server - Microsoft Internet Explorer 10l =|
File Edit View Favorites Tools  Help |
dmback - | adress [@] hitps fkewenokss x| @eo

Date 10/7/2005 Time 12:00:34 PM

|Z| Focales - Delivering the information you chooze. .

Welcome to ArGoSoft Mail Server

You can check your mail from here
Laogin | .
Add Mew User |

Your browser must support JavaScript also, accept cookies, otherwise

yvou will be unable to use this service, |
|@ ’_’_’_ E Local intranet: 4

Figure 7-90 ArGoSoft Mail Server welcome page

13.Click Login and type the user name and password you create in step 8 as
shown in Figure 7-91.

Enter Network Password 2=l

@ Fleaze type vour uzer name and pazsword.
Site: kewcSk

Realm ArGoSoft Mail Server

User Mame Idm_mail

Password I ******* f]

[ Save this password in your password list

Ok I Cancel |

Figure 7-91 ArGoSoft Mail Server login window

14.After you log in successfully, click in the Compose link show in Figure 7-92.
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/3 Message List - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

= Back » ¥

Address I@ hitp: ffkowc09k: 55 /delete

Date 10/7/2005 Time 12:02:30 PM

User dm_mail

You have O messages waiting.

%d Compose X Delete + Check Mail #g Settings f] Log Out

| ___From | Subject [__oate | _size |

=
4 | »

|@ (2 items remaining) Downloading picture http: /v, argosc ’_ ’_ ’_ E Local intranet 4
Figure 7-92 ArGoSoft Mail Server client page

15.In the mail compose window, fill the fields as shown in Figure 7-93, and click
Send link.

Important: Remember to use your own domain name instead of
kewc09k.ibm.com. The domain name must be the same you add in step 3.

234 IBM DB2 Document Manager with IBM Records Manager Solution Guide



File Edit View Favorites Tools  Help |

HBack » ¥

J Compose the message - Microsoft Internet Explorer = |EI|1||

Address I@ hittp: {fkewc09k: 85 compose j G

Date 10/7/2005 Time 12:02:48 PM

|Z| Focales - Delivering the information you chooze. .

tH Send % Attach Msg List f] Log Out

H
If you wish to send the mail to multiple recipients, separate names and
addresses by commas.,

Name of Sender: |dm_mai|

Email of Sender: |dm_mai|@kcwcﬂgk.ibm.com
MName(s) of Recipient |dm mail

(=) =

ES:B”(S) QiESC RNt |dm_mai|@kcwcﬂgk.ibm.com

Mame(s) of CC I

Email(s) of CC I
Recipient(s):
Email(s) of BCC I
Recipient(s):
Subject: |Test

Message Body: Test,| ;I

Recipient(s): —

Figure 7-93 ArGoSoft Mail Server compose page

16.You now should see a page as in Figure 7-94. Click Msg List link to see if the

mail has arrived.

a Sending Mail - Microsoft Internet Explorer

File  Edit  View Fawvorites Tools  Help |
Address I@http:,f,fkcchQk:SS,l’sendmaiI j G

=Back » ¥

Date 10/7/2005 Time 12:04:23 PM

%d Compose Msy List f] Log Out

Message has been successfully relayed

Figure 7-94 ArGoSoft Mail Server mail sent message
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17.1f you can see the mail you sent as shown in Figure 7-95, your mail server
works properly.

a Message List - Microsoft Internet Explorer

File Edit View Favorites Tools  Help |
= Back » ¥

Address I@ hittp: f fkowc09k: 85/ messagelist j @GU

Date 10/7/2005 Time 12:04:43 PM

User dm_mail

You have 1 messages waiting.

%d Compose X Delete + Check Mail #g Settings f] Log Out

|| _From | subject | Date . [Ssize]
[ dm_mail Test 10/7/2005 12:04:23 PM 427

Figure 7-95 ArGoSoft Mail Server client page

18.Now, you can click the mail subject to open the mail as shown in Figure 7-96.

a Message No 1 - Microsoft Internet Explorer ;IEILI
File Edit View Favorites Tools  Help |
smBack +~ | Address I@ http: fkowe09k: 85 msgl j @ Go

N

Date 10/7 /2005 Time 12:06:39 PM

%d Compose Reply ¥ Hext 4 Previous Msg List X Delei
From: dm_mail

Subject: Test

Date: Fri, 7 Oct 2005 12:06:22 -0700

Test

Figure 7-96 ArGoSoft Mail Server open mail page

Finally, scroll the browser window to the right and click Log Out link to exit the
mail client, as shown in Figure 7-97.

236 IBM DB2 Document Manager with IBM Records Manager Solution Guide



File Edit View Favorites Tools  Help |

HBack » ¥

Address I&j http: ffkowe09k: 85 msg0 j @GD

ply ¥ HMext 4 Previous Msg List X Delete f] Log Out

Log Cuk

05 12:06:22 -0700

Figure 7-97 ArGoSoft Mail Server logging out link
This concludes the end-to-end solution installation and configuration.

From Chapter 8, “Basic Document Manager implementation” on page 239
through Chapter 11, “Other record declaration options in Document Manager
solution” on page 399, we show you detailed steps of implementing a Document
Manager solution for the case study.
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Basic Document Manager
implementation

This chapter provides practical steps to implement a basic Document Manager
solution, using the ZXY Technologies case study we described in Chapter 2,
“Quick start with case study” on page 15. Also, refer to Appendix A, “Case study”
on page 469 for the case study overview, planning, and design.

To complete the implementation of the entire solution, after you finish this
chapter, refer to the remaining three chapters.

We cover the following topics:

» Basic implementation road map

» Basic Document Manager implementation:

Content Manager users and group configuration
Item type configuration

Global Document Manager configuration:

Actions and dialogs, menus, and Desktop templates

Proposal objects and other case study specific object configuration:
Actions and dialogs, views, CVL lists and links, searches, item numbering,
document class, and Desktop templates
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— Proposal life cycle objects configuration:
Roles, document states, and document lifecycle map
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8.1 Basic implementation road map

In Chapter 3, “Document Manager solution design and planning” on page 47, we
show you the basic Document Manager solution planning process, which
consists of the following steps:

1. Identify document types.

2. ldentify producers, approvers, and consumers of documents.
3. ldentify document characteristics and document life cycles.
4. Define documents that should be records.

In addition, we describe the tasks you should perform to design the solution:

1. Define the users, groups, and roles.

2. Define the data model.

3. Define the life cycle processes.

4. Design the Document Manager user interface.

For records management-related planning and design, we also provide a general
guideline, which consists of the following steps:

Identify corporate records.

Review or define records retention rules.
Identify how documents are organized.
Define the file plan.

Define the records’ life cycle.

Define the users and security.

Plan for records destruction.

Nooak~wd~

In this section, we lay out the approach to implement a Document Manager
solution. Figure 8-1 shows the core Document Manager objects and how they
relate to each other as well as a guideline in the order of their creation.

According to Figure 8-1:

» The Storage Collection (A), ACL (B), and Users/Groups (C) are to be created
in Content Manager.

Note: Storage collection is beyond the scope of this redbook. We do not
address this topic in this chapter.

» Attributes (1) and ltem types (2) can be created in either Content Manager or
Document Manager.

» The shared objects in Document Manager are: Classes (3), Actions and
Dialogs (4), CVL List (4a), CVL Links (4b), New Item Templates, Property
Modification, Roles (9), States (10), Lifecycle Map (11), and Notifications.
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» The objects related to the Document Manager Desktop are: View Templates
(5), Search Templates (6), Menus (7), Application Integration and Property
Exchange, and Desktop Templates (8).

» The blue lines show the objects that affect document access.
» The solid or dashed black lines show objects that affect the metadata.

(5)

View Templates

i

(42) (6)
CVL List - — = - Search Templates (8)
| N Desktop
(4b) App. Integration & Templates
CVL Links | Property Exchanges
' I

()

Menu

! @
Actions & Dialogs

New Item
Templates
Property (3)
Modification Classes

(10) States |

Blue in CM or DM (11)
Life
Cycle
Map

(9) Roles

‘ Notification

Red only in CM

Purple shared objects in DM

Green Desktop configuration

Blue lines affect access

Black lines affect metadata

(=]

Figure 8-1 Document Manager objects relationship diagram

In general, we recommend using the creation order, denoted by the numbers
next to the objects, as suggested in Figure 8-1, to create various Document
Manager objects. However, sometimes, you may need to deviate from the
guideline.

Always create the users, groups, attributes, and item types first. Adapt the order
in which you choose to create the other Document Manager objects to your
situation. We recommend the strategy of configuring a little and test, configuring
a little more and test, until you complete the entire implementation.

By describing to you how we implemented our case study in this chapter and the
following three chapters, we show you the practical steps that you need to do to
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implement some of the fundamental and advanced Document Manager functions
including records management options.

We divide our implementation into four stages:

1. Basic Document Manager configuration.

Refer to 8.2, “Basic Document Manager implementation” on page 243 for the
detailed documentation of the steps to configure a basic Document Manager
system.

2. Advanced Document Manager configuration.

Refer to Chapter 9, “Advanced Document Manager implementation” on
page 331 for the documentation about the steps to configure some of the
advanced Document Manager functions beyond the basic Document
Manager objects implemented in this chapter.

3. Records enablement.

Refer to Chapter 10, “Records Manager implementation in the Document
Manager solution” on page 369 for the documentation about how to enable a
Document Manager system for records.

4. Additional Records Management declaration options.

Refer to Chapter 11, “Other record declaration options in Document Manager
solution” on page 399 for additional declaration options you can implement in
your Document Manager solution.

8.2 Basic Document Manager implementation

In this section, we describe the step-by-step procedures you follow to implement
a Document Manager solution with basic functionality.

We use our case study to show the detailed implementation steps. You can
follow our steps to implement the solution for testing purposes, or use our case
study steps as guidelines to create your own system.

Note: Before we begin with the case study implementation, you need to have
your server already installed and configured with the base configuration. If you
have not done that, you need to refer to Chapter 7, “Installation and
configuration” on page 151.

These are the steps to the basic implementation:

1. 8.2.1, “Content Manager users and groups configuration” on page 244
2. 8.2.2, “ltem types configuration” on page 246
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Global Document Manager configuration

— “Actions and dialogs” on page 254

— “Menu” on page 258

— “Desktop templates” on page 267

Proposal objects:

— “Create actions and dialogs” on page 271

— “Create views” on page 277

— “Create CVL lists and links” on page 279

— “Create searches” on page 281

— “Create item numbering” on page 283

— “Create Sales Proposal document class” on page 283
— “Complete Desktop template with Proposal objects” on page 285
— “Test your system: Sales Proposal class” on page 286
“Proposal life cycle objects” on page 286:

— “Create roles” on page 286

— “Create document states” on page 290

— “Configure document lifecycle map” on page 294
“Correspondence objects” on page 296
“Correspondence life cycle objects” on page 308

“RFP objects” on page 311

“Reference Document objects” on page 321

Note: Before you begin the implementation process, check that the following
services are running:

» ICMRM server - CM Resource Manager
» DM Cache services
» DM Lifecycle services

8.2.1 Content Manager users and groups configuration

For the ZXY Technologies solution, we create seven groups and a user for each

g

roup in Content Manager System Administration Client.

Create groups

Start the Content Manager System Administration Client by selecting Start —
Programs — IBM DB2 Content Manager Enterprise Edition —> System
Administration Client and log on to the system. Perform the following steps:

1.

2
3.
4

Expand the Authentication group.

. Right-click User Groups and select New from the context menu.
On the New User Group window, type grpSales as Name.

. Select OK to save the Group.
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You need to follow the same procedure to create the rest of the groups listed in
Table 8-1.

Table 8-1 Groups

grpSales

grpMarketing

grpServices

grpManagers

grpFinancials

grpViewer

grpProjectManager

Create users
Now, we have to create a user for each group listed in Table 8-2. Follow this

procedure:

1. Expand the Authentication group.

2. Right-click Users and select New from the context menu.

3. On the New User window, type usrSale as the user name.

4. Set the password to password.

5. Set the password expiration to Never expires.

6. Select RMEUserAllPrivs for Maximum Privilege Set.

7. Select the Assign to Group tab, and select grpSales.

8. Select the Set Defaults tab, and select RMECIlientACL from the Default

item access control list.

9. Select OK to save the User.

Table 8-2 Users
User Group
usrSale grpSales
usrMarketing grpMarketing
usrService grpServices
usrFinancial grpFinancials
usrManager grpManagers
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User Group

usrProjectManager grpProjectManager

usrViewer

grpViewer

8.2.2 Item types configuration

246

The following steps comprise the tasks required to complete this exercise.

» Create Library properties.
» Define Customer Data item type.

Create library properties

You need to create the library properties we are going to use later to define the
item types for the system. The properties you need to create are listed in

Table 8-3.
Table 8-3 Library properties
Name Display name | Attribute type | Character Character
type length
Customer Customer Variable Extended 32
Name Name character alphanumeric
Customer Customer Variable Extended 32
Number Number character alphanumeric
RequestPropN | Request for Variable Extended 32
um Proposal character alphanumeric
Number
Proposal Proposal Variable Extended 32
Number Number character alphanumeric
Proposal Proposal Variable Extended 32
Subject Subject character alphanumeric
Author Author Variable Extended 32
character alphanumeric
Potential Potential Rev Variable Extended N/A
Rev character alphanumeric
CreateDate Create Date Date N/A N/A
DeliveryDate Delivery Date Date N/A N/A
eMailNumber eMail Track Double N/A N/A
Number
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Name Display name | Attribute type | Character Character
type length

From From Variable Extended 64
character alphanumeric

To To Variable Extended 256
character alphanumeric

MailSubject Mail Subject Variable Extended 256
character alphanumeric

DateReceived | Date Received | Date N/A N/A

You can create library properties using Content Manager Administration Client or
Document Manager Designer tool. This is entirely dependent on your familiarity

with the user interface and your personal preference. There is no difference
which one you use to create them.

We choose to create library properties from the Document Manager Designer
tool, and show you the steps to do so.

To launch the Document Manager Designer, click Start - Programs — IBM

DB2 Document Manager — Designer. Log on to the system and expand the
CorporateLibrary library you have defined. Do the following:

1.

In the Designer, open Global - [Administrator] and select Library
Properties.

Click the New icon in the Designer title bar, the New - Library Property.

Configuration window opens. Complete the window input as shown in

Figure 8-2:

a. Enter CustomerName in the Name field.

b. Inthe Type field, select Variable Character from the drop down list.

c. Inthe Display name field, type CustomerName.

d. In the Character type field, select Extended Alphanumeric from the
drop down list.

e. In the Character length field, set Minimum to 0, and Maximum to 32.

Click OK to save your changes.
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MNew - Library Property Configuration ﬂ

Name: IEustomerN ame

Type: IVariabIe character = l

— General
Display name: |Eust0mer M ame —|
Character type: IExtended alphanumeric j |
Character length:
Minirriurm: m
I awimurn: lm ‘

QK. | Apply 1 Cancel |

Figure 8-2 New Library Property Configuration window

You need to follow the same procedure to create the rest of the attributes listed
in Table 8-3 on page 246.

Define item types

For ZXY Technologies, we need to create the CustomerData item type described
in Table 8-4.

Table 8-4 CustomerData item type definition

Option Settings
Name CustomerData
Display Name Customer Data

Version Policy

Promp to Create

Maximum total versions

Unlimited

ltem type classification

Document

Text Search

Text searchable-enabled

Iltem retention period

Forever
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Option Settings

Attributes Used All listed in Table 7-10 on page 189.
Additional Attributes All listed in Figure 8-3 on page 246
Records-Enabled Yes

You can create an item type from Content Manager System Administration Client
or use Document Manager Designer. The client you use depends on your
personal preference:

» Use Content Manager System Administration Client:
If you are familiar with Content Manager System Administration Client.

Note, if you use this client to create an item type and you need to have
multiple classes under the item type, you must edit the item type in Document
Manager Designer to enable the multiple class feature.

» Use Document Manager Designer:
If you are familiar with Document Manager Designer.

In our case study, since we are familiar with Content Manager System
Administration Client, we use it to define the item types.

Note: Remember to start the NetSearchExtender service before you create
an item type with text search enabled. You can use Windows Services Control
Center to start it.

To launch the Content Manager System Administration, select Start —
Programs — IBM DB2 Content Manager Enterprise Edition —» System
Administration Client.

CustomerData item type
To create the CustomerData item type, do the following:

1. Select Data Modeling, right-click Item Types, and select New from the
context menu. This should display the New ltem Type Definition dialog.

2. Select the Definition tab, and populate the Definition page as shown in
Figure 8-3:

a. For Name field, enter CustomerData. Make sure the Item type
classification is set to Document.
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New Item Type Definition | =

I Access Controll Aﬂributesl | Auto-linkingl Foreign Keysl Loggingl Document Management | User Ex'rtsl
[Marne: * ILibraryObjects
Dizplay name: * I Library Ohjects Tranzlate... |
Mewy wersion policy for sttributes: " Mever create

{~ Always creste
{+ Prompt to create

aximum tatal versions:

& Unlimited
Fer =
 Limited to |2 =i
tem type classification: IDocument vl
Media Chject (XD Class: I
Text Search: ¥ Text searchable Cptians...
ltem retention period: {* Forever
" Far iYears VI
Start item on Process: | L] Priority: ]

Ok | Cancel | Apply | Help
| |
Figure 8-3 New ltem Type Definition window - Definition tab

b. Select the Text Searchable check box. Click Options.

On the Text Search Options Panel, set the parameter as listed in Table 8-5.

Table 8-5 Text search configuration

Parameter Value

Format Text

CCSID 850

Language code EN_US

Index Directory C:\idx (be sure to create the directory
before you save)

Working Directory C:\idx (be sure to create the directory
before you save)

User Defined Function ICMFetchFilter

User defined function schema ICMADMIN
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Parameter Value

Changes before Update 0
Update every Five minutes
Commit Count 0

3. Click the Access Control tab and on the Access Control page, select
RMECIientACL. Make sure the Access control list checking is set to Item
type level.

4. Click the Attributes tab, and locate in the left column all the attributes defined
in Table 8-4 on page 248 as Attributes Used and Additional Attributes.

Add each one as Selected attributes for the root component as shown in
Figure 8-4.

A N F
Defin'rtionl Access Control I ] Auto-linkingl Foreign Keysl Logging] Document Management | User Exits
Available sttributes or groups Selected attributes and components
2| & al 1 @l B
—Td PotencialRey =] =i CustormerData -
—1 ProposalMumber — 1 Title
—1 ProposalSubject —1 DM_Class
—1 RegPropMum —12 Dh_State
—1 RetSemanticType —12 DM_Revision
T RMEACIOT — 1 DM_Froperties
T3 RMEkey ol T3 DM_Mumber
—1 RMEvalue —1 DM_Date
—Td SelLocationNarne = —Td FileNarne
T3 SelPracesshame g A l 13 Customeriame
T S0URCE —T71 Custnmerdumber LI
1 55Mame
o —<EETB_I [~ Reguired [ Represerts item
g = 5 I~ Uriigue
T
— O Title [~ Text searchable Qptions...
—1Ta
__E BEFSRI’EJD hfitairurm walue; ID ﬂ
T Wersions =l Iaimum vl IU j
1178 Selected Defaut value: I

| Ml

Ok I Cancel | Apply Help

Figure 8-4 New Iltem Type Definition window - Attributes tab

5. Click the Document Management tab and add the following parts to the item
type:
— ICMBase (Storing the imported documents, files, and images)

Chapter 8. Basic Document Manager implementation 251



252

— ICMBaseText (Storing documents for text search)

Follow this procedure for each one:

a.

® 2 0 T

f.

Click Add.

Select Part type ICMBase.

Set the Access control list to RMEClientACL.
Set the New version policy to Prompt to create.

Take the defaults for Access Control List, Resource Manager, and
Collection.

Select APPLY to add the Part Type.

6. Select OK to save the item type.

Once we create the item type in Content Manager, then we modify it in
Document Manager:

1. Go to Document Manager Designer: Select Start - Programs — IBM DB2
Document Manager — Designer.

2. In the Designer, open Global - [Administrator], select Desktop, then
expand Item Type, and select the CustomerData item type we added.

3. Click Modify in the menu. This should open the Modify - Item Type
Configuration window. Select the Desktop tab and check the Allow multiple
class definitions as shown in Figure 8-5.
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Modify - Item Type Configuration

Figure 8-5 Modify Item Type Configuration window
4. Select OK to save the item type.

Now, if you log on to Content Manager Administrator client, you see that a
Compound Attribute is added as shown in Figure 8-6.
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Item Type Properties - CustomerData

~&vailable sttributes or groups

Defin'rtionl Access Contral  Aftributes IDefault Starage | Auto-linkingl Foreign Keysl Loggingl Document Management | User Ex'rtsl

~Selected sttributes and components

|

2l &l 2| 3 @ &
] Lithor = ey CustomerData o
—1 Completeciuery T Title
—Td CreateDate 20
—1 CustarmerEMail T GPSCpDocData
—1 CustamerName T GPSCpDocRelType
—T1 CustamerNumber T GPSCpDocSegtum
—1 DateReceived Add = | T GPSCpDocLnkType
T3 DeliveryDate " GPSCpDocRef
—10 DM_Class = T DM_Class
T3 DM_Date CERINE e | T DM_State
—T1 DM_Mumber TN Revisinn LI
— 1 DM_Froperties ) -
|3 DM_Revision &I Child component name: * l:PSCpDocs1 020
_E Din_State Dizplay name: B ’Em
— 1] eRecord
T eRecordID m;l
— T FileNarme Delete rule: = Restrict
— T FIRInCmpntm .
T3 FIFInGmpniTH fe) Cosza
[~ Fram = Minimum cardinality: IU ﬁ

1479 Selected Maxitnumn cardinality: 0 ﬂ

|
[ o | concal Aty Help

Figure 8-6 Document Manager compound attribute

8.2.3 Global

Document Manager configuration - Actions and dialogs

In this section, we describe how to create actions and dialog objects in the global
Document Manager configuration. The global objects are generic ones you can
reuse for other implementations. They are only related through general desktop

a

L

ppearance.

aunch Document Manager Designer. If you are not there, click Start —

Programs — IBM DB2 Document Manager — Designer.

F
O

or the case study, we configure the defaults for actions and dialogs with specific
ptions.

The following steps comprise the tasks required to complete this exercise:

1.

2.
3.
4
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Configure DM - Checkin action
Configure DM - Checkout action
Configure DM - Copy action
Configure DM - Modify action
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5. Configure DM - View action

6. Configure DM - Version History action

Note: These defaults are assigned automatically to all the classes in the
system. If you need to have a different functionality for a class, then you
create and associate a different action and dialog object with it.

In the Designer, open Global - [Administrator], open Desktop, and then click

Actions and Dialogs to select it.

Configure DM - Checkin action

Select DM - Checkin action and click the Modify icon in the Designer title bar.

1. Click the Options tab, configure the Options page with the options listed in

Table 8-6.

Table 8-6 Checkin action options

master item

Options Values
Add related files that are not in library Yes
Copy master item’s profile to new related | Yes
files

Delete copy of related files on checkin of Yes

Scan for new related file attachments

Both library and local system

dialog

Display checkin options dialog Yes
Show [checkin] option on options dialog Yes
Show [cancel checkout] option on options | Yes
dialog

Show [leave local] option on options Yes
dialog

Show [update library] option on options Yes

2. Click OK to save the changes.

Configure DM - Checkout action

Select DM - Checkin action and click the Modify icon in the Designer title bar.
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1. Click the Options tab, configure the Options page with the options listed in

Table 8-7.
Table 8-7 Checkout action options
Options Values
Resolve related files Copy or Checkout cpdoc components
Display related file selection dialog Yes
Display markups selection dialog Yes

2. Click OK to save the changes.

Configure DM - Copy action
Select DM - Copy action and click the Modify icon in the Designer title bar.

1. Click the Options tab, configure the Options page with the options listed in

Table 8-8.
Table 8-8 Copy action options
Options Values
Resolve related files Copy or Checkout cpdoc components
Display related file selection dialog Yes
Display markups selection dialog Yes

2. Click OK to save the changes.

Configure DM - Modify action
Select DM - Modify action and click the Modify icon in the Designer title bar.

1. Click the Dialog tab and on the Dialog page:
a. Select Display dialog to user.
b. Set the Width to 300.
c. Set the Height to 300.
2. Click the Top Section tab, and add a Property:
a. Click Add - this presents a dialog that enables you to add a property.
b. Select Edit for the field Type from the drop-down list.
c. Select Title from the Property field drop-down list.
d. Leave String for the Data Type.
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e. Change Color to red.
f. Click OK to close the window.

3. Click the Options tab. Configure the Options page with the options listed in

Table 8-9.
Table 8-9 Modify action options
Options Values
Refresh Yes

4. Click OK to save the changes.

Configure DM - View action

Select DM - View action and click the Modify icon in the Designer title bar.

1. Click the Options tab. Configure the Options page with the options listed in

Table 8-10.

Table 8-10 View action options

Options

Values

Resolve related files

Copy or Checkout cpdoc components

Display related files selection dialog Yes
Create unique temporary directory Yes
Allow users to create markups during view | Yes
session

Copy item’s profile to new markups Yes
Display markup selection dialog Yes

2. Click OK to save the changes.

Configure DM - Version History action
Select DM - Version History action and click the Modify icon in the Designer

title bar.

1. After selecting the Dialog tab, and on the Dialog page:

a. Select Display dialog to user.
b. Set the Width to 500.
c. Set the Height to 300.
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2. Click the Bottom Section tab. Add the properties listed in Table 8-11.

Table 8-11 Version history action properties

Type Properties Data type Disabled
Edit Title String Disabled
Edit FileName String Disabled
Edit Version ID String Disabled

3. Select the Options tab. Configure the options as listed in Table 8-12.

Table 8-12 Version history action options

Options Values
Enable [View] command Yes
Enable [Copy] command Yes
Enable [Property Modify] command Yes
Enable [Report] command Yes

Enable [Quick Declare Record] command | Yes

Enable [Manually Declare Record] Yes
command
Enable [View Records Mgmt Info] Yes
command

4. Click OK to save the changes.

8.2.4 Global Document Manager configuration - Menu

In this section, we explain how to create Menu objects in the global Document
Manager configuration. The global objects are generic. You can reuse them for
other implementations. They are only related through the general desktop
appearance.

We need to create seven menus to use in the solution. We assign these menus
later to each Desktop Template. Users have access to the menus according to
the appropriate roles they have in the system.

The following steps comprise the tasks required to complete this exercise:
1. “Create About menu” on page 259
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“Create DoubleClick menu” on page 260
“Create Library menu” on page 261

“Create RecordsMenu menu” on page 262
“Create RightMouse menu” on page 263
“Create TopToolbar menu” on page 264
“Create TopToolbarViewers menu” on page 265
“Create Main menu” on page 266

ONDOTAWODN

In the Designer, open Global - [Administrator] as before, open Desktop, and
then click Menus.

Create About menu
Click the New icon in the Designer title bar and do the following:

1. In the Name field, type About.
2. Click the Properties tab. Complete the page as shown in Figure 8-7:

a. Select About IBM DB2 Document Manager from the command
drop-down list.

b. Leave Label and Valid Objects as defaults.
c. Click Add.
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x
Name:  [ioon
Type: I Desktop A l
Description:
General  Properties |
Label | Type | Walid Dbject | Command e
About IBM DEZ Document Manager  Command Al About IBM DEZ Document Manager
1| | i
& Command ¢ SubMeru ¢ Plugin ¢ Separator Add
Command: IAbout IBM DE2 Document Manager _'J {cdifiy
Label IAbout |IEM DBZ Document Manager OVE il
Walid Object: & 4 € [lem " Multiple items
ak. I Apply Cancel

Figure 8-7 About menu

3. Click OK to save the changes.

Create DoubleClick menu

Click the New icon in the Designer title bar and do the following:

1. In the Name field, type DoubleClick.

2. Select the Properties tab. Complete the page as shown in Figure 8-8:

a. Select View from the command drop-down list.

b. Leave Label and Valid Objects as defaults.

c. Click Add.
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Muodify - Menu Configuration

Name: |DoubleCiick

I [esklop x l

Type:

Description:

General  Properties |

Label| Type | “alid Object | Eommand| Menu| Flug-in Efg| ServerSetSize| App Menu Positior
Wiew | Command = Multiple ltems  View 1

| | H©
& Command ¢ SubMeru ¢ Plugin ¢ Separator Add

Command: IAboutIBM DEBZ Document Manager _'J {cdifiy

Label IAbout |IEM DBZ Document Manager OVE il
Walid Object: & 4 € [lem " Multiple items

ak. I Apply Cancel

Figure 8-8 DoubleClick menu

3. Click OK to save the changes.

Create Library menu

Click the New icon in the Designer title bar and do the following:

1. In the Name field, type Library.

2. Select the Properties tab. Complete the page as shown in Figure 8-9:

a. Select Log in from the command drop-down list.

Leave Label and Valid Objects as defaults.

b.
c. Click Add.
d

Repeat the process for the rest of the commands listed.
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Modify - Menu Configuration =

Hame: ILibrar_l,l
Type: I Desktop A l
Description: |

General  Properties |

Label | Type | Walid Dbject | Command | Menu| Flug-in Efg| Server Set Size

Login Command Al Login 1

Log out Command Al Log out 1

Uszer Preferences | Command Al Uszer Preferences 1

Change Password  Command | Al Change Pazsword 1

Deskiop Refresh  Command | Al Desktop Refresh 1

| | i
& Command ¢ SubMeru ¢ Plugin ¢ Separator Add
Command: IAbout IBM DE2 Document Manager _'J {cdifiy
Label IAbout |IEM DBZ Document Manager OVE il
Walid Object: & 4 € [lem " Multiple items

ak. I Apply Cancel

Figure 8-9 Library menu

3. Click OK to save the changes.

Create RecordsMenu menu
Click the New icon in the Designer title bar and do the following:

1. In the Name field, type RecordsMenu.

2. Select the Properties tab. Complete the page as shown in Figure 8-10:
a. Select Manually declare record from the command drop-down list.
b. Leave Label and Valid Objects as defaults.
c. Click Add.
d. Repeat the process for the rest of the commands listed.
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Modify - Menu Configuration =

Hame: IHecordsMenu
Type: | Desktap ']
Description:

General  Properties |

Label | Type | Walid Dbject | Command
Manually Declare Record Command | Multiple ltems | Manually Declare Record
Quick Declare Record Command  Multiple ltems |~ Quick Declare Record

Wiew Records Management Information . Command — Multiple ltems — View Records Management Informatic

| | i
& Command ¢ SubMeru ¢ Plugin ¢ Separator Add

Command: IAbout IBM DE2 Document Manager _'J {cdifiy

Label IAbout |IEM DBZ Document Manager OVE il
Walid Object: & 4 € [lem € ultiple items

ak. I Apply Cancel

Figure 8-10 RecordsMenu menu

3. Click OK to save the changes.

Create RightMouse menu
Click the New icon in the Designer title bar.

1. In the Name field, type RightMouse.

2. Select the Properties tab. Complete the page as shown in Figure 8-11:
a. Select View from the command drop-down list.

Leave Label and Valid Objects as defaults.

Click Add.

Repeat the process for the rest of the commands listed.

® 2 0o T

To add Records Menu menu, be sure you select the Sub-Menu radio
button to get the menu list.
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Modify - Menu Configuration =

M ame:

Type:

Description:

General

IHightM ouze

I [esklop x l

Froperties |

Label

| Type | Walid Dbject | Command | Menu | Flug-in Cfg | Sery

i

Revise

CpDoc
4]

Checkout-Launch | Command = Multiple ltems = Checkout-Launch
Trangition Command | Multiple ltems | Tranzition

Document Lifecycle  Command | [tem Document Lifecycle
Wergion History Command | [tem Wergion History
Records Menu Menu All Recordstenu

Command | Multiple ltems | Wiew

Command = Multiple ltems | Revize

PP PP PP PP Y Y Y

M anager Command | Multiple ltems | CpDoc Manager

| i

& Command ¢ SubMeru ¢ Plugin ¢ Separator Add

Command: IAbout IBM DE2 Document Manager _'J {cdifiy

Label:

Walid Object: & 4 € [lem € ultiple items

IAbout |IEM DBZ Document Manager OVE il

ak. I Apply Cancel

Figure 8-11 RightClick menu

3. Click OK to save the changes.

Create TopToolbar menu
Click the New icon in the Designer title bar and do the following:

1. In the Name field, type TopToolbar.

2. Select the Properties tab. Complete the page as shown in Figure 8-12:

a.

b
c.
d

Select Add document from the command drop-down list.
Leave Label and Valid Objects as defaults.
Click Add.

Repeat the process for the rest of the commands listed.
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x
Name: ITopToolbar
Type: I Desktop A l
Description:
General  Properties |
| Label | Type | Walid Dbject | Commar | Menu| Flug-in Efg| Server Set 5i <]
Add Document [ Command [&1 [ AddDocument [ [ [1
Search Command Al Search 1
Power Search Command Al Power Search 1
Checkout-Launch  Command = Multiple ltems | Checkout-Launch 1
Checkin Command | Multiple ltems | Checkin 1
Cancel Checkout | Command | Multiple ltems | Cancel Checkout 1
Modify Command | [tem Modify 1
Trangition Command | Multiple ltems | Tranzition 10
Fhlevise Command = Multiple ltems | Revise | 1 _IL‘
4 3
& Command ¢ SubMeru ¢ Plugin ¢ Separator Add
Command: IAdd Document _'J I odify

Label: IAdd Diocumert Remove Dawin

Walid Object: & 4 € [lem € ultiple items

ak. I Apply

Cancel

Figure 8-12 Toptoolbar menu

3. Click OK to save the changes.

Create TopToolbarViewers menu

Click the New icon in the Designer title bar and do the following:

1. In the Name field, type TopToolbarViewers.

2. Select the Properties tab. Complete the page as shown in Figure 8-13:

a. Select Search from command drop-down list.
b. Leave Label and Valid Objects as defaults.

c. Click Add.
d

Repeat the process for the rest of the commands listed.
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Muodify - Menu Configuration

Marme: ITopTooIbarViewers

I [esklop x l

Type:

Description:

General  Properties |

| Walid Dbject | Command

| Menu| Flug-in Efg| ServerSetS@_AppM

Search

Label | Type
Search Command Al
i

Command | Multiple ltems | Wiew

Power Search Command Al

Power Search

1
1
1

| | i
& Command ¢ SubMeru ¢ Plugin ¢ Separator Add
Command: I Power Search _'J {cdifiy
Label IF'ower Search ave I
Walid Object: & 4 € [lem " Multiple items

ak. J Apply Cancel

Figure 8-13 ToptoolbarViewer menu

3. Click OK to save the changes.

Create Main menu

Click the New icon in the Designer title bar and do the following:

1. In the Name field, type Main.

2. Click the Properties Tab. Populate the Properties page as shown in

Figure 8-14.

The Main menu uses a variety of the previous menus as submenus. Be sure
to select the Submenu option when adding each one.
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Modify - Menu Configuration =

M ame: IMain
Type: I Desktop A l
Description:

General  Properties |

Label Type | Valid Object Eommand| Menu | Flug-in Efg| ServerSetS@ App e
i u | Menu fal ] Jlibey | 0| |

Falder Menu Al Falder 1]

Records Menu | Menu Al Recordstenu 1]

About Menu | Menu Al About 1]
KN | i
 Command & SubMeru ¢ Plugin ¢ Separator Add

ReLt | Library | Modify '
Label: |Library Meru Remave Drown

ak. I Apply Cancel

Figure 8-14 Main menu

3. Click OK to save the changes.

8.2.5 Global Document Manager configuration - Desktop templates

In this section, we describe how to create Desktop template objects in the global
Document Manager configuration. The global objects are generic ones and can
be reused for other implementations. They are only related through general
desktop appearance.

For the solution, we need to create two different Desktop templates. Each
template allows access to different system functionality depending on the user
roles:

» Content Producers Template: Template for users who create, revise, and
approve documents

» Viewers Template: Template for users who only search and see document

In the Designer, open Global - [Administrator] as before, open Desktop, and
then click Desktop template to select it.
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Create Content Producers Template
Click the Add icon in the Designer title bar and do the following:

1. Set Name to Content Producers Template.

2. Open the Menu Interface tab, and complete the Menu Interface page as
shown in Figure 8-15.

Modify - Desktop Template Configuration ﬂ

Marme: IEontent Froducer Template

Description:

Language Menu Interface |View Templatesl Search Templatesl Application Integrationl Role® 4 | *

Desktop: Active: I M ain i l
Top: ITopToolbar 'l [ Display labels
Bottanm: |<N0ne> vl [T Display labels
Library objects: Fiight mousze: |<N0ne> -
Double click: |<N0ne> vl
Folder objects: Fiight mousge: I Mones - l
Double click: | pyones b

Item objects: Riight mouze: Fighttausze vl
Double click: | poubleClick vl

QK I Apply | Cancel |

Figure 8-15 Desktop Template Configuration window - Menu Interface tab

3. Complete the View Templates page. Select Default view from the left list
and click Add.

4. Complete the Search Templates page. Select Default from the left list and
click Add.

5. Complete the User Desktop Options page. Select the four checkboxes.
6. Complete the Item Delivery page as shown in Figure 8-16.
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Modify - Desktop Template Configuration ﬂ

Marme: IEontent Froducer Template

Description: |

Application Integration | Role Verification | User Desktop Options ~ Item Delivery | [rata Listsl Dest 4 I L4

™ Use data compression on download of item sets

Dnly when the requested|itern et size iz areater, thar; |250 ﬂ Kilabytes,

‘Working directories:

Action | Fath | Enable [Select Path Location] dialog | Allow uzer
Wiew Fuserprofileimydocu™14D M \Wiew Mo es

Copy Fuserprofilei\mydocu~14DMYCopy Mo es
Checkout  Zuzerprofilei\mpdocu™15\DMAYCheckout | Mo es

| | i
Path: I ety

[™ Enable [Select Path Location] dislog
[~ Allow user preference control
™ Clear view temp on library exit

MOTE: Environment wariables are supported [i.e. %5ystemBooti] az part of the path.

ak I Apply J Cancel |

Figure 8-16 Desktop Template Configuration window - Item Delivery tab

7. Complete the Messaging page. Uncheck the Display desktop messaging
windows option.

Click OK to save the template.

Expand the Content Producers Template. Select groups. Click the Add icon
in the Designer title bar and select the followings groups:

— grpSales

— grpMarketing
— grpServices
— grpFinancial
— grpManager

Create Viewers Template
Click the Add icon in the Designer title bar and do the following:

1. Set Name to Viewers Template.

2. Click the Menu Interface tab and complete the Menu Interface page. Set
top to TopToolbarViewer.

Chapter 8. Basic Document Manager implementation 269



3. Complete the View Templates page. Select Default view from the left list
and click Add.

4. Complete the Search Templates page. Select Default from the left list and
click Add.

5. Complete the User Desktop Options page. Select the fourth check box.

6. Complete the Messaging page. Uncheck the Display desktop messaging
windows option.

7. Click OK to save the template.

8. Expand Viewers Template. Select groups. Click the Add icon in the Designer
title bar and select the following groups:

— grpViewers

Test your system: Document Manager menus and templates

Now you can log on to Document Manager Desktop and test the following
functions:

» Log on with ursViewer and navigate the desktop. Check menus and toolbars.
» Log on with ursManager and navigate the desktop to find out the differences
between the usrViewer desktop and the usrManager desktop.

Note: If you cannot see the changes in your system, check if the DM Cache
server is up and running. You can try stopping the DM Cache, restarting the
DM Cache, and logging in again in the Document Manager Desktop.

8.2.6 Proposal objects

ZXY Technologies has three departments that use proposals and need a
different life cycle for each one. For this reason, we create three classes:

» Sales Proposals
» Services Proposals
» Marketing Proposals

All three classes have almost the same configuration. The main difference is the
groups that use each one.

Here we describe only the Sales Proposals object. The views, search, and item
numbering creations are common to all proposals. You have to repeat the
procedure for the rest of the objects.

The following steps comprise the tasks required to complete this exercise:

1. “Create actions and dialogs” on page 271
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“Create views” on page 277

“Create CVL lists and links” on page 279

“Create searches” on page 281

“Create item numbering” on page 283

“Create Sales Proposal document class” on page 283

ook wN

Create actions and dialogs

ZXY Technologies needs Add, Modify, Checkin, and Revise dialogs. The Add
dialog box is displayed to the user when the user tries to add a new Sales
Proposal document in the system. The Modify dialog box is displayed to the user
when the user tries to modify an existing Sales Proposal document in the
system.

The following steps comprise the tasks required to complete this exercise:

1. “Create Sales Proposal - Add dialog” on page 271

2. “Create Sales Proposal - Modify dialog” on page 274
3. “Create Proposal Checkin dialog” on page 275

4. “Create Proposal - Revise dialog” on page 276

In the Designer, open Global - [Administrator] as before, open Desktop, and
then click Actions and Dialogs to select it.

Create Sales Proposal - Add dialog

Click the New icon in the Designer title bar. The New - Action and Dialog
Configuration windows open. Perform the following steps:

1. Set the Name to Sales Proposal - Add.
2. Click the Dialog tab. On the Dialog page:

a. Select Display dialog to user.
b. Set the Width to 700.
c. Set the Height to 600.

3. Click the Top Section tab and populate the Top Section page as shown in
Figure 8-17.
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Modify - Action and Dialog Configuration ﬂ

Narne: ISaIes Propozal - &dd
Type: Add s
Description:

Dialog | Dptionsl

[V Display dialog to user

General  Top Section | Bottam Sectionl

[V Show control group bos Label: IHequired

Mumber of calumns: |1 3:

Froperty | Label | Contral Type | Fequ Add...

Customer Name Customer Name E dit e o

Customer Mumnber Customer Mumnber Edit res s

Fequest for Propozal Mumber - Request for Propozal Mumber | Edit Yes Dele

Proposzal Subject Proposzal Subject Edit Yes

Create Date Create Date Date or Time  Yes lp
[,

1| | i

Preview... |

Apply Cancel |

Figure 8-17 Sales Proposal - Add Dialog Configuration window - Top Section

Note: Be sure to assign Create Date control type to Date or Time. This
will display a calendar to easily assign the date.

4. Click the Bottom Section tab to populate the Bottom Section page as
shown in Figure 8-18.
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Modify - Action and Dialog Configuration

Narne: ISaIes Propozal - &dd
Type: Add s
Description:

Dialog | Dptionsl

[V Display dialog to user

Generall Top Section  Bottom Section |

¥ Show control group box Label IDptionaIs

Mumber of calumns: |2 3:

Froperty | Label | Contral Type| Hequired| Multi-v alued Add...
Authar Authar Edit Mo Mo o
Patencial Revenue | Potencial Revenue | Edit Mo Mo s
Delivery Date Delivery Date Date or Time Mo Mo Dele
CustomerE b ail CustomerE b ail Edit Mo Mo

Up

[,
Preview... |

0k | Apply | Cancel |

Figure 8-18 Sales Proposal - Add Dialog Configuration window - Bottom Section

Note: Be sure to assign the Delivery Date control type to Date or Time.
This will display a calendar to easily assign the date.

5. Click the Options tab and configure the Options page with the options listed

in Table 8-13.

Table 8-13 Sales Proposal - Add action options

Option Value
Content index Yes
Content index - Display Dialog Option Yes
Keep local copy Yes
Keep local copy - Display Dialog Option Yes
Add to folder - Display Dialog Option Yes
Apply unique item numbering Yes
Promp to check out after add Yes
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6. Click Preview. This should display a preview of the dialog. You can change
the windows’ Width and Height if you want to modify their dimensions.

7. Click OK to save the changes.

8. Under Sales Proposal - Add, expand Group. Click the New icon in the
Designer title bar. Add the group:

— grpSales

Create Sales Proposal - Modify dialog

Click the New icon in the Designer title bar. The New - Action and Dialog
Configuration window opens. Perform the following steps:

1. Setthe Name to Sales Proposal - Modify.
2. Click the Dialog tab and on the Dialog page:

a. Select Display dialog to user.
b. Set the Width to 700.
c. Set the Height to 450.

3. Click on the Top Section tab and populate the Top Section page as shown
in Figure 8-19.

Modify - Action and Dialog Configuraktion ‘ ll

Hame: ISaIes Fropozal - Modi

Type: | Madify

Description: |

Dialog ] Dptionsl
v Display dialog to user

General  Top Section i Bottam Sectionl

[~ Show control group bos | l

Mumber of calurmns: |1 3:
Froperty | Label | Contral T_l,lpe| Hequired| Multi-v alued Add...
Title Title Edit Mo Mo Pronerties.
Fropozal Mumber | Proposal Mumber  Edit Mo Mo p—
Customer Mame  Customer Mame  Edit Mo Mo Delete
Customer Mumber  Customer Mumber | Edit Mo Mo
CustomerE b ail CuztomerE b ail Edit Mo Mo lp
Proposal Subject | Proposal Subject | Edit Mo Mo

Doy

QK I Apply | Cancel |

Figure 8-19 Sales Proposal - Modify Dialog Configuration window - Top Section
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4. Click on the Bottom Section tab and populate the Bottom Section page as
shown in Figure 8-20.

Modify - Action and Dialog Configuration ﬂ
Hame: ISaIes Fropozal - Modify
Type: [raodity |
Description:
Dialog | Dptionsl
[V Display dialog to user
Generall Top Section  Bottom Section |
[~ Show control group bos Labef: I
Mumber of calumns: |2 3:
Froperty | Label | Contral Type | Fequired | ki alued | Add...
Authar Authar Edit Mo Mo Propeties
Patencial Revenue | Potencial Revenue | Edit Mo Mo | rrapsriss. |
Create Date Create Date Date or Time | Mo Mo D
Delivery Date Delivery Date Date or Time Mo Mo
Preview... |
QK | Apply | Cancel |

Figure 8-20 Sales Proposal - Modify Dialog Configuration window

5.

Click on the Options tab and Configure the Options page. Set Refresh

desktop to Yes.

6. Click OK to save the changes.

7. Under Sales Proposal - Add, expand Group. Click the New icon in the

Create Proposal Checkin dialog

Designer title bar. Add the groups:

— grpSales
— grpFinancials
— grpManagers

Select Checkin action and click the Copy icon in the Designer title bar. Perform
the following steps:

1.

Set name to Proposal Checkin.

2. Click the Options tab and configure the Options page.

a. Set Process Transition command to Yes.
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3. Click OK to save the changes.

4. Under Sales Proposal - Add, expand Group. Click the New icon in the
Designer title bar. Add the groups:

— grpSales
— grpFinancials
— grpManagers

Create Proposal - Revise dialog
Click the New icon in the Designer title bar. Perform the following steps:
1. Setthe Name to Proposal - Revise.

2. Click the Top Section tab and populate the Top Section page as shown in
Figure 8-21.

Modify - Action and Dialog Configuration ﬁ

Hame: IProposaI - Revise
Type: IF!evise—T_|
Description:

Dialog | Dptionsl

[V Display dialog to user

General  Top Section l Bottam Sectionl

[~ Show control group bos I

Mumber of calumns: 12 5:

| Froperty Label | Contral T_l,lpe| Hequired| Multi-v alued | Add...
1o |ect | Propozal Subject Ve E—
Delete
Up
Down

Freview... |

QK I Apply | Cancel |

Figure 8-21 Proposal - Revise Dialog Configuration window

3. Click the Options tab and configure the Options page with the options listed
in Table 8-14.
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Table 8-14 Proposal - Revise action options

Options Values
Apply secondary revision numbering Yes
Revise single children of same or Yes

non-controlled class

Copy single children profile information Yes

Copy item markups to new revision Yes

4. Click OK to save the changes.

Create views

We need to create a view to display all the Proposal properties to the user. We
need to add all the properties we associated with the CustomerData item type
related with Proposals.

In the Designer, open Global - [Administrator] as before, open Desktop, and
then click Views to select it.

Create Proposal View

Click the New icon in the Designer title bar. The New View Configuration window
opens. Perform the following steps:

1. Select General tab. On the General page:
Enter Proposal View in the Name field.
2. Select Display tab. On the Select page:

There is a list in the left panel of the Library Properties for the system.
Select the properties as shown in Figure 8-22 and add them to the Selected
Properties panel on the right of the dialog.
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x
Hame: IProposaI Wiew
Description: |
General  Display |

Library Properties - Selected Properties

ACL Code Clasz

Authar State

Checked Out | Propogal Mumber

Checked Out By Customer Mame

Clasz Customer Mumnber

Complete Query Sting Add > | Proposzal Subject

Create Date Fequest for Propozal Mumber

Created < Remaove | Patencial Revenue

Created By Author

Customer Mame Create Date

Customer Mumber Delivery Date

CustomerE b ail Revision

Cate IsRecord

[ ate Received

Neliver Nate i

_'l_I Kl | ol
Up J Down J
Advanced... |
QK. | Apply 1 Cancel |

Figure 8-22 Proposal View Configuration window

3. Click Advanced. Select the Display Settings tab:

a. Select Display background highlighting.

b. Select Display Item of Record image.

4. Click Advanced. Select the Display Filters tab:

a. Select Class from the Property drop-down list.
Select Not equal from the Operator drop-down list.
Enter Correspondence in the Value field.

Click Add to save the selection.
Select Class from the Property drop-down list.

- 0o a0 T

Select Not equal from the Operator drop-down list.
Enter RFP in the Value field.
h. Click Add to save the selection.

@

5. Click OK to save your changes.
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Create CVL lists and links
You need to create in the design a CVL List and a CVL Link to use for the

Proposal Search. This list will display a predefined option list in the search dialog
box for the user.

The following steps comprise the tasks required to complete this exercise.

1. “Create Proposals CVL list” on page 279

2. “Create Proposals Link” on page 280

In the Designer, open Global - [Administrator] as before, open Desktop, and
open CVLs.

Create Proposals CVL list

Select Lists and click the New icon in the Designer title bar. The New - CVL
Configuration window should open. Perform the following steps:

1. In the Name field, type Proposals.
2. In the Type pick-list, select Standard.
3. Add the values as shown in Figure 8-23:

— Sales Proposal
— Service Proposal
— Marketing Proposal
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Modify - C¥L Configuration =

Mame: IProposaIs

Type:
Description:

[ &llow blark walue

—E |
General —l

Value | Mew value:

Salesz Proposal |
Service Proposal I Add

Marketing P |
arketing Proposal Impart....

i

Export...

lp | [elete |

Doy | Sort |

QK I Apply | Cancel

Figure 8-23 Proposals CVL Configuration window

4. Click OK to save your changes.

Create Proposals Link

Select Links and click the New icon in the Designer title bar. The New - CVL
Configuration window should open. Perform the following steps:

1. In the Name field, type Proposals Link.
2. In the Property drop-down list, select Class.
3. In the CVL name drop-down list, select Proposal.

It should look like Figure 8-24.
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New - C¥L Link Configuration =

Hame: IProposaIs Link
Description:
Fraperty: I Class j
— Parent
& Mone
C Propetty [0 Code | |

ParentVaIue| L Name| Default Yalue |

Dele

Up

adE

Farent v alue: I

CWL name:

I Fropozals

=l
Default value: I j

QK | Apply Cancel

Figure 8-24 Proposals Link Configuration window

4. Click OK to save your changes.

Create searches

For the ZXY Technologies proposal, we define an unique Proposal Search that
the three departments share. You only create this object once.

In the Designer, open Global - [Administrator] as before, open Desktop, and
then click Searches to select it.

Create Proposal search

Click the New icon in the Designer title bar. The New Search Configuration
window should open. Perform the following steps:

1. Click the Properties tab and complete the Properties page section:
a. In the Name field, type Proposal.
b. Select the Save Search, Clear Search, and Load Search options.
2. Select the Properties tab:
a. Add the properties listed in Table 8-15.
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Table 8-15 Proposal search properties

Property Control Type Default Operator
Class Drop Down Equal
Customer Name Edit Contains
Customer Number Edit Contains
Proposal Number Edit Contains
Request for Proposal Edit Ignore
Number

Create Date Date Ignore
Delivery Date Date Ignore
Potential Revenue Edit Ignore
Author Edit Ignore

Figure 8-25 shows an example of Search Configuration window.

Modify - Search Configuration

A

x|

M ame:

IEorrespondence

Description:

General Properties l Library]

¥ &llows document content ssarching

[~ Show control group bos Labef: I
MHumnber of columns: 1 3:
Property Label | Control Type| Default | Add...
Clazs Clazz Dropdown = [Equal -

ehdail Track Mumber ehdail Track Mumber Edit = [Equal Froperties...
Customer Mame Customer Mame Edit Coritain:

Customer Mumber Customer Mumber Edit Contain: Delete |
From From Edit Coritain:

To To Edit Coritain:
Mail Subject Mail Subject Edit lgnore
Fiequest for Propozal Mumber - Request for Propozal Mumber | Edit lgnore Dawn |
[rate Received [rate Received Date or Time | |gnore
4 | i

 Preview... | ok | Ak | cancel

Figure 8-25 Search Configuration window

3. Click the Library tab and Complete the Library page.
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a. Click Add. Select CustomerData item type from the list.
4. Preview the dialog and then close it.
5. Click OK to post the search configuration to the repository.

6. Add CVL Link: It will populate the Class drop-down list with the three kinds of

Proposal Documents.

a. Select the Proposal Link you created in previous step.
b. Drag it over CVL Link under Proposal Search.

If you preview again, now the Search looks like Figure 8-26.

i IBM DB2 Document Manager Search 1t
Search: I j gt ]

General | Document Eontentl Libraryl

Class

j J= [Equalz) _'_i
Sale Proposzal
Service Propozal -
Marketing Propogal IEontalns 'l

Figure 8-26 Proposal Search window

Create item numbering

For the ZXY Technologies proposal, we define a unique Proposal Number that is

shared by the three departments. You only create this object once.

In the Designer, open Global - [Administrator] as before, open Desktop, and

then click ltem Numbering to select it.

Create Proposal Number item numbering

Click the New icon in the Designer title bar. The New - tem Numbering
Configuration window should open. Perform the following steps:

1. In the Name field, type Proposal Number.

2. Click the Numbering tab and Complete the Numbering page:
a. Select Numeric from the Numbering scheme drop-down list.
b. Select 5- 0000x from the Format drop-down list.

3. You do not have to complete the Lock Info tab. This is only for information

about which number is the last one created and who created it.
4. Click OK to save the changes.

Create Sales Proposal document class
You need to create the Sales Proposal controlled class.
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In the Designer, open Global - [Administrator] as before, open Desktop, open
Item Type, and open CustomerData item type. Select Classes and click the
New icon in the Designer title bar.

Create Sales Proposal controlled class
Perform the following steps:

1. Populate the top section of the window:
a. Inthe Name field, type Sales Proposal.
b. In the Type pick-list, select Controlled.

2. Click the Triggers tab and complete the Triggers page as shown in
Figure 8-27.

Modify - Class Configuration x|

Mame: |Sales Fropozal

Type: Controlled

Description:

General Triggers | Propertiesl F'Iug-insl Mumbering | Revizsioning | Fecords Management
V' Maintain Lifecycle transaction history

™ Process action-based plugin

™ Prevert user action if a pending Lifecycle transition tigger esists in the process queue

Submit trigger for events:

[V Transition V' Checkin I Markup added

v Add IV Library Update I Fint

¥ Reviss v Checkout [T Rendition

V' Muodify properties v View IV Record Management
[T Motification v Dielete

QK I Apply | Cancel

Figure 8-27 Sales Proposal Class Configuration window

3. Click the Properties tab and complete the Properties page:
a. Select Proposal Number from the Property drop-down list.
b. Select the Require entry check box.
c. Click Add.
d. Select Revision from the Property drop-down list.
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e. Select the Revision Property check box.
f. Click Add.

4. Click the Numbering tab and complete the Numbering page:
a. Select Proposal Number from the Property drop-down list.

b. Select Proposal Number from the Numbering Configuration drop-down
list.

5. Click the Revisioning tab and complete the Revisioning page:
a. Select Numeric from the primary Numeric scheme drop-down list.
b. Select Alpha from the secondary Numeric scheme drop-down list.
6. Click OK to save your entries to the system.

Associate actions and dialogs

Expand the Sales Proposal class. You will see the folder Actions and Dialogs.
Perform the following steps:

1. Go to Desktop — Actions and Dialogs, and select Sales Proposal - Add
dialog.

2. Drag it to the Actions and Dialogs folder under Sales Proposal class.

3. Repeat the procedure for Sales Proposal - Modify dialog and Proposal -
Revision dialog.

It should look like Figure 8-28.

E-B Sales Praposal
i 7 States
= Actions and Dialogs

3. B Proposal - Checkin
(-0, Proposal - Fevise

: 04 Sales Proposal - Add
0 Sales Proposal - Modify
7 Mew ltem Templates

533 Lifecycle kap

Figure 8-28 Sales Proposal class actions and dialogs

Complete Desktop template with Proposal objects

You need to configure the Default Template with the Views and Search you have
just created for Sales Proposal class.

In the Designer, open Global - [Administrator] as before, open Desktop, and

then click Desktop template to select it. You need to modify the templates
defined.
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Follow these steps:

1. Select Content Producers Template. Click the Modify icon in the Designer
title bar.

2. Select the View Template Tab.
a. Add Proposal View and Detailed Proposal View to the right list.
3. Select Search Template Tab.
b. Add Proposal search to the right list.
4. Click OK to save your entries to the system.
5. Apply the same changes to Admin Template and Viewers Template.

Test your system: Sales Proposal class
Now you can log on to the Document Manager Desktop as usrSale and test the
following Sales Proposal class functionality:

» Add documents, using Item Numbering for Proposal Number.
Search documents, using a CVL list for class selection.

Use different Views for the search return.

Open and Modify documents.

vYyy

Note: If you cannot see the changes in your system, please check if the DM
Cache server is up and running. You can try stopping the DM Cache server,
restarting the DM Cache server, and logging in again in the Document
Manager Desktop.

8.2.7 Proposal life cycle objects

You have created all the Sales Proposal-related objects. Now you have to create
all the life cycle-related objects and define the life cycle for the class.

The following steps comprise the tasks required to complete this exercise.

1. “Create roles” on page 286
2. “Create document states” on page 290
3. “Configure document lifecycle map” on page 294

Create roles

For the ZXY Technologies, we create four roles to use in the Sales Proposal.
These roles are shared between the three Proposal Documents. You need to do
this only once. Each role represents which right has a group of users over a state
of the document. Once you create the roles, we will assign the roles to the
corresponding states.
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The following steps comprise the tasks required to complete this exercise.

1. “Create Creators role” on page 287
2. “Create Reviewers role” on page 288
3. “Create Approvers role” on page 288
4. “Create Creators role” on page 287

In the Designer, open Global - [Administrator] as before, open Desktop, and
then click Roles to select it.

Create Creators role
To create the Creator role, do the following:

1. In the Name field, type Creators.

2. In the General panel, set the option as shown in Figure 8-29:

New - Role Configuration |
Name: IEreators
Description:
— General — —
IV fdd ltems I Fint
¥ Checkout ¥ Trarsition
v Copy v iew
™ Revise ltems v Markup

v Muodify Properties

QK I Apply | Cancel

Figure 8-29 Creators Role Configuration window

3. Click OK to save your entries to the system.
4. Expand the role, select Groups, and add the following:

— grpSales
— grpConsultants
— grpMarketing

Chapter 8. Basic Document Manager implementation 287



Create Reviewers role
To create the Reviewers role, do the following:

1. In the Name field, type Reviewers.
2. In the General panel, set the option as shown in Figure 8-30.

x
Name: IViewers
Description:

™ Add ltems I Pint

[T Checkout [T Trarsition

[ Copy v View

™ Revise ltems [~ Markup

™ Muodify Properties

Q. l Apply J Cancel

Figure 8-30 Reviewers Role Configuration window

3. Click OK to save your entries to the system.

4. Expand the role, select Groups, and add the following:
— grpFinancials
— grpManagers

Create Approvers role
To create the Approvers role, do the following:

1. In the Name field, type Approvers.
2. In the General panel, set the option as shown in Figure 8-31.
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Modify - Role Configuration =

Hame: IApprovers

Description: |
™ Add ltems I Pint —|
¥ Checkaout ¥ Transition |
[ Copy v View

V' Revise tems v Markup
™ Muodify Properties ‘

QK. | Apply ‘ Cancel

Figure 8-31 Approvers Role Configuration window

3. Click OK to save your entries to the system.
4. Expand the role, select Groups, and add the following:
— grpManagers
Create Viewers role
To create the Viewers role, do the following:
1. In the Name field, type Viewers.
2. In the General panel, set the option as shown in Figure 8-32.
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New - Role Configuration =

Name: IHeviewers

Description:
™ Add ltems I Pint —|
¥ Checkaout ¥ Transition |
[ Copy v View

™ Revise ltems v Markup
v Muodify Properties ‘

QK. | Apply 1 Cancel

Figure 8-32 Viewers Role Configuration window

3. Click OK to save your entries to the system.
4. Expand the role, select Groups, and add the following:

— grpViewers

— grpSales

— grpMarketing
— grpServices
— grpManager
— grpFinancials

Create document states

For the ZXY Technologies Proposal classes, we create five states. Each state
represents a step inside a class life cycle. You configure the states’ functionality
and associated roles.

The following steps comprise the tasks required to complete this exercise:

“Create Draft state” on page 291
“Create Review state” on page 291
“Create Approval state” on page 292
“Create Superceded state” on page 292
“Create Orphaned state” on page 292

akrwN~

290 IBM DB2 Document Manager with IBM Records Manager Solution Guide



6.
7.
8.

“Create Issued state” on page 293
“Create PDF state” on page 293
“Associate Sales Proposal states with the class” on page 293

In the Designer, open Global - [Administrator] as before, open Desktop, and
then click States to select it. Click the New icon in the Designer title bar.

Create Draft state
To create the Draft state, do the following:

1.

Populate the top section of the window.

a. Inthe Name field, type Draft.

b. Select Active from the drop-down list associated with the Type field.
c. Leave unchecked all of the actions on the Actions tab.

. Select Security tab. Check the following two options:

— Items can be added as this state.
— New revisions can be created as this state.

. Click OK to save your entries to the system.

Note that a new folder named Draft is created beneath the States folder.
Expand Draft. You will see the folder Roles.

Go to Desktop — Roles, and drag the following roles to the Roles folder
under Draft state:

— Creators
— Viewers

Create Review state
To create the Review state, do the following:

1.

Populate the top section of the window.

a. In the Name field, type Review.

b. Select Active from the drop-down list associated with the Type field.

c. Leave unchecked all of the actions on the Actions tab and Security tab.

2. Click OK to save your entries to the system.

3. Expand Review. You will see the folder Roles.

Go to Desktop — Roles, and drag the following roles to the Roles folder
under Review state:

— Reviewers
— Viewers
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Create Approval state
To create the Approval state, do the following:

1. Populate the top section of the window.

a. Inthe Name field, type Approval.

b. Select Active from the drop-down list associated with the Type field.

c. Leave unchecked all of the actions on the Actions tab and Security tab.
2. Click OK to save your entries to the system.
3. Expand Approval. You will see the folder Roles.

Go to Desktop — Roles, and drag the following roles to the Roles folder
under Approval state:

— Approvers
— Viewers

Create Superceded state
To create the Superceded state, do the following:

1. Populate the top section of the window.
a. In the Name field, type Superceded.
b. Select Inactive from the drop-down list associated with the Type field.
c. Leave unchecked all of the actions on the Actions tab and Security tab.
2. Click OK to save your entries to the system.
3. Expand Superceded. You will see the folder Roles.

Go to Desktop — Roles, and drag the following roles to the Roles folder
under Superceded state:

— Viewers

Create Orphaned state
To create the Orphaned state, do the following:

1. Populate the top section of the window.
a. Inthe Name field, type Orphaned.
b. Select Inactive from the drop-down list associated with the Type field.
c. Leave unchecked all of the actions on the Actions tab and Security tab.
2. Click OK to save your entries to the system.
3. Expand Orphaned. You will see the folder Roles.
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Go to Desktop — Roles, and drag the following roles to the Roles folder
under Orphaned state:

— Viewers

Create Issued state
To create the Issued state, do the following:

1. Populate the top section of the window.

a. Inthe Name field, type Issued.

b. Select Issued from the drop-down list associated with the Type field.
2. Select Transition tab.

a. Check the option Transition previous revision in state to and select
Superceded from the drop-down list.

3. Leave unchecked all of the actions on Security tab.
4. Click OK to save your entries to the system.
5. Expand Issued. You will see the folder Roles.

Go to Desktop — Roles, and drag the following roles to the Roles folder
under Issued state:

— Viewers

Create PDF state
To create the PDF state, do the following:

1. Populate the top section of the window.
a. In the Name field, type PDF.
b. Select Inactive from the drop-down list associated with the Type field.
c. Leave unchecked all of the actions on the Actions tab and Security tab.
2. Click OK to save your entries to the system.
3. Expand PDF. You will see the folder Roles.

Go to Desktop — Roles, and drag the following roles to the Roles folder
under Issued state:

— Viewers

Associate Sales Proposal states with the class

Expand the Sales Proposal class. You will see the folder States. Do the
following:

1. Go to Desktop — States, and select Draft state.
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2. Drag it to the States folder under the Sales Proposal class.
3. Repeat the procedure for the other Sales Proposal states.

It should looks like Figure 8-33:

,_:_|L'|‘_-|. 5 033
=2 States
[]---_L_|’_'|: Approval

[]---_L_|’_'|: Diraft

[]---_L_|’_'|: lzzued

-0, Orphaned

[]...E FOF

[]---_L_|’_'|: Review

-0, Superceded

=73 Actions and Dialogs

[]---_L_|’_'|: Propozal - Checkin
[]---_L_|’_'|: Proposal - Revize
-0, Sales Proposal - Add
-0, Sales Proposal - Modif
-7 Mew ltem Templates

----- E:’ Lifecycle Map

----- O ML Structure

Figure 8-33 Sales Proposal states

4. Expand Draft state, expand Roles, expand Creators, and expand Groups.

5. Leave only grpSales in the list. Delete grpMarketing and grpServices. It
should look like Figure 8-34:

-0, Sales Proposal
B States

-0 GRPSALES

: 7 Users
- iewers

Figure 8-34 Sales Proposal class roles configuration

Configure document lifecycle map

You have associated all the states with the class. Now you configure the life
cycle with the correct order through which a document passes.

In the Designer, open Global - [Administrator] as before, open Desktop, open
Item Type, open CustomerData, open Sales Proposal, and then click
Lifecycle Map to select it. Perform the following steps:

1. Click the Modify icon in the Designer title bar.
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2. You have to move the object like Figure 8-35 but without the arrows. We will
add them later.
oix

Map | Graphicsl Dptionsl Authorsl

(N

L« FReview |

L« Approval |—‘
|szued

Orphaned Superceded FOF

————

Apply [one

Figure 8-35 Sales Proposal Lifecycle Map window

3.

Select the Draft state, right-click, and select Add route. An arrow will appear
from Draft as origin and you have to click over Review to mark the
destination. The New - Iltem Lifecycle Route windows open.

a. Select the Participants tab.
b. Assign the Creators role to the Assigned list in the right.
c. Click Apply to save the changes. Click Done to close the windows.

Select the Review state, right-click and select Add route. An arrow will
appear from Review as origin and you have to click over Approve to mark
the destination. The New - Item Lifecycle Route windows open.

a. Select Participants tab.
b. Assign Reviewers role to the Assigned list in the right.
c. Click Apply to save the changes. Click Done to close the window.

Select Review state, right-click, and select Add route. An arrow will appear
from Review as origin and you have to click over Draft to mark the
destination. The New - Item Lifecycle Route window opens.
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Select Graphics tab. Select Color to Red.
Select Participants tab.
Assign Reviewers role to the Assigned list in the right.

© T o W

Click Apply to save the changes. Click Done to close the window.

6. Select Approve state, right-click and select Add route. An arrow will appear
from Approve as origin and you have to click over Approve to mark the
destination. The New - Item Lifecycle Route window opens.

a. Select Participants tab.

b. Assign Approvers role to the Assigned list in the right.

c. Click Apply to save the changes. Click Done to close the window.
7. Select Graphic tab. Change Current state text color to Red.
8. Click Apply to save the changes. Click Done to close the window.

Test your system: Sales Proposal life cycle

Now you can log on to the Document Manager Desktop as usrSale and test the
following Sales Proposal class functionality:

» Add documents.
» Route the documents through the life cycle.

Note: If you cannot see the changes in your system, please check if the DM
Cache server is up and running. You can try stopping the DM Cache server,
restarting DM Cache server, and logging in again in the Document Manager
Desktop.

Note: The DM Lifecycle service must be up and running to route a document
through the life cycle.

8.2.8 Correspondence objects

In this section, we describe the Correspondence objects’ design and the
procedures to create them.

The following steps comprise the tasks required to complete this exercise:

“Create actions and dialogs” on page 297

“Create views” on page 301

“Create CVL lists and links” on page 302

“Create searches” on page 303

“Create item numbering” on page 305

“Create correspondence document class” on page 305

2
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Create actions and dialogs

ZXY Technologies needs the Add Correspondence and Modify Correspondence
dialogs. The Add dialog box will be displayed to the user when the user tries to
add a new Correspondence document in the system. The Modify dialog box will
be displayed to the user when the user tries to modify an existing
Correspondence document in the system.

The following steps comprise the tasks required to complete this exercise.

1. “Create Correspondence - Add dialog” on page 297

2. “Create Correspondence - Modify dialog” on page 300

In the Designer, open Global - [Administrator] as before, open the Desktop,
and then click Actions and Dialogs to select it.

Create Correspondence - Add dialog

Click the New icon in the Designer title bar. The New - Action and Dialog
Configuration window opens. Perform the following steps:

1. Set the Name to Correspondence - Add.

1. In the Dialog tab, complete on the Dialog page:
a. Select the Display dialog to user option.
b. Set the Width to 700.
c. Set the Height to 500.

2. Click the Top Section tab and populate the Top Section page as shown in
Figure 8-36.
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Modify - Action and Dialog Configuration ﬂ

Hame: IEorrespondance - &dd
Type: Add h
Description: |

Dialog | Dptionsl

[V Display dialog to user

General  Top Section | Bottam Sectionl

[V Show control group bos Label: IHequired

Mumber of calumns: |1 3:

Froperty | Label | Contral Type| Hequired| Multi-v alued Add...

Customer Mame  Customer Mame  Edit es Mo P i

Customer Mumber = Customer Mumber | Edit es Mo Heel IES_I"'

From From Edit es Mo Delete

To To Edit es Mo

Date Received Date Received Date or Time  Yes Mo Up
Down

Preview... |

Apply Cancel |

Figure 8-36 Correspondence: Top Section of Add Dialog Configuration

3. Click the Bottom Section tab and populate the Bottom Section page as
shown in Figure 8-37.
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Modify - Action and Dialog Configuration ﬂ

Hame: IEorrespondance - &dd
Type: Add h
Description:

Dialog | Dptionsl

[V Display dialog to user

Generall Top Section  Bottom Section |

[V Show control group bos Label: IDptionaI

Mumber of calumns: |2 3:

Froperty | Label | Contral T_l,lpe| Fequ Add...
Fequest for Propozal Mumber - Request for Propozal Mumber | Edit Mo .
Mail Subject Mail Subject Edit Mo
Dele
Up
[,
4] | i

Preview... |

0k | Apply | Cancel |

Figure 8-37 Correspondence: Bottom Section of Add Dialog Configuration

4. Click the Options tab and configure the Options page with the options listed
in Table 8-16:

Table 8-16 Correspondence - Add action options

Option Value
Content index Yes
Content index - Display Dialog Option Yes
Keep local copy Yes

Keep local copy - Display Dialog Option Yes

Add to folder - Display Dialog Option Yes

Apply unique item numbering Yes

5. Click Preview. This displays a preview of the dialog. You can change the
window’s Width and Height option if you want to modify the dimensions.

6. Click OK to save the changes.
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7. Under Correspondence - Add, expand Group. Click the New icon in the
Designer title bar. Add the groups:

— grpSales
— grpServices
— grpMarketing

Create Correspondence - Modify dialog

Click the New icon in the Designer title bar. The New - Action and Dialog
Configuration window opens. Perform the following steps:

1. Set the Name to Correspondence - Modify.
2. In the Dialog tab, on the Dialog page:
a. Select the Display dialog to user option.
b. Set the Width to 700.
c. Set the Height to 450.

3. Click the Top Section tab and populate the Top Section page as shown in
Figure 8-38. Attributes eMailTrackNumber and Proposal Number must be

Disabled.
Modify - Action and Dialog Configuration ‘ ‘ ﬂ
Name: IEorrespondance Tify
Type: [raodity
Description:
Dialog | Dptions]
[V Display dislog to user
General  Top Section l Bottam Sectionl
[~ Show control group bos Labef: I
Mumber of colurmns: |1 3:
Froperty | Label | Contral Type | R~ Add...
ebdail Track Mumber ebail Track Mumber Edit M P ;
Cusztomer Mame Customer Mame Edit M | rrapsrEs. |
Cusztomer Murnber Customer Mumnber Edit M Delete
From From Edit M
To To Edit N_ lp
D ate Received [ ate Received Date or Time | M
Request for Proposal Mumber | Request for Proposal Mumber | Edit N Doawn
«| | »
Preview... |
QK | Apply | Cancel |

Figure 8-38 Correspondence: Top Section of Modify Dialog Configuration
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4. Click the Options tab and configure the Options page. Set Refresh desktop
to yes.

5. Click OK to save the changes.

6. Under Correspondence - Modify, expand Group. Click the New icon in the
Designer title bar. Add the groups:

— grpSales
— grpServices
— grpMarketing

Create views

For ZXY Technologies, you create only one view that shows all the
Correspondence properties to the user.

In the Designer, open Global - [Administrator] as before, open Desktop, and
then click Views to select it.

Create Correspondence View

Click the Add icon in the Designer title bar. The New View Configuration window
opens. Perform the following steps:

1. Click the General tab and on the General page:
a. Enter Correspondence View in the Name field.
2. Click the Display tab and on the Display page:

In the left panel is a list of the Library Properties for the system. Select the
properties as shown in Figure 8-39 and add them to the Selected Properties
panel on the right of the dialog.

Chapter 8. Basic Document Manager implementation 301
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Last Modified From
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Mail Subject Mail Subject
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Patencial Revenue
Froperties
Propogal Mumber
Proposzal Subject
Puhlic Search Flan i
R IS _>l_I ki [
Up I Down J
QK. | Apply 1 Cancel |

Figure 8-39 Correspondence View Configuration window

3. Click Advanced. Select Display Filters tab.
a. Select Class from the Property drop-down list.
b. Select Equal from the Operator drop-down list.
c. Enter Correspondence in the Value field.
d. Click Add to save the selection.

4. Click OK to save your changes.

Create CVL lists and links
You must create in the design a CVL list and a CVL link to use for the

Correspondence Search. This list displays a predefined option list in the search
dialog box for the user.

The following steps comprise the tasks required to complete this exercise.

1. “Create Correspondence CVL list” on page 303

2. “Create Correspondence Link” on page 303

In the Designer, open Global - [Administrator] as before, open Desktop, and
open CVLs.
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Create Correspondence CVL list

Select Lists and click the New icon in the Designer title bar. The New - CVL
Configuration window opens. Perform the following steps:

1.
2.
3.

4.

In the Name field, type Correspondence.
In the Type pick-list, select Standard.
Add the value:

— Correspondence

Click OK to save your changes.

Create Correspondence Link

Select Links and click the New icon in the Designer title bar. The New - CVL

Configuration window opens. Perform the following steps:

1.

o~ 0N

In the Name field, type Correspondence Link.

Set Property drop-down list to Class.

Set CVL name drop-down list to Correspondence.
Set Default Value drop-down list to Correspondence.
Click OK to save your changes.

Create searches

In the Designer, open Global - [Administrator] as before, open the Desktop,
and then click Searches to select it.

Create Correspondence search

Click the New icon in the Designer title bar. The New Search Configuration
window opens. Perform the following steps:

1.

2.

Click the Properties tab and complete the Properties page:

a. Inthe Name field, type Correspondence.

b. Check the Save Search, Clear Search, and Load Search options.
Complete the Properties page.

a. Add the properties listed in Table 8-17.

Table 8-17 Correspondence search properties

Property Control Type Default Operator
Class Dropdown Equal
Customer Name Edit Contains
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Property Control Type Default Operator
Customer Number Edit Contains
eMail Track Number Edit Equal
Request for Proposal Edit Ignore
Number
From Edit Ignore
To Edit Ignore
Mail Subject Edit Ignore
Dated Received Date Ignore
It should look like Figure 8-40.

- x|

Name:  [onespondence

Description:

General Properties ] Libraryl

V' Allow document content searching

[~ Show control group bos L I
Mumber of calumns: !1 3:
Froperty | Label | Control Type| Drefault | Add... |
Clazs Claszs Drropdowin = [Equal -
ehdail Track Mumber ehdail Track Mumber Edit = [Equal Froperties...
Customer Mame Customer Mame Edit Coritain:
Customer Mumber Customer Mumber Edit Contain: Delete |
From From Edit Coritain:
To To Edit Coritain:
Mail Subject Mail Subject Edit lgnore
Fequest for Propozal Mumber - Request for Propozal Mumber | Edit lgnore Dawn |
Date Received [1ate Received Date or Time | |gnore
4 | i

Freview... | QK | Apply | Cancel |

Figure 8-40 Correspondence Search Configuration window

3. Click the Library tab and complete the Library page:

a. Click Add. Select CustomerData item type from the list.

4. Preview the dialog and then close it.

5. Click OK to post the search configuration to the repository.
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6. Add CVL Link: It will populate the Class drop-down list.
a. Select the Correspondence Link you created in previous step.
b. Drag it over CVL Link under Correspondence Search.

Create item numbering

For the ZXY Technologies proposal, we define a unique e-mail Track Number for
follow-up correspondence documents.

In the Designer, open Global - [Administrator] as before, open Desktop, and
then click Item Numbering to select it.

Create Correspondence Track Number

Click the New icon in the Designer title bar. The New - Iltem Numbering
Configuration window opens. Perform the following steps:

1. In the Name field, type Correspondence Track Number.

2. Click the Numbering tab and complete the Numbering page.
a. Select Numeric from the Numbering scheme drop-down list.
b. Select 6 - 00000x from the Format drop-down list.

3. You do not have to complete the Lock Info tab page. This is only for
information about which number is the last one created and who created it.

4. Click OK to save the changes.

Create correspondence document class
Next create the Correspondence controlled class.

In the Designer, open Global - [Administrator] as before, open Desktop, open
Item Type, and open the CustomerData item type. Select Classes and click the
New icon in the Designer title bar.

Create Correspondence controlled class
Perform the following steps:

1. Populate the top section of the window:
a. In the Name field, type Correspondence.
b. Inthe Type pick-list, select Controlled.

2. Click the Triggers tab and complete the Triggers page as shown in
Figure 8-41.
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Modify - Class Configuration =

Hame: IEorrespondence

Type: Controlled

Description:

General Triggers | Propertiesl F'Iug-insl Mumbering | Revizsioning | Fecords Management
V' Maintain Lifecycle transaction history
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™ Prevert user action if a pending Lifecycle transition trigger esists in the process queue

Submit trigger for events:

[V Transition V¥ Checkin [ Markup added

v Add [V Library Update I Pint
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Figure 8-41 Correspondence Class Configuration window

3. Click the Properties tab and complete the Properties page:
a. Select eMail Track Number from the Property drop-down list
b. Select the Require entry check box
c. Click Add
4. Click the Numbering tab and complete the Numbering page:
a. Select eMail Track Number from the Property drop-down list

b. Select Correspondence Track Number from the Numbering
Configuration drop-down list

5. Click OK to save your entries to the system

Associate actions and dialogs

Expand the Correspondence class. You will see the folder Actions and Dialogs.
Perform the following steps:

1. Goto Desktop — Actions and Dialogs, and select Correspondence - Add
dialog.

2. Drag it to the folder under Correspondence class.
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3. Repeat the procedure for Correspondence - Modify dialog.

It should look like Figure 8-42:

-8 Canespondence
© @03 States

[£5 Actions and Dialags

B Comespondence - Add
-0, Comespondence - Modify
27 Mew Item Templates

-5 Lifecycle Map
L O ML Structure

Figure 8-42 Correspondence class actions and dialogs

Complete Desktop template with Correspondence objects

Configure the Default Template with the View and Search you have just created
for Correspondence class.

In the Designer, open Global - [Administrator] as before, open Desktop, and
then click Desktop template to select it. You need to modify the templates you
have defined. Perform the following steps:

1. Select Content Producers Template. Click the Modify icon in the Designer
title bar.

2. Select the View Template Tab.
Add Correspondence View to the right list.
3. Select Search Template Tab.
Add Correspondence search to the right list.
4. Click OK to save your entries to the system.
5. Apply the same changes to Admin Template and Viewers Template.

Test your system: Correspondence class

Now you can log on to the Document Manager Desktop as usrSale and test the
following Correspondence class functionality:

Add documents, using Item Numbering for eMail Track Number.
Search documents.

Use Views for the search return.

Open and Modify documents.

vVvyyy

Note: If you cannot see the changes in your system, check if the DM Cache
server is up and running. You can try stopping the DM Cache server,
restarting the DM Cache server, and logging in again in the Document
Manager Desktop.
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8.2.9 Correspondence life cycle objects

You have created all the Correspondence-related objects. Now you have to
create all the life cycle-related objects and define the life cycle for the class.
The following steps comprise the tasks required to complete this exercise.

1. “Create document states” on page 308
2. “Configure document lifecycle map” on page 309

Create document states
For the ZXY Technologies Correspondence class, we create two states. Each

state represents a step inside a class life cycle. You will configure the states’
functionality and associated roles.
The following steps comprise the tasks required to complete this exercise.

1. “Create Incoming state” on page 308
2. “Create Outgoing state” on page 308
3. “Associate Correspondence states with the class” on page 309

In the Designer, open Global - [Administrator] as before, open the Desktop,
and then click States to select it. Click the New icon in the Designer title bar.

Create Incoming state
To create the Incoming state, do the following:

1. Populate the top section of the window.
a. Inthe Name field, type Incoming.
b. Select Issued from the drop-down list associated with the Type field.
2. Select Security tab. Check the following option:
— Iltems can be added as this state.
3. Click OK to save your entries to the system.
4. Expand Incoming. You will see the folder Roles.

Go to Desktop — Roles and drag the following roles to the Roles folder
under Incoming state:

— Creators
— Viewers

Create Outgoing state
To create the Outgoing state, do the following:

1. Populate the top section of the window.
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a. Inthe Name field, type Outgoing.

b. Select Issued from the drop-down list associated with the Type field.
2. Select Security tab. Check the following option:

— Items can be added as this state.
3. Click OK to save your entries to the system.
4. Expand Outgoing. You will see the folder Roles.

Go to Desktop — Roles and drag the following roles to the Roles folder
under Outgoing state:

— Creators
— Viewers

Associate Correspondence states with the class

Expand the Correspondence class. You will see the folder States. Do the
following:

1. Go to Desktop — States and select Incoming state.
2. Drag it to the States folder under Correspondence class.
3. Repeat the procedure for Outgoing state.

It should look like Figure 8-43:

2= Ttem Types
|-_|’_'|_ CMTestitemType
-0 CustamerData
B2 Classes
=||-_|’_'|_ Corespondence
s
-0 Incoming
- @0 Outgoing
4.7 Actions and Dialogs
- -0 Mew ltem Templates
.;-\} Lifecycle bMap
L ML Stucture

States

Figure 8-43 Correspondence states

Configure document lifecycle map

You have associated all the states with the class, now you have to configure the
life cycle with the correct order through which a new document passes.

In the Designer, open Global - [Administrator] as before, open the Desktop,
open the Iltem Type, open CustomerData, open Correspondence, and then
click Lifecycle Map to select it. Do the following steps:

1. Click the Modify icon in the Designer title bar. Figure 8-44 displays.
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Incaming |

Outgoing |

Apply I [one

Figure 8-44 Correspondence Lifecycle Map window

2. Select Graphic tab. Change Current state text color to Blue.
3. Click Apply to save the changes. Click Done to close the window.

Test your system: Correspondence life cycle
Now you can log on to Document Manager Desktop as usrSale and test the
following Correspondence class functionality:

» Add documents.
» Route the documents through the life cycle.

Note: If you cannot see the changes in your system, check if the DM Cache
server is up and running. You can try stopping the DM Cache server,
restarting the DM Cache server, and logging in again in the Document
Manager Desktop.

Note: You need the DM Lifecycle service up and running to route a document
through the life cycle.
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8.2.10 RFP objects

In this section, we describe the RFP (Request for Proposal) objects design and
the procedures to create them.

The following steps comprise the tasks required to complete this exercise.

“Create actions and dialogs” on page 311
“Create views” on page 315

“Create CVL lists and links” on page 316
“Create searches” on page 317

“Create RFP document class” on page 319

akrwNd~

Create actions and dialogs

ZXY Technologies needs an Add RFP dialog and a Modify RFP dialog. The Add
dialog box will be displayed to the user when the user tries to add a new RFP
document in the system, and the Modify dialog box will be displayed to the user
when the user tries to modify an existing RFP document.

The following steps comprise the tasks required to complete this exercise.

1. “Create RFP - Add dialog” on page 311

2. “Create RFP - Modify dialog” on page 314

In the Designer, open Global - [Administrator] as before, open the Desktop,
and then click Actions and Dialogs to select it.

Create RFP - Add dialog

Click the New icon in the Designer title bar. The New - Action and Dialog
Configuration window opens. Perform the following steps:

1. Setthe Name to RFP - Add.

2. In the Dialog tab, on the Dialog page:
a. Select the Display dialog to user option.
b. Set the Width to 700.
c. Set the Height to 500.

3. Click the Top Section tab and populate the Top Section page as shown in
Figure 8-45.
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Modify - Action and Dialog Configuration ﬂ

Name: JRFP - dd
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Figure 8-45 RFP - Add Dialog Configuration window - Top Section tab

4. Click the Bottom Section tab and Populate the Bottom Section page as
shown in Figure 8-46:
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Modify - Action and Dialog Configuration

Name: JRFP - dd
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Figure 8-46 RFP - Add Dialog Configuration window - Bottom Section tab

5. Click the Options tab and configure the Options page with the options listed

in Table 8-18.

Table 8-18 RFP - Add action options

Option Value
Content index Yes
Content index - Display Dialog Option Yes
Keep local copy Yes
Keep local copy - Display Dialog Option Yes
Add to folder - Display Dialog Option Yes
Apply unique item numbering Yes

6. Click Preview. This displays a preview of the dialog. You can change the
window’s Width and Height option if you want to modify the dimensions.

7. Click OK to save the changes.
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8. Under RFP - Add, expand Group. Click the New icon in the Designer title
bar. Add the groups:

— grpSales
— grpServices
— grpMarketing

Create RFP - Modify dialog

Click the New icon in the Designer title bar. The New - Action and Dialog
Configuration window opens. Do the following steps:

1. Set the Name to RFP - Modify.

2. In the Dialog tab, on the Dialog page:
a. Select the Display dialog to user option.
b. Set the Width to 700.
c. Set the Height to 400.

3. Click the Top Section tab and populate the Top Section page as shown in
Figure 8-47. Attributes eMailTrackNumber and Proposal Number must be
Disabled.

Modify - Action and Dialog Configuration ‘ ‘ ll

Name: JRFP - Modify

Type: | Madify

Description: |

Dialog | Dptions]
[V Display dislog to user

General  Top Section l Bottam Sectionl

™ Show contol group box LLabel: I

Mumber of colurmns: |1 3:

Froperty | Label | Contral Type | Requ Add...
Fropozal Mumber Propogal Mumber Edit Mo P ;
ebdail Track Mumber ebtail Track Mumber Edit Mo | _CREER |
Cusztomer Marme Customer Mame Edit Mo Delete
Cusztomer Murnber Customer Mumnber Edit Mo

[rate Received Date Received Date or Time Mo lp
Fequest for Propozal Mumber - Request for Propozal Mumber | Edit Mo  ———
Mail Subject Mail Subject Edit Mo Doawn

J | I —

Preview... |

QK I Apply | Cancel
Figure 8-47 RFP - Modify Dialog Configuration window
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4. Click the Options tab and populate the Options page. Set Refresh desktop
to yes.

5. Click OK to save the changes.

6. Under RFP - Modify, expand Group. Click the New icon in the Designer title
bar. Add the groups:

— grpSales
— grpServices
— grpMarketing

Create views

For ZXY Technologies, you only create only one view that shows all the RFP
properties to the user.

In the Designer, open Global - [Administrator] as before, open the Desktop,
and then click Views to select it.

Create RFP View

Click the Add icon in the Designer title bar. The New View Configuration window
opens. Perform the following steps:

1. Select the General tab. On the General page:
a. Enter RFP View in the Name field.
2. Select the Display tab. On the Display page:

In the left panel is a list of the Library Properties for the system. Select the
properties as shown in Figure 8-48 and add them to the Selected Properties
panel on the right side of the dialog:
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Copy - Yiew Configuration ﬂ
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Figure 8-48 RFP View Configuration window

3. Click OK to save your changes.

Create CVL lists and links
Create in the design a CVL List and a CVL Link to use for the RFP Search. This

list displays a predefined option list in the search dialog box to the user.
The following steps comprise the tasks required to complete this exercise.
1. “Create RFP CVL list” on page 316

2. “Create RFP Link” on page 317

In the Designer, open Global - [Administrator] as before, open the Desktop,
and open Cvls.

Create RFP CVL list

Select Lists and click the New icon in the Designer title bar. The New - CVL
Configuration window opens. Perform the following steps:

1. In the Name field, type RFP.
2. In the Type pick-list, select Standard.
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3. Add the value:
— RFP

4. Click OK to save your changes.

Create RFP Link

Select Links and click the New icon in the Designer title bar. The New - CVL
Configuration window opens. Perform the following steps:

1. In the Name field, type RFP Link.

o~ 0N

Create searches

Set Property drop-down list to Class.
Set CVL name drop-down list to RFP.
Set Default Value drop-down list to RFP.
Click OK to save your changes.

In the Designer, open Global - [Administrator] as before, open the Desktop,
and then click Searches to select it.

Create RFP search

Click the New icon in the Designer title bar. The New Search Configuration
window opens. Perform the following steps:

1. Click the Properties tab and complete the Properties page:

a. Inthe Name field, type RFP.

b. Check the Save Search, Clear Search, and Load Search options.

2. Complete the Properties page:

a. Add the properties listed in Table 8-19.

Table 8-19 RFP search properties

Property Control Type Default Operator
Class Dropdown Equal

Customer Name Edit Contains
Customer Number Edit Contains
Proposal Number Edit Contains

eMail Track Number Edit Ignore

Request for Proposal Edit Ignore

Number
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Property Control Type Default Operator

Date Received Date Ignore

It looks like Figure 8-49:

Modify - Search Configuration x|
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Figure 8-49 RFP Search Configuration window

3. Click the Library tab and complete the Library page:
a. Click Add. Select the CustomerData item type from the list.
Preview the dialog, and then close it.
Click OK to post the search configuration to the repository.
Add CVL Link: It will populate the Class drop-down list.
a. Select the RFP Link you have created in the previous step.
b. Drag it over CVL Link under RFP Search.
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Create RFP document class
You need to create the RFP controlled class. Follow these steps:

In the Designer, open Global - [Administrator] as before, open the Desktop,
open Item Type, open the CustomerData item type. Select Classes and click
the New icon in the Designer title bar.

Create RFP controlled class
To create the RFP controlled class, do the following:

1. Populate the top section of the window.
a. In the Name field, type RFP.
b. In the Type pick-list, select Controlled.

2. Click the Triggers tab and complete the Triggers page as shown in
Figure 8-50:

Modify - Class Configuration — ll

M ame: IHFP

Type: Controlled

Description:

General Triggers | Properties] F'Iug-ins] Mumbering | Revizsioning | Fecords Management
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v Add [V Library Update ™ Print
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v Muodify properties v Wiew " Record Management
™ Motification v Delete

QK I Apply Cancel
Figure 8-50 RFP Class Configuration window

3. Click the Properties tab and complete the Properties page:
a. Select eMail Track Number from the Property drop-down list.
b. Select the Require entry check box.
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c. Click Add.
4. Click the Numbering tab and complete the Numbering page:
a. Select eMail Track Number from the Property drop-down list.

b. Select Correspondence Track Number from the Numbering
Configuration drop-down list.

5. Click the Records Management tab and complete the Records
Management page.

You must leave the default options. Once you save the class you can return
here and change the Records Management quick declare options.

6. Click OK to save your entries to the system.

Associate actions and dialogs

Expand the RFP class. You will see the folder Actions and Dialogs. Do the
following:

1. Go to Desktop — Actions and Dialogs and select RFP- Add dialog.
2. Drag it to the folder under RFP class.
3. Repeat the procedure for RFP - Modify dialog.

Complete Desktop template with RFP objects

You need to configure the Default Template with the View and Search you have
just created for RFP class.

In the Designer, open Global - [Administrator] as before, open the Desktop,
and then click Desktop template to select it. You need to modify the defined
templates. Follow these steps:

1. Select Content Producers Template. Click the Modify icon in the Designer
title bar.

2. Select the View Template Tab.
a. Add RFP View to the right list.
3. Select Search Template Tab.
b. Add RFP Search to the right list.
4. Click OK to save your entries to the system.
5. Apply the same changes to Admin Template and Viewers Template.

Associate RFP states with the class
Expand the RFP class. You will see the folder States. Do the following steps:

1. Go to Desktop — States and select Incoming state.
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2. Drag it to the States folder under RFP class.

Test your system: RFP class

Now you can log on to Document Manager Desktop as usrSale and test the
following RFP class functionality:

» Add documents, using Item Numbering for eMail Track Number.
Search documents.

Use Views for the search return.

Open and Modify documents.

vYvyy

Note: If you cannot see the changes in your system, check if the DM Cache
server is up and running. You can try stopping the DM Cache server,
restarting the DM Cache server, and logging in again in the Document
Manager Desktop.

8.2.11 Reference Document objects

In this section, we describe the design of the Reference Document objects and
the procedures to create them.

The following steps comprise the tasks required to complete this exercise.

“Create actions and dialogs” on page 321

“Create views” on page 324

“Create CVL lists and links” on page 326

“Create searches” on page 327

“Create Reference Documents class” on page 328

arwN =

Create actions and dialogs

ZXY Technologies needs an Add and Modify Reference Documents dialog. The
Add dialog box will be displayed to the user when the user tries to add a new
Reference Document in the system, and the Modify dialog box will be displayed
to the user when the user tries to modify an existing Reference Document in the
system.

The following steps comprise the tasks required to complete this exercise.

1. “Create Reference Document - Add dialog” on page 322
2. “Create Reference Document - Modify dialog” on page 323

In the Designer, open Global - [Administrator] as before, open the Desktop,
and then click Actions and Dialogs to select it.
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Create Reference Document - Add dialog

Click the New icon in the Designer title bar. The New - Action and Dialog
Configuration window opens. Do the following steps:

1. Set the Name to Reference Documents - Add.
1. Click the Dialog tab, and on the Dialog page:
a. Select the Display dialog to user option.
b. Set the Width to 500.
c. Set the Height to 300.

2. Click the Top Section tab and populate the Top Section page as shown in
Figure 8-51:

Modify - Action and Dialog Configuration _XJ

Name: IHeference Document - &dd

Type: Add -

Description:

Dialog | Dptionsl
[V Display dialog to user

General  Top Section ] Bottam Section]

V' Show control group box Label: IHequired

Mumber of calumns: |1 3:

Froperty Label _Control Type | Required | Multitalued Jl Add...

Propozal Mumber - Proposal Mumber | Edit es Mo Propeties

Propozal Subject  Proposal Subject | Edit es Mo p—
Delete
Up
Doy

Preview... |

QK I Apply | Cancel |

Figure 8-51 Reference Document - Add Dialog Configuration window

3. Click the Options tab and configure the Options page with the options listed
in Table 8-20.
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Table 8-20 Reference Document - Add action options

Option Value
Content index Yes
Content index - Display Dialog Option Yes
Keep local copy Yes
Keep local copy - Display Dialog Option Yes
Add to folder - Display Dialog Option Yes

. Click Preview. This should display a preview of the dialog. You can change

the window’s Width and Height if you want to modify the dimensions.

5. Click OK to save the changes.

6. Under Reference Document - Add, expand Group. Click the New icon in

Create Reference Document - Modify dialog

Click the New icon in the Designer title bar. The New - Action and Dialog
Configuration window opens. Do the following steps:

1.
2.

the Designer title bar. Add the groups:

— grpSales

— grpServices
— grpMarketing
— grpManager
— grpFinancial

In the Dialog tab, on the Dialog page:

Set the Name to Reference Document - Modify.

a. Select the Display dialog to user option.

b. Set the Width to 500.
c. Setthe Height to 300.

in Figure 8-52.
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Modify - Action and Dialog Configuration ﬂ

Hame: IHeference Document - Modify
Type: IModify 'l
Description:

Dialog | Dptionsl

[V Display dialog to user

General  Top Section | Bottam Sectionl

[V Show control group bos Label: IHequired

Mumber of calumns: |1 3:

Froperty | Label | Contral T_l,lpe| Hequired| Multi-v alued | Add...

Propozal Mumber - Proposal Mumber | Edit es Mo E—

Propozal Subject  Proposal Subject | Edit es Mo _I
Dele
Up
[,

Preview... |

Apply | Cancel |

Figure 8-52 Reference Document - Modify Dialog Configuration window

4. Click the Options tab and configure the Options page. Set Refresh desktop
to yes.

5. Click OK to save the changes.

6. Under Reference Documents - Modify, expand Group. Click the New icon
in the Designer title bar. Add the groups:

— grpSales

— grpServices
— grpMarketing
— grpManager
— grpFinancial

Create views

For ZXY Technologies, you only create one view that shows all the Reference
Document properties to the user.

In the Designer, open Global - [Administrator] as before, open the Desktop,
and then click Views to select it.
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Create Reference Documents View

Click the Add icon in the Designer title bar. The New View Configuration window
opens. Do the following steps:

1.

Select the General tab, and on the General page:

a. Enter Reference Documents View in the Name field.

. Select the Display tab, and on the Display page:

In the left panel is a list of the Library Properties for the system. Select the

properties as shown in Figure 8-53, and add them to the Selected

Properties panel on the right of the dialog:

Modify - ¥iew Configuration

M ame:

Description:

IHeference Documents

General  Display |

Library Properties

Item Type Yiew 1D
Item Type View Mame
Last Modified

Last Modified By

Mail Subject

M ame

Mumber of Parameters
FID

Patencial Revenue
Froperties

Propozal Mumber
Proposal Subject
Public Search Flag
Recordl D

RerardTunes

.

:

Fropozal Mumber
Fropozal Subject

Selected Properties

| ol

Up |

Down |

Advanced.. |

0K

| Apply

Cancel |

Figure 8-53 Reference Documents View Configuration window

3. Click Advanced and configure the window as shown in Figure 8-54.
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Advanced ¥iew Configuration =

Display Settings | Display Fiters |
Desktop dizplay settings:
[V Display background highlighting v Display Has Markups image
V' Display Has Cpdac Children image [V Display Item of Record image
Desktop expanded view settings:
[V Display expanded view indicator [+]
™ Display litecycle history object ™ Display markup folder
[V Display children cpdoc folder [ Display #ML folder

QK. | Apply 1 Cancel

Figure 8-54 Advanced View Configuration window

4. Click OK to save your changes.

Create CVL lists and links

In the design, you create a CVL List and a CVL Link to use for the Reference
Documents Search. This list displays a predefined option list in the search dialog
box for the user.

The following steps comprise the tasks required to complete this exercise.

1. “Create Reference Documents CVL list” on page 326

2. “Create Reference Documents Link” on page 327

In the Designer, open Global - [Administrator] as before, open the Desktop,
open CVLs.

Create Reference Documents CVL list

Select Lists and click the New icon in the Designer title bar. The New - CVL
Configuration window opens. Do the following steps:

1. In the Name field, type Reference Documents.
2. In the Type pick-list, select Standard.
3. Add the value:
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— Reference Documents

4. Click OK to save your changes.

Create Reference Documents Link

Select Links and click the New icon in the Designer title bar. The New - CVL

Configuration window opens. Do the following steps:

1. In the Name field, type Reference Documents Link.

Set Property drop-down list to Class.

Set CVL name drop-down list to Reference Documents.
Set Default Value drop-down list to Reference Documents.

A S A

Click OK to save your changes.

Create searches

In the Designer, open Global - [Administrator] as before, open the Desktop,

and then click Searches to select it.

Create Reference Document search

Click the New icon in the Designer title bar. The New Search Configuration
window opens. Do the following steps:

1. Click the Properties tab and complete the Properties page.

a. In the Name field, type Reference Document.

b. Check the Save Search, Clear Search, and Load Search options.
2. Click the Properties tab and complete the Properties page:

a. Add the properties listed in Table 8-21:

Table 8-21 RFP search properties

Property Control Type Default Operator
Class Dropdown Equal

Proposal Number Edit Contains
Proposal Subject Edit Contains

3. Click the Library tab and complete the Library page:
a. Click Add. Select CustomerData item type from the list.
4. Preview the dialog and then close it.

5. Click OK to post the search configuration to the repository.
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6. Add CVL Link: It will populate the Class drop-down list.

a. Select the Reference Documents Link you have created in the previous
step.

b. Drag it over CVL Link under Reference Documents Search.

Create Reference Documents class
Next you need to create the Reference Documents static class. Follow these
steps:

In the Designer, open Global - [Administrator] as before, open the Desktop,
open ltem Type, and open CustomerData item type. Select Classes and click
the New icon in the Designer title bar.

Create Reference Documents controlled class
To create the Reference Documents controlled class, do the following steps:

1. Populate the top section of the window
a. In the Name field, type Reference Documents.
b. In the Type pick-list, select Static.

2. Click OK to save your changes to the system.

Associate actions and dialogs

Expand the Reference Documents class. You will see the folder Actions and
Dialogs. Do the following steps:

1. Goto Desktop — Actions and Dialogs and select Reference Documents -
Add dialog.

2. Drag it to the folder under Reference Documents class.
3. Repeat the procedure for Reference Documents - Modify dialog.

Complete Desktop with Reference Documents objects

You need to configure the Default Template with the View and Search you have
just created for Reference Documents class.

In the Designer, open Global - [Administrator] as before, open the Desktop,
and then click Desktop template to select it. You need to modify the defined
templates. Follow these steps:

1. Select Content Producers Template. Click the Modify icon in the Designer
title bar.

2. Select the View Template tab, and on the View Template page:
a. Add Reference Documents View to the right list.
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3. Select the Search Template tab, and on the Search Template page:
b. Add Reference Documents search to the right list.

4. Click OK to save your entries to the system.

5. Apply the same changes to Admin Template and Viewers Template.

Test your system: Reference Documents class
Now you can log on to Document Manager Desktop as usrSale and test the
following Reference Documents class functionality:

» Add documents
» Search documents

Note: If you cannot see the changes in your system, check if the DM Cache
server is up and running. You can try stopping the DM Cache server,
restarting the DM Cache server, and logging in again in the Document
Manager Desktop.
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Advanced Document
Manager implementation

This chapter provides advanced Document Manager implementation for the ZXY
Technologies case study solution.

Before you start this chapter, complete the basic implementation of the solution
in “Basic Document Manager implementation” on page 239. Several components
we reference here were created in that chapter. To complete the implementation
of the entire solution, you also need to refer to the remaining two chapters after
this chapter.

We cover the following advanced topics:

Property exchanges and application integration
Notification

Rendition

Dynamic search folders

Document template

vyvyVvyyvyy
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9.1 Property exchanges

The Document Manager property exchange feature enables the exchange of file
property values with the content repository. The file property values are the file
properties of applications, such as Microsoft Office, engineering applications,
and Lotus Notes. This feature allows the system to read or write property
information from or to documents into the property fields within the system. The
update occurs during the checkout and checkin actions from an integrated
application (for example, Microsoft Word).

In this section, we show you how to configure a property exchange for Microsoft
Word to exchange the Title attribute with Document Manager, and for Lotus
Notes to exchange e-mail attributes, such as subject, from, and to, with
Document Manager.

The following steps comprise the tasks required to complete this exercise:

1. “Create Microsoft Word property exchanges” on page 332
2. “Create Lotus Notes Property Exchanges” on page 333
3. Complete “Application Integration” on page 334

For all these steps, you use Document Manager Designer. To get to Document
Designer, click Start — Programs — IBM DB2 Document Manager —
Designer.

In the Designer, open Global - [Administrator] as before, open the Desktop,
and then click Property Exchanges to select it.

9.1.1 Create Microsoft Word property exchanges
Click the New icon in the Designer title bar. Do the following:
1. In the Name field, type MS Word.
2. Set Type to MS Word, XP, 2003.
3. Set Update Mode to Automatic.
4

. Populate the bottom section as shown in Figure 9-1.
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MNew - Property Exchange Configuration ﬂ

MName:  [MS wiord
= | M wiord 2000, P, 2003 =l Update mode: 4 tomatic 4|
Description:

—E |
General

Update Mode| Dperat0r| Library Froperty | Document Property| Empty Yalue | Refresh Document F
Update both | FReplace | %Title[1,2086]%  %Title[1,2056]% ez |
\
1| | i
‘wirite mode: IUpdate bath j Operator: IHepIace

Library: Froperty:

#Title[1.2056]% j Select... | ’
#Title]1,2066]% ﬂ Select... ‘

Document:  Froperty:

Default value: | j
Create: IYes - ]
Refresh fields: IYes - l

fdd fofy | | Delee |

ak. J Apply ‘ Cancel |

Figure 9-1 Microsoft Word;roperty exchanges

a. Complete both Property boxes in one of these ways:
i. Type the value %Title[1,2056]%.
or
i. Click Select on the right side of Library.
ii. Select Title.
iii. Enter 256 for End Character.
iv. Click OK.

b. Set Create and Refresh fields to Yes.

c. Click Add.

5. Click OK to save the changes.

9.1.2 Create Lotus Notes Property Exchanges

Click the New icon in the Designer title bar. Do the following steps:
1. In the Name field, type Lotus Notes.
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Set Type to Lotus Notes.
Set Update Mode to Automatic.

4. Use the same techniques we discussed earlier in step 4 on page 332,
populate the bottom section as shown in Figure 9-2.

Modify - Property Exchange Configuration ﬂ
Name: ILotus Motes
Tupe: ILotus Motes j Update mode: | PRy ‘
Description:
— General q
Update Maode | Operator | Library Froperty | Document Property | Empty Y alue
Update library only - Replace  %To[1.2056]% %SendTo[1.20586)% O

Update library only - Replace  %From[1.2056]% *%From[1,2086]% 0 ‘

Update library only - Replace  %Date Received[1,10%  %PostedDate[1,100%  07/01/2000
Update library only - Feplace | %Mail Subject[1,2056]%  %Subject[1.2086]% 0O

4 | i
“write mode: IUpdate fibrary only ﬂ DOperatar: IHepIace 'l
Library: Property: ﬂ Select... |
Document:  Froperty: | j Select... |

-

Default value:

3

add || body || b |

QK I Apply | Cancel |

Figure 9-2 Lotus Notes property exchanges

5. Click OK to save the changes.

9.2 Application Integration

When Document Manager integrates with an application, this means you can
add the Document Manager commands into the application’s menu. You can
perform document management activities within the application. For example,
through the application integration object, you can insert Document Manager
commands, such as Add Iltems, Checkout, and Checkin into Microsoft Word’s
menu. The user, who is editing a Word document, can then perform the
Document Manager’'s Add Item command from the Word application and directly
add the document to the Document Manager system without leaving the Word
application.
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ZXY Technologies employees are used to work with Microsoft Word and Lotus
Notes to create and manage their documents. Application Integration allows
users to upload and modify documents in Document Manager directly from
Microsoft Word or Lotus Notes.

The Application Integration objects you need to create are listed in Table 9-1.

Table 9-1 Application integration

Name Type Details

MS Word Integration MS Word Standard integration,
includes the Microsoft
Word Property Exchange.

Lotus Notes Integration Lotus Notes Standard integration for
saving messages.

The following steps comprise the tasks required to complete this exercise:

1. “Create a Microsoft Word menu and submenu” on page 335

2. “Create Microsoft Word Integration” on page 337

3. “Create Lotus Notes Integration” on page 337

4. “Modify Desktop Template with Application Integration” on page 339

For all these steps, use Document Manager Designer. To get to Document
Manager Designer, click Start — Programs — IBM DB2 Document
Manager — Designer.

9.2.1 Create a Microsoft Word menu and submenu

In the Designer, open Global - [Administrator] as before, open the Desktop,
and then click Menus to select it.

Create Microsoft Word menu
Do the following steps:

1. Click the New icon in the Designer title bar.
2. In the Name field, type MS Word Menu.

3. Select the Properties tab and complete the Properties page as shown in
Figure 9-3.
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Modify - Menu Configuration =

Name: IMS whord Menu

Type: IAppIication A l

Description:

General  Properties |

Label | Type | Walid Dbject | Command | Menu| Flug-in Efg| Server Sef Siz

Add Document Command Al Add Document 1

Document Lifecycle  Command Al Document Lifecycle 1

Update Library ltem = Command Al Update Library ltem 1

1| | i

& Command ¢ SubMeru ¢ Plugin ¢ Separator Add

Command: IAdd Document _'J {mdify

Label IAdd Document ovE I
Application
menu pozition:
=

ak. I Apply | Cancel |

Figure 9-3 Microsoft Word Menu

4. Click OK to save the changes.

Create Microsoft Word Sub Menu
Do the following steps:

1. Click the New icon in the Designer title bar.
2. In the Name field, type MS Word Sub Menu.
3. Select Properties tab:
a. Select Sub Menu option.
b. Set Menu to the MS Word Menu you have just created.
c. Set Label to Document Manager.
d. Click Add.
4. Click OK to save the changes.
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9.2.2 Create Microsoft Word Integration

In the Designer, open Global - [Administrator] as before, open the Desktop,
and then click Application Integration to select it. Click the New icon in the
Designer title bar. Use the following steps:

1. In the Name field, type MS Word Integration.
2. Set Type to MS Word 2000, XP, 2003.
3. Select Menu tab:
a. Set Menu type to Active.
b. Set Label to Document Manager.
c. Set Menu to MS Word Sub Menu.
d. Set Mode to Append.
e. Click Add.
4. Click OK to save the changes.

5. Expand MS Word Integration. Select the MS Word Property Exchange you
have created before and drag it over Property Exchange under MS Word
Integration. It should look like Figure 9-4.

E‘%_ 5 Word Integration
=-[2 Property Exchanges
LM% Word

Figure 9-4 Microsoft Word integration and property exchanges

9.2.3 Create Lotus Notes Integration

In the Designer, open Global - [Administrator] as before, ope the Desktop, and
then click Application Integration to select it. Click the New icon in the
Designer title bar. Use the following steps:

1. In the Name field, type Lotus Notes Integration.
2. Set Type to Lotus Notes.
3. Click the Menu tab and populate the Menu page as shown in Figure 9-5.
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Modify - Application Integration Configuration ﬂ

M ame:

Type:

Description:

General Menu | Save Options | Attach Optionz | |BM CommonStore

ILotus Motes Integration

I Latus Motes j

Menu | Label
DM Attach DM Attach lp |
DM Save DM Save |
DO Send | DM Send
Db Import | DM Import Doy
Delete
1| . m
Menu: D atach x| Labet Add

QK. | Apply ‘ Cancel |

Figure 9-5 Lotus Notes integration menu tab window

4. Click the Save Options tab and populate the Save Options page as shown
in Figure 9-6:

a.

® oo o

Set ltem Type to Message.

Set Naming to Specified and type %Subject%.

Set ltem format to Notes document.

Check both Do not allow saving... and Display add dialog options.
Complete Form name with Memo |Reply.
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Modify - Application Integration Configuration ﬂ

Marme: ILotus Motes Integration
Type: Lotus Hotes =
Description:

Generall Menu  Save Options |Attach Dptionsl |IEM CommonStore ©|

Document T_l,lpe| Delete On Save| Save Mode| Farmat | Maming | Save At With Mast

Message Prampt Prampt Motes document  %5ubject®  Yes

«| | i
Item type: IMessage vl Delete on save: IPrompt -
Save mode: IPrompt 'l Item format: INotes document ~
Naming: ISpecified j Izsubiectz Select... |
[V Do not allow saving of attachments without master item [V Display add dialog
Save on send: IPrompt vl [ Item temnplate: Cor ndence
Send attach as: IPrompt vl Allow save on receive: 1Pr0mpt v
Farm name: |M9m0|HED|}' Save form with item: Yes -

[Seperated by ') Add Delete |

QK. | Apply 1 Cancel |

Figure 9-6 Lotus Notes integration save options tab window

5. Click the Attach Options tab and populate the Attach Options page:
Select the Prompt option button.
6. Click OK to save the changes.

Expand Lotus Notes Integration. Select the Lotus Notes Property
Exchange you have created before and drag it over Property Exchange
under Lotus Notes Integration. It should look like Figure 9-7.

E|{Z5 Application Integrations

=R

0 Lotus Motes

Figure 9-7 Lotus Notes integration and property exchanges

9.2.4 Modify Desktop Template with Application Integration

In the Designer, open Global - [Administrator] as before, open the Desktop,

and open the Desktop template. Use the following steps:

1. Select Content Producer Template and click the Modify icon in the
Designer title bar.
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2. Select the Application Integration tab and complete the Application
Integration page:

a. Select MS Word 2000, XP, and 2003 from the drop-down list Application.
b. Click Add.
c. Select Lotus Notes from the drop-down list Application.
d. Click Add.
3. Click OK to save the changes.

9.3 Notification

ZXY Technologies needs to accelerate the approval process. They want to send
an automatic e-mail notice to Managers and Financial people when they have a
new document to review.

The following steps comprise the tasks required to complete this exercise:

1. “Create mail notification” on page 340

2. “Create Mail Notification ProjectManager” on page 342
3. “Configure the Draft state for notification” on page 343
4. “Configure Review state for notification” on page 343

For all these steps you need to use Document Manager Designer. To get there if
you are not there, click Start —» Programs — IBM DB2 Document Manager —
Designer.

In the Designer, open Global - [Administrator] as before, and click
Notifications to select it.

Note: Be sure the file DdmSmtp.ini under the Document Manager path has a
valid eMail Profile. That profile is the one used to send the notifications.

9.3.1 Create mail notification
Click the New icon in the Designer title bar. Use the following steps:
1. In the Name field, type Mail Notification.
2. Set the Type field to MAPI E-mail.

3. Complete the Message tab with the Mail Subject and Body as shown in
Figure 9-8.
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The variable %Proposal Number% inside the body will be converted to the
Document Proposal Number the notification is sending. You need to check
the Process Property option for that to happen.

New - Notification Configuration =
Name: |Mail Notification

Tope: APl Emal 4| Status: [ ctive =l
Description:

Queue Message | Fecipients Applicationl F'Iug-insl

Subject  [Pending document

Meszage: " Template % Stored

r'ou have a the Propozal number %Propozal Mumber? waiting for you revision,
Fleaze logon to Document Manager before access the following link.

Do not respond to this mail. Thiz mail was automatically zent by Document b anager.

¥ Process property modification on subject and message

Prierity: [ b armal -

Attachment: | S ET_——

QK | Apply | Cancel

Figure 9-8 Mail notification message tab window

4. Click the Recipients tab and complete the Recipients page. Add a
Recipient:

a. Set Select from Specified.

b. Set Specified to usrManager@kcwb99n.almaden.ibm.com or the Manager
e-mail address.

Set Address to None.
Click Add.

e. Repeat the previous step to add usrFinancial@kcwb99n.almaden.ibm.com
or the Financial e-mail address.

5. Complete Application tab:
Set Email application to DdmSmtp.exe.
6. Click OK to save your entries to the system.
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9.3.2 Create Mail Notification ProjectManager

Click the New icon in the Designer title bar. Use the following steps:

1. In the Name field, type Mail Notification ProjectManager.
2. Set Type field to MAPI Email.

3. Click the Message tab and complete the Message page with the Mail Subject
and Body as shown in Figure 9-9.

Copy - Notification Configuration ﬂ
Name: IMaiI Motification Projectt anager

Tope: APl Emal 4| Status: [ ctive =l
Description:

Queue Message | Fecipients Applicationl F'Iug-insl

Subject  [Pending document

Meszage: " Template % Stored

A new Propozal number %Propozal Mumber® has been created.
Fleaze create a new Container in Records b anager to store all the information related to it.

Do not respond to this mail. Thiz mail was automatically sent by Document banager,

¥ Process property modification on subject and message

Attachment: I Dacument Painter - Priority: I Marmal hd l
QK | Apply | Cancel |

Figure 9-9 Mail Notification ProjectManager message tab window

4. Click the Recipients tab and complete the Recipients page. Add a
Recipient:
a. Set Select from Specified.

b. Set Specified to ursProjectManager@kcwb99n.almaden.ibm.com or the
Project Manager e-mail address.

c. Set Address to None.
d. Click Add.

5. Click the Application tab and complete the Application page:
Set Email application to DdmSmtp.exe.

6. Click OK to save your entries to the system.
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9.3.3 Configure the Draft state for notification

For your solution, you can configure the notification for any state in your
document life cycle. For our case study, we need to assign the ProjectManager
mail notification created earlier with the Draft state. Once configured, all the
documents that enter the Draft state will send a notification to the manager.

In the Designer, open Global - [Administrator] as before, open the Desktop,
open States and select Draft state from the tree. Use the following steps:
1. Expand Draft. You will see the folder Notifications.

2. Go to Global - [Administrator], Notification and drag Mail Notification
ProjectManager under Draft state. It should look like Figure 9-10.

=M, Diaft
[:l Rolez
E{Zb Hotifications

e 0N, Mail Motification Projecttanager
[:l Pre-Procesz Property Modifications

[:I Post-Process Property Modifications

Figure 9-10 Draft state notification

9.3.4 Configure Review state for notification

Now, we need to assign the other mail notification created with the Review state.
Once configured, all the documents that enter the review state will send a
notification to the Financial people.

In the Designer, open Global - [Administrator] as before, open the Desktop,
open States and select Review state from the tree. Use the following steps:
1. Expand Review. You will see the folder Notifications.

2. Goto Global - [Administrator], Notification and drag Mail Notification under
Review state. It should look like Figure 9-11:

=, Review

tD Rolez

E{Zb Hotifications

LI Mail Natification
L 7 Pre-Process Property Maodifications
-] Post-Process Property Modifications

Figure 9-11 Review state notification

Chapter 9. Advanced Document Manager implementation 343



9.3.5 Test notification

Now you can log on to Document Manager Desktop and test the following
functionality:

» Log in the Desktop with ursViewer.

» Add a Sales Proposal document. It starts the life cycle in Draft state. In that
state, the Notification services will run and an e-mail will be sent to the sales
people.

» Route the document until the Review state, in that state a new notification is
sent to the manager.

Note: Before you begin, check that the following services are running:

v

ICMRM server - CM Resource Manager
DM Cache services

DM Lifecycle services

DM Notification services

vyvyy

9.4 Rendition

ZXY Technologies’ employees work with Microsoft Word and Microsoft Excel for
Proposal creation, but they want to send a PDF document to the customers. We
configure the automatic rendition to run when the document arrives at the Issued
state.

Note: You need an Acrobat Distiller license to use the render capability to
create new PDF files.

The following steps comprise the tasks required to complete this exercise:

1. “Create rendition output destination (PDF Sales Destination)” on page 345
2. “Create rendition object (Sales Rendition)” on page 345

3. “Associate rendition object with output destination” on page 348

4. “Configure Issued state for rendition” on page 348

For all these steps, you use Document Manager Designer. If you are not there,
click Start —» Programs — IBM DB2 Document Manager — Designer.

In the Designer, open Global - [Administrator] as before, and click Rendition
to select it.
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9.4.1 Create rendition output destination (PDF Sales Destination)

Select Destinations and click the New icon in the Designer title bar. Follow these

steps:

1. Populate top section:
a. For the Name field, type PDF Sales Destination.
b. Set Type to Library.

2. Populate bottom section:
Populate the values as shown in Figure 9-12.

Modify - Rendition Output Destination

Marme: IF'DF Sales Destination

Type: I Library A l

Description:

' Parent item's source library " Specify Eorv""ure...l

[V Copy parent item's properties

™ Apply item template I _'I
Froperty Sssignment: IDnI_I,I non-blank late propertie: _J
Only properties values that are not blank in the item template will be transferred to the
itemn profile.

IV Setitem class to: |Sales Proposal j

¥ Setitem state to: |F'DF

[~ Assign parent library and doc ID: I j

™ Submit lifecycle tigger

[ Copy parent item's security

Define additional security actions Set

" Copy parent item's folders

Define additional folder actions Set...

QK I Apply Cancel

Figure 9-12 PDF sales destination window

3. Click OK to save your entries to the system.

9.4.2 Create rendition object (Sales Rendition)

Select Renditions and click the New icon in the Designer title bar. Follow these

steps:
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1. Populate top section:
a. Inthe Name field, enter Sales Rendition.
b. Set Type to PDF.
c. Set Status to Active - Client Selectable.

2. Populate the General page under the General tab like Figure 9-13.

New - Rendition Configuration =
Name: ISaIes Rendition
Type: FDF - EICUEER ) Cive - Client Selectable

Description:

General | Queuel Dptionsl F'Iug-insl

General
[V Allow regeneration of existing rendition IFparents: R erder, do not queus parents ﬂ
[ Imclude related files _I
Client Motification ——

’7|_ Allow uzers to request completion notification

QK I Apply | Cancel

Figure 9-13 Rendition configuration general tab

3. Click the Options tab. In the Options page, click the Printing tab. Populate
the Printing page like Figure 9-14.
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Modify - Rendition Configuration =

Hame: ISaIes Renditian
T == = Statusz:
Description:

Generall Queue Options | F'lug-insl
Prirting | FPDF Generationl Watermarksl

¥ Process print step

&' System printer DM print configuration

Frinter: IDce 4900 PostS cript Select...

' Print to postscript fils - requires [pdfgen. ps] local port

" Print directly to pdf file - requires [pdfgen. pdf] lozal port
IV If possible print using associated application

Generic printing:

Application: I

Command line args: I

QK. | Apply ‘ Cancel |

Figure 9-14 Rendlition configuration printing tab

4. Click the PDF Generation tab and populate the PDF Generation page like
Figure 9-15.
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New - Rendition Configuration =

Name: ISaIes Rendition
Type: PDF - Status: IActive - Client Selectable j
Description:

Generall Queue Options | F'lug-insl
Prirting  PDF Generation |Watermarks|

¥ Process pdf generation step

& Acrobat Distiler

Options file: I

" Custom Application

Application: I

Arguments: I

QK. | Apply 1 Cancel |

Figure 9-15 Rendition configuration PDF generation tab

5. Click OK to save your entries to the system.

9.4.3 Associate rendition object with output destination

You need to associate the rendition output destination, PDF Destination, with the
rendition you have just created, Sales Rendition. Follow these steps:

1. Select PDF Sales Destination.

2. Drag it under Sales Rendition. It should look like Figure 9-16.

B0 Sales Rendiion
i =112 Destination Configurations
-8 FOF Sales Destination

Figure 9-16 Sales rendition with PDF Sales destination

9.4.4 Configure Issued state for rendition

We need to configure the Issued state with the Rendition process we have
already created. Once configured, all the documents that enter the Issued state
will activate the rendition process and a new PDF file will be created.
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In the Designer, open Global - [Administrator] as before, open the Desktop,
open States, select Issued state and click the Modify icon in the Designer title
bar. Follow these steps:

1. Select Actions tab and on the Actions page:
a. Check the option Submit renditions request.
b. Click Renditions:
i. Select Sales Rendition from the list.
ii. Click OK to close the window.
2. Click OK to save the changes.

9.4.5 Test rendition

Now you can log on to the Document Manager Desktop and test the following

functionality:

» Log in Desktop with ursViewer.

» Add a Sales Proposal document. Route the document until the Issued state.
In that state, the rendition services run and a new PDF file appears in the
PDF state.

Note: Before you begin, check that the following services are running:

ICMRM server - CM Resource Manager
DM Cache services

DM Lifecycle services

DM Rendition services

v

vyvyy

9.5 Dynamic search folders

Dynamic search folders are components that allow users to run a stored search
by only clicking the dynamic search folder Name. These folders are displayed to
the users in the Document Manager Desktop client’s left panel. You can see
some examples in Figure 9-17.
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EI-- IEM DEZ Document Manager
=)l CorporateLibrary

B USRMAMAGER Home

Cé'l\ Correspondence

-{&] RFP

Cé'l\ Reference Documents

-] Sales Proposal

I:Q Approyal

I:Q Drraft

4:5'\ Saves searches

Figure 9-17 Dynamic search folder examples

In this example, when users click Correspondence folder, Document Manager
will run a stored search that looks for all the correspondence documents. The
result will be shown in the right panel.

The following steps comprise the tasks required to complete this exercise:

1. “Create dynamic search folder item type (LibraryObjects)” on page 350

2. “Create dynamic search folder class object (Saved Searches)” on page 352
3. “Create Saved Searches dynamic search folder” on page 356

4. “Create Sales Proposal dynamic search folder” on page 358

9.5.1 Create dynamic search folder item type (LibraryObjects)

All the searches that the user needs to store will be stored in the LibraryObjects
item type, inside the Saved Searches Stateless Class.

You need to follow the same procedures you follow to create the CustomerData
item type (“Basic Document Manager implementation” on page 239,
CustomerData item type) to create the second item type named LibraryObjects
with the characteristics listed in Table 9-2.

Table 9-2 LibraryObjects item type definition

Option Settings

Name LibraryObijects
Display Name LibraryObjects
Version Policy Promp to Create
Maximum total versions Unlimited

Item type classification Document
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Option

Settings

Text Search

Text searchable enabled

Iltem retention period

Forever

Attributes Used

All listed in Table 7-10, “Before
installation” on page 188

Records Enabled

No

You need to use Content Manager System Administration Client to define it. If
you are not there, click Start —» Programs — IBM DB2 Content Manager
Enterprise Edition — System administration client.

Select Data Modeling, right-click ltem Types, and select New from the context
menu. This displays the New Item Type Definition dialog.

The Attribute tab looks like Figure 9-18.

New Item Type Definition ‘ ‘

Definition | Access Control

Available sttributes or groups

2l &l
=] L,reaTEUETE___E
T CustormerEMail
—Td CustomerMarme
—T CustormerMurnber
T DateReceived
—1 DeliveryDate
—1 DM_Class
—1 DM_Date
1 DM_Mumber
T DM_Froperties
T DM_Revision
— 1] Dh_State
—Td eRecord
—Td eRecordlD

x|

] Auto-linkingl Foreign Keys] Loggingl Document Management | User Ex'rtsl

Al = |
AcldMew Child = |
= Remave |

Selected sttributes and components

4l 3 @l Bl

[y LibraryOhjects

T Title
— 1 DM_Class

T2 DM_State
T DM_Revision
T DM_Froperties
T DM_Mumber
T DM_Date

[ Required [~ Represents item

[~ Wnigue

T FIPInCmpnttm
= FIPInCmEntTﬂ [ Text searchable Options... |
T From -
T GPsCcpDocData Iimirmim value: ID— =
EE EEEEEEEEIE;T:TWE LI Ifitrin walues; IU ﬂ
1179 Selected Defaut value: l—
| H
OK I Cancel | Apply Help

Figure 9-18 LibraryObjects item type attributes tab window
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9.5.2 Create dynamic search folder class object (Saved Searches)

In a previous section, we created a LibraryObject item type. Now we have to
define a Saved Search Class to store all the predefined searches the users need
to look for.

To do this, create the following:

» “Views” on page 352

» “Searches” on page 353

» “Action and dialog object (Saved Search - add)” on page 355
» “Stateless class (Saved Searches)” on page 355

» “Associate dialogs: Add and Modify” on page 355

Views

The view you create here is used to display the Saved Search Class documents.

You need to use Document Manager Designer to create a View. If you are not
there, click Start —» Programs — IBM DB2 Document Manager — Designer.

In the Designer, open Global - [Administrator] as before, open the Desktop,
and then click Views to select it.

Create Default view
Click the Add icon in the Designer title bar. Follow these steps:

1. In the Name field, type Default.
2. Populate the Display tab.

In the left panel is a list of the Library Properties for the system. Select the
properties as shown in Figure 9-19 and add them to the Selected Properties
panel on the right side of the dialog.
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New - ¥iew Configuration =
M ame: Vef,
Description:
General  Display |

Library Properties ;I Selected Properties

CustomerE b ail Title

Cate Clasz

[ ate Received State

Delivery Date Revizion

Description Unigue Mumber

Document Mame Add > | Date

FileM ame Wersion |d

From < Remaove | File amne

Has Parameters

Internal subexpreszion

Iz Attached to Menu

IsRecord

Item |d

Item Type Yiew 1D

Itern Tune Wiew M ame i

| | B Kl | o

Up J Down J
QK. | Apply 1 Cancel |

Figure 9-19 Default View display tab

3. Click OK to save your changes.

Searches
The search you create here is used to look for Saved Search Class documents.

You use Document Manager Designer to create a View. If you are not there, click
Start —> Programs — IBM DB2 Document Manager — Designer.

In the Designer, open Global - [Administrator] as before, open the Desktop,
and then click Searches to select it.

Create General Document Search
Click the New icon in the Designer title bar. Follow these steps:

1. In the Name field, type Default.
2. Click the Properties tab and complete the Properties page.
a. Add first property:

i. Click Add - This presents a dialog that enables you to add the
searchable document properties to the search dialog you are building.

ii. Select Edit for the field Type from the drop-down list.
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ii. Select Title from the Property field drop-down list.

iv. Select Contains for the Default Operator from the drop-down list.

v. Click OK, which adds the command to the menu.

b. Repeat the previous step to add the properties listed in Table 9-3.

Table 9-3 Default search properties

Property Control Type Default Operator
Title Edit Contains
Class Edit Contains
State Edit Contains
Filename Edit Contains
It should look like Figure 9-20.
F x|
Hame: Crefaul
Description:

General Properties | Library]

™ Allow document content searching

[~ Show control group box Label |
Mumber of calurmns: |1 3:
Progerty| Label | Control T_l,lpe| Default Dperation |
Title Title Edit Containg
Clasz Clasz Edit Containz
State State Edit Containz
Filetame  FileMame  Edit Containg

Add
Froperties...
Delete

]

Doy

LR

Preview... | ()8 I

Apply

Cancel

Figure 9-20 Default search property window

3. Preview the dialog and then close it.

4. Click OK to post the search configuration to the repository.
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Action and dialog object (Saved Search - add)

In the Designer, open Global - [Administrator] as before, open the Desktop,
and then click Actions and Dialogs to select it. Click the Add icon in the
Designer title bar. Follow these steps:

1.
2.

In the Name field, type Saved Search - Add.
In the Dialog tab:

a. Select the Display dialog to user option.
Populate the Top Section tab. Add a Property:

Add the Title property. Leave String for the Data Type and Change Color to
red.

4. Click Preview. This should display a preview of the dialog box.

5. Leave all the options in the Options tab on the Options page with the value

No.

Click Preview. This should display a preview of the dialog. You can change
the windows’ Width and Height options if you want to modify the dimensions.

7. Click OK to save the changes.

Under Saved Search - Add, expand Group. Click the New icon in the
Designer title bar. Add the groups:

— grpSales
— grpServices
— grpMarketing
— grpViewer
— grpManagers
— grpFinancial

Stateless class (Saved Searches)

In the Designer, open Global - [Administrator] as before, open the Desktop,
open Item Type, open the LibraryObjects item type. Select Classes and click
the New icon in the Designer title bar. Follow these steps:

1.

2.

Populate the top section of the window.

a. Inthe Name field, type Saved Searches.
b. Inthe Type pick-list, select Stateless.
Click OK to save the changes.

Associate dialogs: Add and Modify

Expand the Saved Searches Class. You will see the folder Actions and
Dialogs. Follow these steps:
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1. Go to Desktop, Actions and Dialogs and select Saved Search- Add dialog.
2. Drag it to the Actions and Dialogs folder under Saved Searches Class.

It should look like Figure 9-21.

E‘%. LibraryObjects
E@ C
; -0, Saved Search

5-Z5 Actions and Dialags
0 Save Search - Add
1[0 Mew Item Templates

Figure 9-21 Saved searches action window

9.5.3 Create Saved Searches dynamic search folder

You can create folders and dynamic search folders from the Document Manager
Desktop client.

To create a dynamic search folder, you need to create a power search and save
it. The dynamic search folder will reference that saved search. Follow these
instructions:

1. Click the Power Search icon in the top toolbar.
2. Click on the General tab and populate the General page as shown in

Figure 9-22.
- _ioix
Migw: IDefauIt 'l
General l Document Eontentl Libraryl
Jjopert}l‘ Filter _Walue
Clazz =[Equals] Saved Search
4 | Bl
Froperty: [ =l Adld | Deletz |
e I j Inzert | Clear |
Walue:
il I Up | Down |
Clear &l | Save | Save Az | Load I Search | Done |
| 4

Figure 9-22 Power search configuration window
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3. Click on the Library tab and populate the Library page:

a. Uncheck Search all item types.

b. Click Add and select LibraryObject item type. Click Apply.
4. Click Save. A new dialog box will display.

5. Select Saved Search and set Title to Saved Searches as shown in
Figure 9-23.

il
|
CADOCUME ~15adminLOCALS ~14Temp41130343564. Gl
Class
Saved Search j
|
Title

}QII saved searches

Apply | Cancel

Figure 9-23 Save search add dialog box

6. Click Apply to save the search.

7. Click Folder submenu, Folder Administration menu.

8. Select Corporate Library and click the New icon.

9. Create the Saved Searches dynamic folder as shown in Figure 9-24.
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Modify - Folder Configuration =

Marme:
= |Cynamic Search | ID: 1723088047
Description:

Al saved searches

General | Securty |

Migw: I Default j
Default ccess: IAuthor j
Searct IAII zaved searches Browse...
Froperties...
™ Query parent folder only [OFF - query entire library]
MOTE: Only applicable if parent folder is also of twpe [dynamic search].
[~ Allow user to drag thiz folder to other folders
Apply Done

Figure 9-24 Draft dynamic folder configuration

10.Click Apply and Done to save the changes.

9.5.4 Create Sales Proposal dynamic search folder

ZYX Technologies need a dynamic search folder for each proposal state, so
users can quickly access the document in life cycle.

You can create a dynamic search folder from the Document Manager Desktop
client. Follow these instructions:

1. Click the Power Search icon in top toolbar.

2. Click on the General tab and populate the General page as shown in
Figure 9-25.
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i IBM DB2 Document Manager Power Search

General | Document Eontentl Libraryl

| Property| Filker | Walue
Clazs =[Equals] Sales Proposzal

and  State =[Equals] = Draft
| | i
Property: [state =l Adld | Deletz |
Filer: I = [Equals] j Inzert | Clear |

Walue: ID,aft

Up | Drown |
Clear &l | Save | Load | Search ‘ Done |

Figure 9-25 Power search configuration window

4

3. Click on the Library tab and populate the Library page:

a. Uncheck Search all item types.

b. Click Add and select CustomerData item type. Click Apply.

Click Save. A new dialog box displays.

Select Saved Search and set Title to Sales Proposal Draft state as shown

in Figure 9-26.

- _ipix

CADOCUME ~ThadminLOCALS ~14T emph1130281846. Gl

Class
|Saved Search ﬂ

L

Title
]Sales Proposal Draft statef

Apply I Cancel

Figure 9-26 Save search add dialog box

6. Click Apply to save the search.
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7. Repeat the process to create saved searches for Review, Approval, Issued,
and PDF states.

Then, you need to create the dynamic search folders configuration window that
looks like Figure 9-27:

iz Client Folder Administration gl =l

@}New Copy %Modify ﬁ Delete View

IBM DBZ Document Manager
=g CorporateLib
B-E3

Done |
F

Figure 9-27 Dynamic search folders configuration window

1. Click Folder submenu, Folder Administration menu.
2. Select Corporate Library and click the New icon.
3. Create the Sales Proposal standard folder as shown in Figure 9-28.
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New - Folder Configuration =

Marme: ISaIes Propozal
Tupe: IStandard j D: IAssigned by spstem
Description:

General |

g Proposal Yiew j

Default ccess:

Apply ] Done

Figure 9-28 Sales proposal standard folder configuration

4. Click Apply and Done to save the changes.
5. Select Sales Proposal folder you have just created and click the New icon.

6. Create Draft dynamic folder as shown in Figure 9-29.
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MNew - Folder Configuration | ll

M ame: ID,aft
Type: IDynamic Search j 1D: IW
Description:

Ciraft

General |

Wiew: I Propozal Wiew j

Default ccess:

Search: ISaIes Froposal Draft state Browse...

Froperties...
™ Query parent folder only [OFF - query entire library]
MOTE: Only applicable if parent folder is also of twpe [dynamic search].
[~ Allow user to drag thiz folder to other folders
Apply Done

Figure 9-29 Draft dynamic folder configuration

Click Apply and Done to save the changes.

Select Draft dynamic search folder you have just created. Click the Modify
icon.

9. Click the Security tab and populate the Security page as shown in
Figure 9-30.
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Modify - Folder Configuration =

M ame: ID,aft

= |Cynamic Search | ID: [1730283198

Description:

Ciraft

General  Security |

Mame | Usger 0rGr0up| Access Level

USRMAMAGER  User Cwner

GRPFIMNAMNCIALS | Group Wiewer

GRPSALES Group Wiewer

| _ i
User: IFinanciaIs, Sale Select... |

" Users & Groups
Arcess: IViewer _'J | Add I Delete l

Apply I Done |

Figure 9-30 Dynamic search folder security

10.Click Apply and Done to save the changes.

11.Repeat the process to create dynamic folders for Review, Approval, Issued,
and PDF saved searches.

9.6 Document template

Document templates are used to store documents that users use to create new
documents.

For our solution, we need to define a new Sales Proposal document template.
When salespeople need to create new proposals, they do not need to create
them from scratch. They can select to create proposals from the template, which
contains the basic structure for a new proposal document.

To store templates, we need to create a Document Template Class. We will use
the same LibraryObject item type created to store Saved Searches.
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Note: If you have not created the LibraryObjects item type, follow the
instructions in 9.5.1, “Create dynamic search folder item type (LibraryObjects)”
on page 350.

The following steps comprise the tasks required to complete this exercise:

1. “Document template objects” on page 364

2. “Add a new document in the Document Template class” on page 365
3. “Create a new item template (Sales Proposal)” on page 366

4. “Modify Main menu to add Template Sub Menu” on page 366

For all these steps you need to use Document Manager Designer. If you are not
there, click Start —» Programs — IBM DB2 Document Manager — Designer.

9.6.1 Document template objects

In a previous section, we created a LibraryObject item type. Now we have to
define a Document Template Class to store all the documents the users need to
use as a template.

You need to perform the following tasks:

1. “Create action and dialog (Document Template - add action)” on page 364
2. “Create the stateless class (Document Template)” on page 365
3. “Associate action and dialogs: Add and Modify” on page 365

Create action and dialog (Document Template - add action)

In the Designer, open Global - [Administrator] as before, open the Desktop,
and then click Actions and Dialogs to select it. Click the Add icon in the
Designer title bar. Follow these steps:

1. In the Name field, type Document Template - Add.
2. In the Dialog tab:
Select the Display dialog to user option.

3. Click the Top Section tab and populate the Top Section page. Add a
Property:

Add the Title property. Leave String for the Data Type and Change Color to
red.

4. Click Preview. This should display a preview of the dialog box.

5. Leave all the options in the Options tab on the Options page with the value
No.
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6. Click Preview. This should display a preview of the dialog. You can change
the windows’ Width and Height options if you want to modify the dimensions.

7. Click OK to save the changes.

8. Under Document Template - Add, expand Group. Click the New icon in the
Designer title bar. Add the groups:

— grpSales
— grpServices
— grpMarketing
— grpViewer
— grpManagers
— grpFinancial

Create the stateless class (Document Template)

In the Designer, open Global - [Administrator] as before, open the Desktop,
open ltem Type, open the LibraryObjects item type. Select Classes and click
the New icon in the Designer title bar. Follow these steps:

1. Populate the top section of the window:
a. Inthe Name field, type Document Template.
b. In the Type pick-list, select Stateless.

2. Click OK to save the changes.

Associate action and dialogs: Add and Modify

Expand the Document Template Class. You will see the folder Actions and
Dialogs. Follow these steps:

1. Go to Desktop, Actions and Dialogs and select Document Template - Add
dialog.

2. Drag it to the Actions and Dialogs folder under Document Template Class.

9.6.2 Add a new document in the Document Template class

You need to upload in Document Manager the document you will associate as a
template. Follow this instructions:

1. Log on to Document Manager Desktop as usrSale.

Click Add Document.

Select the document that you will use as a template from the file system.
Click Open.

Select Document Template for class.

A A
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6. Enter the document name you want to identify the document.
7. Click Apply.

9.6.3 Create a new item template (Sales Proposal)

In the Designer, open Global - [Administrator], open the Desktop, and then
click New Item template to select it. Click the Add icon in the Designer title bar.
The New Item template window opens. Follow these steps:

1. Configure the ltem Template as shown in Figure 9-31.

Modify - New Item Template Configuration l(]

M ame:

INew Salez Propozal

Description:

Properties | Securityl Foldersl

| Property| Default Yalue

3

Froperty: | Class

Yalue: ]Sales Propozal j

sdd | Dekte |

QK I Apply | Cancel |

Figure 9-31 Item template window

2. Click OK to save the changes.

9.6.4 Modify Main menu to add Template Sub Menu

You need to modify the Main menu to add the Template sub menu on it. Follow
these steps:

1. You need to create a new menu call Template. In the Designer, open Global

- [Administrator], open Desktop, and then click Menus to select it. Click the
New icon in the Designer title bar.

2. Configure the menu as shown in Figure 9-32.
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Modify - Menu Configuration =

Hame: ITempIates
Type: I Desktop A l
Description:

General  Properties |

| Label | Type | Walid Dbject | Command | Menu| Flug-in Cfg

Command Add From Document Template

KN | i
& Command ¢ SubMeru ¢ Plugin ¢ Separator Add

Command: IAdd From Document Template _'J _W

Label: IEreate Sales Proposal Femove I
Walid Object: & 4 € [lem € ultiple items

Template: INew Sales Proposal j Browse...

DocID: |41001001405)21B60058C07030 Properties...

ak. I Apply | Cancel

Figure 9-32 Template Menu

To assign Doc ID, you need to click Browse and search the document you
want to assign to the sales template. This should be the one you upload in
9.6.2, “Add a new document in the Document Template class” on page 365.

Note: You need to log on to the Document Manager Desktop first. Click
the Browse button.

3. Click OK to save the changes.
4. Add Template menu as a sub menu of Main menu:

In the Designer, open Global - [Administrator] as before, open the
Desktop, and then click Menu to select it. Select Main menu and click the
Modify icon in the Designer title bar. Add the Template menu created before
as Sub Menu.

5. Click OK to save the changes.
This concludes the implementation of the Document Manager system. For the

next two chapters, we cover how to add Records Manager functions and options
into the system.
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10

Records Manager
implementation in the
Document Manager solution

This chapter provides practical steps to implement Records Manager functions
for a Document Manager (DM) solution, using the ZXY Technologies case study.
We describe how to create a file plan from scratch, associating security and
classification rules. We show you how to enable an item type for record
declaration and how it is integrated with Document Manager.

We cover the following topics:

» Records Manager configuration.

Create view and components, add relationship properties, auto classify rules,
import users, and assign system component permission.

» Enable item types for records declaration.
Create attribute mapping.
» Configure DM classes for records declaration.
Quick automatic declaration, and by selection declaration.
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Note: Before you begin with the case study implementation, you must have
your server already installed and configured with the base configuration. If you
have not done that, refer to “Installation and configuration” on page 151.

Note: Before beginning, check that the following services are running:

Records Manager server

Records Manager Enabler server
ICMRM server - CM Resource Manager
DM Cache services

DM Lifecycle services

yvVyVvyYyy

10.1 Records Manager configuration

Before adding any Records Manager functions to a Document Manager solution,
configure Records Manager.

For ZXY Technologies, create and configure a file plan that will hold all the
company documents related to proposals.

The following steps comprise the tasks required to complete this exercise:

“Views” on page 370

“Components” on page 372

“Add relationship properties” on page 373

“Building the file plan” on page 376

“Auto classify rules” on page 379

“Import users” on page 381

“Assign system components permissions” on page 382

Nooakrwd~

For all these steps, use Records Manager Administrator client. If you are not
there, click Start - Programs — IBM DB2 Records Manager —
Administrator. Log in as Administrator.

10.1.1 Views

For our solution, we create three kinds of views:

» The first view is a hierarchical view used to organize the ZXY Technologies
file plan for documents related to proposals.

» The second view is used to create links between documents inside the file
plan. We use this view to create links between the original Microsoft Word
documents and the PDF created in the rendition process.
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» The last view is used to create a set of related documents. We use this to put
together several versions of the same document.

Depending on how you want to set up your Records Manager configuration, you
may not need to create all three views; but at the minimum, you must create a
hierarchical view for your system.

From the Records Manager Administrator client, select File Plan Design, and
then click Views. You need to create the views shown in Figure 10-1.

2} ¥iews - Microsoft Internet Explorer
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Type Actions
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» Records Managerent
Cperations

¥ Batch Operations

Records

@ Copyright IEM Corp. 2001, 2005 All rights reserved.

16M Corporation
=
@ ’_ ’_ ’_ E Local intranet 4

Figure 10-1 Records Manager Views configuration window

We create the following three views:

» ZXY Technologies
» Proposal to PDF
» Proposal Version

ZXY Technologies

This view defines the hierarchy between the components in the file plan. You
have to create ZXY Technologies view now and later add the relationships.
Follow these instructions:

1. Click Add in the documents pane.
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2. Set View Name to ZXY Technologies.
3. Set View Type to Hierarchical.
4. Click Save. Click Close.

Proposal to PDF

This view defines a cross reference link between two components inside the file
plan. Follow these instructions:

1. Click Add in the documents pane.

2. Set View Name to Proposal to PDF.
3. Set View Type to Link.

4. Click Save. Click Close.

Proposal Version

This view defines a set that associates different proposal versions with each
other. Follow these instructions:

1. Click Add in the documents pane.

2. Set View Name to Proposal Version.
3. Set View Type to Set.

4. Click Save. Click Close.

10.1.2 Components

You need to create each component that will be part of the file plan. These
components are the documents and all the folders inside the hierarchy.

In the Records Manager administrator client, select File Plan Design, and then
click Components. You need to create the components shown in Figure 10-2.

Department Component @ B4 @
Proposal Component @ 54 @
_Correspondence Record @ EES @
_Proposal D;cument Record @ EES @
Fequest for Propaosal Record @ EES @
L

Figure 10-2 Records Manager Components configuration window

To create it, follow these instructions:

1. Click Add in the component panel.
2. Set Component Definition Name to Department.
3. Set Component Definition Type to Component.
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4. Set Primary View ID to ZXY Technologies.
5. Click Save. Click Close.

Repeat the same procedure for the rest of the components. Be sure to select
component or records in Component Definition Type option according to
Figure 10-2.

10.1.3 Add relationship properties

Now that you have defined all the components of your file plan, you need to
associate all to create the hierarchy you need.

In the Records Manager administrator client, select File Plan Design, and then
click Views. You need to edit the ZXY Technologies views to add the hierarchy
relationships.

Configure ZXY Technologies view:

1. Select the View/Relationship Properties icon next to ZXY Technologies
view.

2. Configure the relationships as shown in Figure 10-3.
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Figure 10-3 ZYX Technologies relationships

Configure Proposal to PDF view:

1. Select the View/Relationship Properties icon next to Proposal to PDF
view.

2. Configure the relationships as shown in Figure 10-4.
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Figure 10-4 Proposal to PDF relationships

Configure Proposal Version view:

1. Select the View/Relationship Properties icon next to Proposal Version

view.

2. Configure the relationships as shown in Figure 10-5.
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Figure 10-5 Proposal version relationships

10.1.4 Building the file plan

After the view, the file plan component definitions, and the relationships that form
the hierarchy, have been built, build the file plan by creating instances of the file
plan component definitions. When you add instances of the file plan component
definition, for example, Departments, you must provide values for the attributes
defined in the component definition. After you build the file plan, you can
navigate through its hierarchies and add, edit, or delete any file plan component.
Create the following file plan component instances:

View ZXY Technologies

Department Sales, Services, and Marketing
In the Records Manager administrator client, select File Plan Administration.

Add a new instance of Department, Sales, to the file plan:
1. Select the Add icon next to ZXY Technologies view.
2. Set Department Name to Sales.

3. Set Department Code to 00001.
4

. Set Department Title to Sales Department for ZXY Technologies (see
Figure 10-6).
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5. Click Save. Click Close.

IBM DB2 Records Manager Administrator

Department - New

Rattom £ e
[ General ] [ Security Classification Info |
—

*Department Name
|Sa|es

Department Code
oo =

Department Tide

|Sa|es Department for Z4Y Technologies
Disposal Authority

Inherited | Y25
Record Host

Life Cycle Date

Department Open Date
Department Close Date

[T closed Flag

Figure 10-6 Add a new instance of Department, Sales, to the file plan

Add a new instance of Department, Services, to the file plan:

Select the Add icon next to ZXY Technologies view.

Set Department Name to Services.

Set Department Code to 00002.

Set Department Title to Services Department for ZXY Technologies.
Click Save. Click Close.

oo~

Add a new instance of Department, Marketing, to the file plan:

Select the Add icon next to ZXY Technologies view.

Set Department Name to Marketing.

Set Department Code to 00003.

Set Department Title to Marketing Department for ZXY Technologies.
Click Save. Click Close.

akrwN=

Once you have added the three instances, from the Records Manager
administrator client, File Plan Administration, click the ZXY Technologies link.
You should see the created file plan as shown in Figure 10-7.
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Figure 10-7 Instances of Departments in the file plan for the case study

For this case study, new instances of Proposals under various Departments are
created when a new proposal is in the system. At this point, you do not need to
create any of them.

If you do need to create new proposals to the file plan, you can use the following
steps as reference:

From the Records Manager administrator client, select File Plan Administration,
click ZXY Technologies link, and do the following:

1. Select Actions link next to Sales (or Services or Marketing).
2. Select Add Proposal link.

3. Enter the appropriate information.

4. Click Save. Click Close.

Figure 10-8 shows the file plan for the case study for your reference.
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Figure 10-8 File plan for the case study

Once the file plan is created down to the Record Containers (Proposals), you can
create records in the file plan through the Declare and Classify processes.

10.1.5 Auto classify rules

The Records Manager administrator needs to create new rules to associate
records with the Proposal component. These are the rules that decide the
destination inside the file plan of all the documents declared with Automatic
Quick Declare in Document Manager.

For example:

1. Proposal number 00071 is created inside Document Manager and a
notification e-mail is sent to a project manager.

2. The project manager logs into Record Manager and creates a Proposal
component named Proposal00071.

3. He also create an Auto classify rule that associates new documents with
proposal number 00071 to the Proposal00071 component.
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For each proposal component, a project manager needs to create the rules listed
in Figure 10-9.

a Auto Classify - Microsoft Internet Explorer
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Figure 10-9 Auto classify window

In the Records Manager administrator client, select Tools, and then click Auto
Classify. Use the configuration shown in Figure 10-10 to create the proposal,
correspondence, and RFP rules.
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Figure 10-10 Auto Classify example window

Note: If this is a production environment, we might create an application
dialog to combine and simplify the processes of creating a new proposal
container and its associated auto classify rule. This requires the use of the
Records Manager APIs. Or alternatively, create a logic extension in the
Records Manager engine to automatically create an auto classify rule when
you add a new proposal container.

10.1.6 Import users

In the Records Manager administrator client, select Security, and then click
Users. You need to import all the users who will have the right to declare,
classify, link, and view records.
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For ZXY Technologies, we need to import the users listed in Figure 10-11. Be
sure to select ICMNLSDB Host Filter.

} Users - Microsoft Internet Explorer
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Figure 10-11 Import users window

Once users are imported from Content Manager to Records Manager, select the
View/Edit properties icon next to each user and do the following:

1. Select File Plan Administration.
2. Select Is Active.
3. Click Save. Click Cancel to close the windows.

10.1.7 Assign system components permissions

In our solution, we have given ICMADMIN administrative right in Records
Manager. This means ICMADMIN is a member of the Local Administrator group.
When you grant system permissions to the users imported from Content
Manager, ICMNLSDB, do not include ICMADMIN since it already has all the
permissions assigned.

Table 10-1 describes the available permissions.

Table 10-1 File plan component access control selections

Permissions Description

Add To add a file plan component of a particular type.
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Permissions Description

Update To modify an existing file plan component of a particular type.

If the file plan component type is record type, users with this
permission can modify the record’s metadata.

Delete To remove a file plan component of a particular type from the file
plan. If the file plan component type is record type, users with this
permission can undeclare a record.

View To see the profile of a file plan component of a particular type.
Users who cannot view a file plan component will not know of its
existence in the file plan.

Suspend To suspend a file plan component from transitioning through life
cycle.

Unsuspend To remove a suspension from a file plan component and allow it to
continue through its life cycle.

Move To move a file plan component from one place to another.

Change To alter the permissions assigned to a particular file plan component.

Permissions

Reserve To reserve a file plan component for yourself.

Add Link To add a link.

Delete Link To delete a link.

Charge Out To charge out a file plan component to yourself, or to someone else.

Host Retrieve

To retrieve a record to a user’'s workspace on their computer when
the file plan component represents a record stored in an adjoining
host application. This permission is stored in Records Manager for
information purposes only, since Records Manager cannot directly
control whether an adjoining application allows a user to retrieve a
document.

Important: For the Document Manager solution with Records
Manager and Content Manager, the Host Retrieve permission
enables the Content Manager or Document Manager users to see
documents after they are declared as records. You must grant Host
Retrieve permission if you want users to view the declared records.
Without this permission, users would not be able to search or view
these documents. For more explanation, see “Access control of a
declared record document” on page 131.

In the Records Manager administrator client, select Security, and then click
System permissions. Select all the objects and click Permissions. Do the

following:
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1. Select ICMNLSDB from Host.
2. Click Go. The Access list will display.
3. Configure Department:
a. Leave ICMADMIN rights.
b. Give the rest of the users View rights.
4. Configure Proposal:
a. Leave ICMADMIN rights.
b. Give usrProjectManager Add, Update, Add Link, and View rights.
c. Give the rest of the users View rights.
5. Configure Proposal Document:
a. Leave ICMADMIN rights.

b. Give usrConsultant, usrMarketing, and usrSale Add, Add Link, View,
and Host retrieve rights.

c. Give usrProjectManager Add, Update, Add Link, View, and Host retrieve
rights.

d. Give the rest of the users View and Host retrieve rights.
6. Configure Correspondence:
a. Leave ICMADMIN rights.

b. Give usrConsultant, usrMarketing, and usrSale Add, Add Link, View,
and Host retrieve rights.

c. Give usrProjectManager Add, Update, Add Link, View, and Host retrieve
rights.

d. Give the rest of the users View and Host retrieve rights.
7. Configure Request for Proposal:
a. Leave ICMADMIN rights.

b. Give usrConsultant, usrMarketing, and usrSale Add, Add Link, View,
and Host retrieve rights.

c. Give usrProjectManager Add, Update, Add Link, View, and Host retrieve
rights.

d. Give the rest of the users View and Host retrieve rights.
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10.2 Enable item types for records declaration

For the item type that stores documents in your solution, if you need to declare
these documents to be records later, you must enable the item type for records
declaration.

For the ZXY Technologies, we need to enable CustomerData item type for
records declaration.

The following steps comprise the tasks required to complete this exercise:
1. “Enable CustomerData item type” on page 385

2. “Attribute mapping” on page 386

For all these steps, you need to use the IBM DB2 Content Manager Records
Enabler administration client. If you are not there, click Start - Programs —
IBM DB2 Content Manager Records Enabler — Administration Client.

10.2.1 Enable CustomerData item type

To enable CustomerData item type, do the following:

1. Select eRecord enable Item Type from the left panel. A list of Content
Manager ltem Types should display.

2. Select CustomerData Item Type from the list.
3. Select Proposal Document from the Record type pick-list.
4. Click Enable at the top. After that, It should look like Figure 10-12.
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Figure 10-12 eRecord enable Item Type window

10.2.2 Attribute mapping

You need to map the attributes for each file plan you define. The ZXY
Technologies design is listed in Table 10-2.

386

Table 10-2 Records Manager Enabler attributes mapping

File Plan

IRM Attribute

CM Attribute

Proposal Document

Document Name

Proposal Subject

Proposal Document

Proposal Number

Proposal Number

Request for Proposal

Document Name

Mail Subject

Request for Proposal

Proposal Number

Proposal Number

Correspondence

Document Name

Mail Subject

Correspondence

Proposal Number

Proposal Number

Follow these steps to configure the file plan mapping attributes:

1. Select Attribute Mapping from the left panel.
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2. Select Proposal Document from the Record type pick-list and click Add
Mapping.

3. You need to configure your mapping attributes from Table 10-2 as shown in
Figure 10-13.
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Figure 10-13 Attribute mapping window

4. Repeat the two previous steps for Correspondence and Request For
Proposal File Plans. Use the mapping attributes in Table 10-2 on page 386.

10.3 Configure DM classes for records declaration

You need to configure the Document Manager classes you have created in the
previous chapter to allow records declaration.
The following steps comprise the tasks required to complete this exercise:

1. “Configure document classes for records declaration” on page 388
2. “Configure Correspondence class for records declaration” on page 391
3. “Configure Reference Documents class for record declaration” on page 394
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For all these steps, you need to use Document Manager Designer client. If you
are not there, click Start —» Programs — IBM DB2 Document Manager —
Designer.

10.3.1 Configure document classes for records declaration

For document classes that will store declared documents, you need to enable
these document classes for records declaration.

For ZXY Technologies, you need to modify the Sales, Marketing, and Services
Proposal classes you have already defined to enable them for records
declaration. We show you how to configure the Sales Proposal. You need to
repeat the same procedure for the other proposal classes.

ZXY Technologies requires that all the Proposal documents be automatically
declared when they transition to the Issued state. This means there is no user
intervention during the record classification step.

The auto classify rules are already defined on “Auto classify rules” on page 379;
therefore, the proposal documents will be properly classified during the
declaration step.

For this exercise, you need to:

» Configure Sales Proposal class.
» Configure the Issued state.

Configure Sales Proposal class

In the Designer, open Global - [Administrator], open the Desktop, open Iltem
Type, open CustomerData item type, open Classes, select Sales Proposal
class and click the Modify icon in the Designer title bar. Do the following:

1. Select the Records Management tab and on the Records Management
page as shown in Figure 10-14:

a. Be sure Quick Declare desktop classification is set to Auto.
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Figure 10-14 Sales proposal records manager tab window

2. Click OK to save the changes.

Configure the Issued state

In the Designer, open Global - [Administrator] as before, open the Desktop,
open States, select Issued state, and click the Modify icon in the Designer title
bar. Do the following:

1. Click the Library tab and complete the Library page as shown in
Figure 10-14:

a. Select Declare Item of record.
a. Select Use Class Settings.
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Figure 10-15 Issued state library tab window

2. Click OK to save the changes.

Test your system: Records declaration

Now you can log on to Document Manager Desktop and test the following
functionality with Sales Proposal class:

1. Log on to the Desktop with usrSale.

2. Add a new Sales Proposal document.

3. Transition the document through the entire life cycle and check if it becomes
automatically declared when it arrives at the Issued state.

Note: Before beginning, check that the following services are running:

Records Manager Server

Records Manager Enabler Server
ICMRM server - CM Resource Manager
DM Cache services

DM Lifecycle services

vVvyvYyvyy
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10.3.2 Configure Correspondence class for records declaration

You need to modify the Correspondence class you have already defined to allow
records declaration.

ZXY Technologies requires that all the Correspondence documents be
automatically declared when they transition to the Incoming or Outgoing states.
That means there is no user intervention during the record classification step.

The auto classify rules are already defined on “Auto classify rules” on page 379;
therefore, the correspondence documents will be properly classified during the
declaration step.

For this exercise, you need:

» Configure Correspondence Class.
» Configure Incoming and Outgoing State.

Configure Correspondence Class

In the Designer, open Giobal - [Administrator], open the Desktop, open Item
Type, open CustomerData item type, open Classes, select Correspondence
class and click the Modify icon in the Designer title bar. Do the following:

1. Click the Records Management tab and complete the Records
Management page as shown in Figure 10-16:

a. Be sure Quick Declare desktop classification is set to Auto.
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Figure 10-16 Correspondence records manager tab window

2. Click OK to save the changes.

Configure Incoming and Outgoing State

In the Designer, open Global - [Administrator] as before, open the Desktop,
open States, select Incoming state and click the Modify icon in the Designer
title bar. Do the following:

1. Click the Library tab and complete the Library page as shown in
Figure 10-17:

a. Select Declare Item of record.
a. Select Use Class Settings.
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Figure 10-17 Incoming state library tab window

2. Click OK to save the changes.
3. Follow Step 1 and Step 2 to modify the Outgoing state.

Test your system: Records declaration
Now you can log on to Document Manager Desktop and test the following
functionality with Correspondence class:

1. Log on to the Desktop with usrSale.

2. Add a new Correspondence document and associate it with Incoming or
Outgoing State. Check if it becomes automatically declared once loaded.

Note: Before beginning, check that the following services are running:

Records Manager Server

Records Manager Enabler Server
ICMRM server - CM Resource Manager
DM Cache services

DM Lifecycle services

vVvyvYyvyy
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10.3.3 Configure Reference Documents class for record declaration

394

You need to modify the Reference Documents classes you have already defined
to allow record declaration.

Since ZXY Technologies does not need all the Reference Documents to be
automatically declared, users will decide if each document needs to be declared.
When users declare documents as records, the users will select from a
predefined list of file plan destinations. We show you how to configure by
selection declaration.

Configure Reference Documents Class

In the Designer, open Global - [Administrator], open Desktop, open ltem
Type, open CustomerData item type, open Classes, select Reference
Documents class and click the Modify icon in the Designer title bar. Do the
following:

1. Select the Records Management tab and complete the Records
Management page:

a. Set Quick Declare desktop classification to Selection.

b. Click Classifications. The Records Management Selection List window
opens. Here you need to create the list of possible file plan destinations.
We are going to add only one possible destination as an example. Follow
these instructions:

i. Click Add. A new window with the file plan navigation opens.

ii. Select from the tree Unclassified Proposals and set Proposal
Document in the Records Type drop box as shown in Figure 10-18.
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Records Management Classification =

Select FilePlan classification:

=- ZXY Technologies
=+ Default...Def

It department for unclassified records
c:ation for un ified propozal documents
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Sales...Sales Department for 247 Technologies

. Services... Services Department for 247 Technologies

Record type: Proposal Document j

Apply 1 Cancel J

Figure 10-18 Records management classification window

i. Click Apply. Then, click OK.

c. Select from the Related items declared list, the following entries:

¢ Children
e Peers
e OLE

d. The class configuration should look like Figure 10-19.
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Modify - Class Configuration =

Name: IHeference Documents
Type:

Description:

Properties Fecords Management

¥ | Records tanager Enatiled

'Duick Declare’ Desktop Clazsification

© Auto ' Selection ¢ By Property

Classifications... |
[™ Ensure accompanying PDF
If heeded. create by: ﬂ

Related items declared: IAII Levels '1

Fielationship Type 1 -

Children

Peers

Ocan

O Redine ;J

ak. I Apply 1 Cancel |

Figure 10-19 Reference documents records manager tab window

2.

Click OK to save the changes.

Test your system: Records declaration

Now you can log on to Document Manager Desktop and test the following
functionality with Reference Documents class:

1.

Log on to Desktop with usrSale.

2. Create a new Reference Document.
3.
4

. Create a new Reference Document with a compound document. Search

Search for it, right-click, and select by Selection Quick Declare.

for them and select the father. Right-click and select by Selection Quick
Declare. Both father and children must be automatically declared. Inside
Records Manager file plan both documents are created as one record.
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Important: Before beginning, check that the following services are running:

» Records Manager server

Records Manager Enabler server
ICMRM server - CM Resource Manager
DM Cache services

DM Lifecycle services

vVvyyvyy
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11

Other record declaration
options in Document
Manager solution

This chapter provides alternative Records Manager implementation options for
the ZXY Technologies case study solution. Utilizing the file plan created in
“Advanced Document Manager implementation” on page 331, we show you
different Document Manager and Records Manager integrations that you can use
to meet your customers’ needs.

We cover the following topics:

Different ways to create a record

Automatic quick declare

By Selection quick declare

By properties quick declare

Automation services declaration

Manual declare (Profile, Defaults configuration)
Create a Records Manager link

Create a Records Manager set

vVVyVYyYVYVYYVYYVYY
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11.1 Different ways to create a record

400

For ZXY Technologies, we used automatic quick declare that activates during
transitions between states, and by selection quick declare that activates
manually from the desktop menu.

There are other ways to configure how a document becomes a record. Here we
describe alternative configurations, so you can select the best for your needs.

Note: We show you how to configure each record option. If you want to read
an introduction about each one, refer to “Records Manager options in
Document Manager” on page 77.

You can create a Record in the following ways:

» During transitions between States: By clicking the Library tab inside the state
and completing the Library page, you can select Use Class Settings or Use
Specific Classification.

If you select the first option, the records process uses the configuration in the
Record Manager tab, Quick Declare Desktop Classification option inside
the class.

» In the Add dialog box: In the Options tab inside Add dialog, the option
Process Declare command allow you to select a Manual declare or Quick
declare command. We show you how to configure the Add dialog box in “By
properties quick declare” on page 402.

» Automation Services Declaration: You can configure an automation
process job to select a document without record declaration and declare it
automatically. To read more, go to “Automation services declaration” on
page 407.

» From the Desktop menu: The user can select a document inside the desktop,
click Right Click and select Records submenu. Both Manual declare or
Quick declare commands are in Records submenu. You can see the pop-up
menu in Figure 11-1.
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Figure 11-1 Records Manager pop-up menu

- | Library: Corporatelibrary User: USRIALE

* Group: GRPSALES

2

» Declare a version history record: Users can declare a previous version
document. To do that, users need to select the document. Right-click and
select Version History. You can see the menu in Figure 11-1.

Version history windows open. User can select the version they want to
declare, right-click, and select the Records Menu submenu. You can see it in

Figure 11-2.
Cvemonistory il
lInfo | Tile | FileName | ersion 1d]
+- M Just atest  Mew Sales Proposal.doc 4
+ @ Just atest  Mew Sales Proposal.doc 3
o 3
+-) New Sales Proposaldoe o
ew Sales Proposaldoc o
Modify
Quick Declare Record
Manually Declare Record
‘Wiews Records Management Information =
Get List
Title FileM ame
| zt & test Mew Sales Propozal doc
Werzsion |d
|2
Wiew | Copy | Modify | Fepart... | [one I
Figure 11-2 Version history declaration
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11.2 Automatic quick declare

Automatic declaration uses the rules you define in Records Manager to
automatically classify the documents during declaration.

For our solution, we use quick auto declare functionality to do record declaration
for the Proposal, Correspondence, and Request for proposal documents. These
documents are automatically declared as records when they transition to the
Issued, Incoming, or Outgoing states.

Refer to “Configure document classes for records declaration” on page 388 to
learn more about automatic declaration.

11.3 By Selection quick declare

By selection declaration uses a list of predefined classification paths in the

Document Manager Class to display the available destinations inside the file plan
to the user.

For ZYX Technologies Reference Documents class, we use quick selection

declare functionality, so users can select a document, right-click, and select
Quick Declare to create a record.

Refer to “Configure Reference Documents class for record declaration” on
page 394 to learn more about it.

11.4 By properties quick declare

By properties quick declare option uses the Document Manager Class properties
to specify the classification path where the document is to be declared.

We use the Sales Proposal in our solution to show you one way of using this
method to declare and classify.

The following steps comprise the tasks required to complete this exercise.

1. “Create Document Manager properties” on page 403
2. “Add the properties to your item type” on page 403
3. “Create CVL list and links” on page 404

4. “Modify your Add dialog box” on page 406
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Note: Before you begin, check that the following services are running:

» Records Manager Server

Records Manager Enabler Server
ICMRM server - CM Resource Manager
DM Cache services

DM Lifecycle services

vVvyyvyy

For all these steps, you need to use Document Manager Designer. If you are not
there, click Start — Programs — IBM DB2 Document Manager — Designer.

11.4.1 Create Document Manager properties

We need to create two properties:

» File Plan Location: Holds the classification path
» Records Type: Holds the records classification, such as Proposal
Documents, Correspondence, or Request for Proposal.

In the Designer, open Global - [Administrator] and select Library Properties.
Click the New icon in the Designer title bar - the New - Library Property
Configuration window opens. Create the Properties listed in Table 11-1.

For instructions about how to create the library properties, refer to “Create library
properties” on page 246.

Table 11-1 Quick declare library properties

Name Display name | Attribute type | Character Character
type length
FilePlanLocation | File Plan Variable Extended 100
Location character alphanumeric
RecordType Record Type | Variable Extended 32
character alphanumeric

11.4.2 Add the properties to your item type

In the Designer, open Global - [Administrator], select Desktop, then expand
Item Type, and select CustomerData Item Type. Click the Modify icon in the

Designer title bar. Do the following:

1. Add the properties listed in Table 11-1 to CustomerData Iltem Type.

2. Click OK to save the changes.
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11.4.3 Create CVL list and links

In the Designer, open Global - [Administrator] as before, open Desktop, open
Cvls. Click the New icon in the Designer title bar. Do the following:

Create RecordType CVL List.

Create File Plan locations CVL List.
Create Record Type CVL Link.

Create Classification Locations CVL Link.

vyvyyy

Create RecordType CVL List
To create RecordType CVL list, use the following steps:

1. Select Lists and click the New icon in the Designer title bar. The New - CVL
Configuration window opens.

2. In the Name field, type RecordType.
3. In the Type pick-list, select Standard.
4. Add the values:

— Proposal Document
— Request for Proposal
— Correspondence

5. Click OK to save your changes.

Create File Plan locations CVL List.
To create file plan locations CVL list, use the following steps:

1. Select Lists and click the New icon in the Designer title bar. The New - CVL
Configuration window opens.

2. In the Name field, type File Plan locations.
3. Inthe Type pick-list, select Standard.
4. You need to add all the destinations inside the file plan. For example:

— //ZXY Technologies/Default/UnclassifiedProposal
— //ZXY Technologies/Sales/Proposal00071

5. Click OK to save your changes.

Create Record Type CVL Link
To create RecordType CVL link, follow these steps:

1. Select Links and click the New icon in the Designer title bar. The New - CVL
Configuration window opens.

2. In the Name field, type Record Types.
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Set Property drop-down list to RecordType.
Set CVL name drop-down list to RecordType.

Set Default Value drop-down list to Proposal Document.

o o r o

Click OK to save your changes.

Create Classification Locations CVL Link
To create Classification Locations CVL link, follow these steps:

1. Select Links and click the New icon in the Designer title bar. The New - CVL
Configuration window opens.

2. In the Name field, type Classification Locations.
3. Configure the rest of options as shown in Figure 11-3.

Modify - C¥L Link Configuration ﬂ
Name: IEIassification locations
Description:
Propeiy: IFiIe Plan Locations _VJ
— Parent — — —
 Hone
' Property RecordTypes _j
Parent alue | CVL Name | Default Value | Add
Propozal Document  File Plan Locations  //2<Y Technologies/S ales/Propozal00071 o
elete |
Up |
Down |
4 | i
Parent ' alue: I
CvL name: ]File Plan Locations j
Defauit value: [, /707 Technologies/S sles/ProposallD71 |
QK | Apply I Cancel

Figure 11-3 File plan location link

4. Click OK to save your changes.
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11.4.4 Modify your Add dialog box

You need to add the properties in Table 11-1 on page 403 to your add dialog box.
Since we are using Sales Proposal class, you need to select the Sales Proposal
- Add dialog box.

In the Designer, open Global - [Administrator], open Desktop, open Actions
and Dialogs. Do the following:

1. Expand Sales Proposal - Add dialog box.

2. Under your add dialog box, expand CVL Links. Drag and drop from Cuvls:

— Classification Locations CVL Link
— Create Record Type CVL Link

3. Select again your add dialog box and click the Modify icon in the Designer
title bar.

4. Select Options tab:

Select Process Declare command and select Quick declare command
options. It should look like Figure 11-4.

Scan for new related file attachments Local system anly
Dizplay cpdoc link properties dialog for new links Mo

Process Declare command Buick Declare Cammand

Figure 11-4 Add dialog box options tab
5. Click OK to save the changes.

Now when a user adds a new document, the window in Figure 11-5 opens. You
can see that the first two attributes are related to the CVL link. So, when you
import the document, it will be declared inside the file plan selected.

406 IBM DB2 Document Manager with IBM Records Manager Solution Guide



_ioix
C:ADocuments and Settingshadminitdy Documentshecmzolution. doc
Class State
Sales Proposal Crraft j
— Optio: — Required
¥ Search index FiecordT ypes
[ Keep local copy IProposaI Document j
[ Add to falders ) )
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Figure 11-5 By select quick declaration

11.5 Automation services declaration

Document Manager can be configured to execute an automatic job that searches
the system to find documents that meet certain criteria. When the documents are
found, a predefined action can be automatically performed. This action can be to

declare the documents using the Quick Declare functions.

The following steps comprise the tasks required to complete this exercise and
create all the objects shown in Figure 11-6:

oo~
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“Create rules” on page 408
“Create rule set” on page 409
“Create action” on page 410
“Create alarm” on page 410
“Create Job” on page 410

407



-2 Process
== RS

------ O Start Fieference Documents Declare
-] Haolds
=7 Rules

0 Reference Documents not declared

0 Reference Documernts Rule
H@ Rule Sets

-0, Declare Reference Documerts
El@ Actionz

. 0 Declare Reference Documents
-] Action Sets

=2 Jobs
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Figure 11-6 Automation services declaration

Note: Before beginning, check that the following services are running:

Records Manager Server

Records Manager Enabler Server
ICMRM server - CM Resource Manager
DM Cache services

DM Lifecycle services

DM Alarm service

DM Automation service

YVVYyVYVYVYYVYY

For all these steps, you need to use Document Manager Designer. If you are not
there, click Start - Programs — IBM DB2 Document Manager — Designer.

11.5.1 Create rules

In the Designer, open Global - [Administrator] as before, open Process, open
Rules. In this example, we create two rules.

Note: Rules are case sensitive. Be sure to write your rule values in the correct
tense.

Create Reference Documents Rule rule:

1. Click the New icon from design toolbar.
Set Name to Reference Documents Rule.
Set Property to Class.

Set Operator to Equal (==).

o~ 0N

Set Value to Reference Documents.
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6. Click OK.

Create Reference Documents not declared rule:
Click the New icon from design toolbar.

Set Name to Reference Documents not declared.
Set Property to isRecord.

Set Operator to Not equal (!=).

Set Value to Yes.

Click OK.

o ok~ 0w Dd -

11.5.2 Create rule set

In the Designer, open Global - [Administrator] as before, open Process, open
Rule Sets. Do the following:

1. Click the New icon from the design toolbar.
2. Set Name to Declare Reference Documents.

3. Add the two previous rules as shown in Figure 11-7.

New - Ruleset Configuration: ‘ =

Marme: IDecIare Reference Documents

Deseription: [This ruleset will discover Reference Dacuments that record left

General———
AND or | NOT | Name [Type |
Reference Documents Rule Rule
and Reference Documents not declared Rule
Add Delete |
AND or OR: Iand 'l [~ NOT ' Rules 7 Fiule sets
Mame
Feference Documents not declared
Feference Documerts Rule
4] | i

QK I Apply | Cancel |

Figure 11-7 Rule Set definition
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4. Click OK.

11.5.3 Create action

In the Designer, open Global - [Administrator] as before, open Process, open
Actions. Do the following:

1.

o > 0 DN

Click the New icon from design toolbar.

Set Name to Declare Reference Documents.
Set Type to Quick Declare Record.

Set Action to Use class settings.

Click OK.

11.5.4 Create alarm

In the Designer, open Global - [Administrator] as before, open Process, open
Alarms. Do the following:

1

2
3
4

. Click the New icon from design toolbar.

. Set Name to Start Reference Documents Declare.

. Set Frequency to Periodically and set an hour to test it.
. Click OK.

11.5.5 Create Job

In the Designer, open Global - [Administrator] as before, open Process, open
Jobs. Do the following:

1.

a.

® 2 0o T

Click the New icon from design toolbar.
2. Set Name to Declare Reference Documents.

3.

4. Click the Detail tab and populate the Detail page as shown in Figure 11-8:

Check Item Bases option.

Select Rule Set option.

Select Declare Reference Documents rule set you have just created.
Select Action option.

Select Declare Reference Documents action you have just created.
Set Alarm to Start Reference Documents Declare.
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Figure 11-8 Job configuration window

5. Click OK.
6. Select the job you have just created. Expand Privileges. Expand Groups.

7. Add grpManager, Admin, and grpSales.

11.6 Manual declare

Document Manager provides you the option to manually declare a record. This
method allows for complete control of the process by a sophisticated user. This
process requires the user to know the precise location in the file plan where the
document should be classified and it allows for the entry of values for all the
metadata attributes for the record. A manual declaration in Document Manager is
performed by selecting the Manual Declare command on a menu or having it
started by the option in a dialog.

To enable a user to do manual declaration from the Document Manager menu,
you need to configure the user's Document Manager Desktop template to have
the Manual Declare command. For our solution, we added the Manual Declare
command to the right mouse menu. Figure 2-28 on page 42 shows you an
example of Manual Declare from the pop-up menu through the right mouse click.
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You can configure the following type of dialog to enable manual declaration: Add,
Checkin, and Version History.

To configure the Add dialog for manual declaration:

1. From the Designer tool, select an Add Action and Dialog.
2. Select the Options tab.

3. Set Process Declare command option to yes.

4. Select OK.

To configure the Checkin dialog for manual declaration:

1. From the Designer tool, select a Checkin Action and Dialog.
2. Select the Options tab.

3. Set Process Declare command option to yes.

4. Select OK.

To configure the Version dialog for manual declaration:

1. From the Designer tool, select a Version History Action and Dialog.

2. Select the Options tab.

3. Set the Enable [Manually Declare Record] command (right mouse) option
to yes.

4. Select OK.

Records Manager has some options that you can configure to help in the manual
declaration process. They are:

» Profiles: are used to filter the attributes that users need to fill when users
manually declare a record.

» Defaults: are used to automatically fill the default values in the add record
form displayed to the user when the user tries to declare a record.

In this section, we show you step by step how to configure the Defaults and
Profiles options in Records Manager. You need to use Records Manager
Administrator client to do the configuration. If you are not there, click Start —
Programs — IBM DB2 Records Manager — Administrator. Log in as
Administrator.

Note: Before beginning, check that the following services are running:

» Records Manager Server

Records Manager Enabler Server
ICMRM server - CM Resource Manager
DM Cache services

>
>
>
» DM Lifecycle services
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11.6.1 Profile configuration

Select File Plan Design, and then click Profiles. You need to create the profiles
shown in Figure 11-9. Each profile has the filter that will be used to show the user
the add record form. If you do not define a Profile, the add record form will have
several attributes users do not need to see.

2 Profiles - Microsoft Internet Explorer

IBM DB2 Records Manager Administrator

File Plan Adrinistration

b Lfe Cyde Adrinistation L e

* File Plan Design Bottom w
Component I
Filter <Al =~
Mame Component Actions
Add Correspondence Correspondence @ E/ﬁo‘n;_‘%
L] it
BEurRy Add Proposal Container Propaosal @ E r,‘g %
P Tools
» Add Propozal Docurnent Propaosal @ E r,‘g %
Qe Docurnent
Records Managernent
» ]
Operations Add (g Request for @ B“‘L%
Propaosal
¥ Batch Operations
Records Top w

© Copyright IEM Corp. 2001, 2005 All rights reserved.

1BM Corporation

Figure 11-9 Records Manager Profiles configuration

To create Add Correspondence:
1. Click Add in profile panel.

2. Select Correspondence from Component Definition drop-down list. Click
OK.

3. Set Name to Add Correspondence.
Set Caption to Create a correspondence record.

Configure Selected Fields list as shown in Figure 11-10:
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* RecHsID - Record Host

* FIPInCmpntMm - Correspondence Marme
* FIPInCmpntTtl - Correspondence Title
TS_ProposallD - Proposal Number

* SecClsID - Security Classification

* ®xtReclD - External Record

Figure 11-10 Add Correspondence profile
6. Click Save. Click Cancel to close the windows.

To create Add Proposal Container:

1. Click Add in profile panel.

Select Proposal from Component Definition drop-down list. Click OK.
Set Name to Add Proposal Container.

Set Caption to Create a proposal container.

o~ 0N

Configure Selected Fields list as shown in Figure 11-11.

* FIPInCmpntMm - Proposal Mame
* FIPInCmpntTtl - Proposal Title
* SecClsID - Security Classification

Figure 11-11 Add Proposal container profile
6. Click Save. Click Cancel to close the windows.

To create Add Proposal Document:
1. Click Add in profile panel.

2. Select Proposal Document from Component Definition drop-down list.
Click OK.

3. Set Name to Add Proposal Document.
4. Set Caption to Create a proposal record.
5. Configure Selected Fields list as shown in Figure 11-12.
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* RecHsID - Record Host

* FIPInCmpntNm - Proposal Document Mame
* FIPInCmpntTtl - Proposal Document Title
TS_ProposallD - Proposal Number

<Line Separator:

* SecClsID - Security Classification

* ®xtReclD - External Record

Figure 11-12 Add Proposal document profile
6. Click Save. Click Cancel to close the windows.

To create Add Request for Proposal:
1. Click Add in profile panel.

2. Select Request for Proposal from Component Definition drop-down list.
Click OK.

3. Set Name to Add Request for Proposal.
4. Set Caption to Create a request for proposal record.
5. Configure Selected Fields list as shown in Figure 11-13.

* RecHsID - Record Host

* FIPInCmpntMm - Request for Proposal Mame
* FIPInCmpntTtl - Request for Proposal Title
<Line Separator=

* SecClsID - Security Classification

* ®tReclD - External Record

Figure 11-13 Add Request for proposal profile
6. Click Save. Click Cancel to close the windows.

Assign user’s rights to each profile:
1. Click the User icon next to each profile.

2. Use Add Correspondence configuration example in Figure 11-14 to configure
the four profiles.
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Figure 11-14  Profile security window

11.6.2 Default configuration

From the Records Manager Administrator client, select File Plan Design, and
then click Default. You need to create the defaults shown in Figure 11-15.

When you declare a record, you complete two required attributes:

» Name: the document name
» Proposal Number: the proposal number

The default we create here automatically fills the two required attributes with a

default value for each record component in the system.

Note: Users need to change these values when they manually declare a

record.

IBM DB2 Document Manager with IBM Records Manager Solution Guide



J Defaults - Microsoft Internet Explorer |

IBM DB2 Records Manager Administrator

File Plan Adrinistration
b Life Cycle Administration

* File Plan Design

Foeoporent [ EYTE———— -
Filter

Mame Component Actions
F Security Add Correzpondence Marme Here Carrespondence @ E r,‘g %
P Tools Add Proposal Docurnent Mame Here Propaosal @ 'E_g r,‘g %
P Query Ciocument
Es
» Record§ Managerent Add Request for Proposal Mame Here Requestlfor @ |u_ ﬁo‘n;_‘%
Cperations Proposa

-

Batch Operations

Records

@ Copyright IEM Corp. 2001, 2005 All rights reserved.

16M Corporation

Figure 11-15 Records Manager Default configuration

To create Add Correspondence Name here default:
1. Click Add in default panel.

2. Set Name to Add Correspondence Name here.

3. Set Proposal Number to 00000.

4. Click Save. Click Cancel to close the windows.

To create Add Proposal Name here default:

1. Click Add in default panel.

2. Set Name to Add Proposal Name here.

3. Set Proposal Number to 00000.

4. Click Save. Click Cancel to close the windows.

To create Add Request for proposal Name here default:
1. Click Add in default panel.

2. Set Name to Add Request for proposal Name here.
3. Set Proposal Number to 00000.

4. Click Save. Click Cancel to close the windows.
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11.7 Create a Records Manager link

You can create a link between two records. For example, in our solution we
create a link between the PDF file and the original Microsoft Word document.

Note: Users who perform this task need the Add Link permission in Records
Manager. You can add this via the Records Manager Administrator client.

To create a set, follow these instructions:
1. Log on to Document Manager Desktop client as usrSale.

2. Search for one PDF file or another child document you need to link to the
father.

3. Select it. Right-click and select Manually Declare record option from the
pop-up menu.

4. A Records Manager form opens. At the bottom, check Add Record
Relationship as shown in Figure 11-16.

¥ Add Record Relationship

Figure 11-16 Add a Records Manager link

5. Click Finish.
6. A new window with the link list opens as shown in Figure 11-17.
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Figure 11-17 Link list window

7. Click Add Link. The new link window opens.

8. Select Link to and click Browse. Find your father document and select it. It
should look like Figure 11-18.
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w Link - Microsoft Internet Explorer

IBM DB2 Records Manager Administrator
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t for ECM Sy luti: By Code
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Figure 11-18 New Link definition window

KN

9. Click Save to save your new link.

If you access the record and look for the links, it should look like Figure 11-19.
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Figure 11-19 Links list

11.8 Create a Records Manager set

You can create a set between several records for administration purposes. For
example, for our solution we want to create a set between all the versions of the
same document that are already declared as a record.

For this example, we created a Reference Document. We did multiple checkouts
and checkins to generate multiple versions. We subsequently declared the
document as a record and then used the Version History dialog box to declare all
previous versions as records as well. In Records Manager, each version is a
separate record. Now we want to establish a set relationship between all these
versions of the same document.

To create a set between these versions, follow these instructions:
1. Log on to Document Manager Desktop client as usrSale.
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Search for the Reference Document you have use to declare version history.
Right-click and select Version History from pop-up menu.

Note: If your versions are not yet declared as record, you can select
right-click, select Records Menu, select Manually Declare Record to

declare it.

4. To create the set, select the oldest version. Right-click and select View
Records Management Information.

5. The File Plan Report window opens as shown in Figure 11-20.

J File Plan Component Report - Number of Items: 1 - 1 of 1 - Microsoft w

File Edit View Favorites Tools  Help

GBack ~ = - ) at | Qhsearch [GelFavorites  GMedia &4 | B S5

Address I@ http: ffkewba9n, almaden,ibm, com: 2082 (RMEWebClient /gener ateQuery. do

IBM DB2 Records Manager Administrator

File Plan Component Report - Number of Items: 1 - 1 of 1

Unclassified

File Plan
. Component Address by name
ID

File Plan Component Name Actions

[ |84z fzwy Two HW licences - w2 B2 B pctions
Technologies/Default!Unclassified —

ProposalsfTwo HW licences - w2

Suspension v
Top  cio=e |
[
|§j javascriptishowactions(842, 24); ’_ ’_ ’_ |° Internet 4

Figure 11-20 File Plan report window

6. Click Action in the right. Click Set. The Set list window opens.

7. You need to add all the records you want in the set. In Figure 11-21, we show
you a set example with a different document version.
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Unclassified
*Select View
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fEZ28Y Technologies/Default/Unclassified Proposals/Three 2 Z¥Y Technaologies @ B4
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fEZ8Y Technologies/Default/Unclassified ProposalsfThree 4 Z#Y Technologies @ E

Top

&

Figure 11-21 Set list window

8. Click Add to set and the Set Add window opens.
9. Complete File Plan Component with your version 1 document. You can click

Browse to find it inside the file plan.
10.Select Add to. You can see an example in Figure 11-22.
11.Click Save to add the document in the set.

12.Repeat the procedure to add the rest of the document you want inside the set.
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Address : / /ZXY Technologies / Default/ Unclassified Proposals /Three HW licences - w2 By Code

& pddTo

" Add From

*File Plan Component

@ Address by Hame C Address by Code
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Top [ seve  cance |

@ Done ’_’_’_ 8 Intermet
Figure 11-22 Add a document to a set
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12

System deployment

In the previous chapters, we show you how to install, configure, and implement a
Document Manager solution with Records Manager from end-to-end. This
chapter provides guidance about how to deploy the system. We focus on the
steps you need to take to move your configuration from a development or testing
system to a production system.

We cover the following topics:

Deployment overview

Exporting system configuration steps
Importing system configuration steps
System verification

vyvyyy
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12.1 Deployment overview

When deploying a Document Manager solution from a testing or development
environment to a production environment, you need to plan ahead for hardware
and software installation and configuration, and the available time and resource
available to perform the deployment. In this chapter, we focus only on the
deployment of the Document Manager system from the application’s point of
view.

Deployment step overview
The general steps for Document Manager system deployment are:

1. Export system configuration from the development system:

a. Export Content Manager configuration.
b. Export Document Manager configuration.
c. Export Records Manager configuration.

2. Import system configuration into the production system:

a. Import Content Manager configuration.
b. Import Document Manager configuration.
c. Import Records Manager configuration.

Deployment methods

There are two main methods to deploy the Document Manager configuration
from one library to another:

» Use drag and drop.
» Use export/import processes.

Both techniques require similar procedures. The order of which objects are
dragged and dropped, or exported and imported are the same. Behind the
scenes, Document Manager uses export and import processes when you
perform a drag and drop action. With drag and drop, you need to have both
systems up and running and set up at the Document Manager Desktop. You
move information from one system directly to another system. Using the export
and import utilities, you can separate the import and export tasks and perform
the tasks at different times. The data resulting from the export process can be
used as a backup for the system. We recommend using the export and import
processes to deploy your system whenever possible.

Data exporting and importing order

Exporting objects does not need to be done in a specific order. To import
Document Manager or Records Manager objects, you must follow a specific
object order. In the case of Document Manager, library configuration consists of
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several objects that are interdependent among them. Some objects must be
created first in order to create other objects that use the previous objects. Moving
the configuration from one library to another library must be done in a specific
order to be successful. This also applies for the Records Manager importing
procedure.

Content Manager export and import order
For Content Manager, we recommend the following export and import order:

1. User groups
2. Users

Document Manager configuration export and import order

For Document Manager configuration, we recommend the following export and
import order:

1. Library Attributes

2. ltem Types

3. Classes (states, actions and dialogs, roles, CVL, life cycle, item numbering,
new item templates, and property modification)

4. Actions and dialogs

5. Desktop templates (menus, views, searches, property exchanges, and
application integration)

6. Library configuration

Note: In steps 3 and 5, you must select the option Include all linked
subcomponents for each listed object in order to export the object
dependencies specified in parentheses.

Records Manager configuration export and import order
For Records Manager, we recommend the following export and import order:

Pick lists and Pick list Entries
Security Descriptors

Security Levels

Security Classification Exemptions
Security Classification Reasons
Security Classification Guides
Views

Component Definitions and Component Attribute Definitions
9. Component Definition Relationships
10.Disposal Authorities

11.Life Cycle Phases

12.Record Hosts

13.Groups

14.Users

©ONO O AN~
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15.Life Cycle Codes

16.Suspensions

17.Profiles

18.Defaults

19.System Configuration

20.File Plan Components and Relationships
21.Reservations and Charge Outs

12.1.1 Pre-deployment considerations

Before performing the deployment, outline all the activities that need to take
place and plan ahead.

Determine how much disk space you need to do export and import. Make sure
you allocate enough space before starting the deployment.

Determine the time you need to perform export and import and system validation
afterwards. The file exporting process is fast and can be done earlier. We
recommend you import the data in advance and practice importing before you
actually perform system deployment. The general importing process is relatively
fast also. The post importing steps are the steps that can take more time
depending on how complex your system is.

Plan ahead which type of manual work you need to do post-file import. This is
because some design elements or custom information must be recreated
manually in the production system. For example, even though the Document
Manager Designer configuration can be exported from a development system
and imported into a production system, some objects such as Document
Manager dynamic search folders cannot be moved over. It is necessary to
recreate all the folder structure again in the production environment and reassign
the users and groups into the security tab on the folder properties using the
folder administration utility.

Make sure you have a validation and test plan. Allocate enough time to perform
system validation and testing according to the plan.

12.2 Exporting system configuration steps
Following are the suggested steps to export the complete system configuration
from the development environment:

1. Export Content Manager users and groups configuration
2. Export Document Manager system configuration
3. Export Records Manager system configuration
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Note: Assure that you have a clean working Document Manager system
enabled for Records Manager fully installed and configured in the production
environment before you attempt these steps. Refer to “Installation and
configuration” on page 151 for end-to-end solution installation and
configuration, including system validation.

12.2.1 Export Content Manager users and group configuration

To export Content Manager users and groups, use the following steps:

1. Open the Content Manager System Administration Client. Go to
Authorizations — User Groups and from the right pane, highlight the
groups shown in Figure 12-1.

B2 System Administration Client
File “iew Selected Toolz Help

i) §§|EE E=

IDB2 Cortent Manager LI Eontents of: User Groups
r’gﬁ’. DE2 Cortert Manager & ADMIN
-0 icmnisdb o P

{1 Library Server Parameters
(5 Resource Maragers i
(" Awthentication

{77 Data Modeling
{3 Document Routing GRPYIE
i ICMPUBLC

Figure 12-1 Content Manager user groups window

2. Right-click any selected group and select Export to XML as shown in
Figure 12-2.
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B2 System Administration Client

File “iew Selected Toolz Help

G ERESE = & ¥ I & &
IDB2 Cortent Manager LI | Contents of: User Groups
25
zj DB2 Content Manager 3 ADMIN
-0 icmnisdb femcmecsmancoas

el :;'R'pa;\a&gﬁm.
Authorization Eéz ?I?EDE@CEJEE(}ENEA‘I{'{({E%?
(] Data Modeling :':". PFE?’%IZE.S'
(71 Document Routing tnl'ja'_ _G_RF\_!IF\:’\IFI?SI
i ICMPUBLC Copy
Delete
Properties

Figure 12-2 Selecting user groups to export

3. In the new window, specify the Destination directory where you want to
save the user groups’ export file by using Browse, and the export File name
as shown in Figure 12-3. Then click OK to start the export process.

exportopions = NG N x

Dependent definitions to also export

[ Administrative defintions

Export destination— ——— ———
& Tafile

Destination directory:

IC:\temp\CMExpoﬁFiles Browese... |

File natne: Depending on your export choices, a data model file (xsd),

| ICMGFUUDS| or an administrative definition file (xml), or both, are

created with thiz name.

"File natne and directory ——

(| Directly to another server: I vl

~Processing options when importing to ather server

(% Process interactively

L (" Process in backaround and log results

Ok I Cancel | Help |
| |

Figure 12-3 Export path and file name for user groups
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4. When the export process finishes, click OK to close the export window as
shown in Figure 12-4.

Export Progress ﬂ

Export completed successfully.

I

Cancel |

|Exp0r1 completed successfully. |

Figure 12-4 User groups export completed window

5. Now go to Authentication — Users and highlight the users shown in
Figure 12-5.

B2 System Administration Client
File “iew Selected Toolz Help

i g8 |EE &=
IDB2 Cortent Manager L‘ Contents of: Users A
r’gﬁ’. DB2 Content Manager 2 CARLOS
-0 icmnisdb A
(] Library Server Parameters i, TR
il DDMSERVICE
& ICMADMIN
i1 ROMMEY
8 User Groups a
73 Authorization S = TU=ER
{7 Data Modeling % DMTESTUSER
{7 Document Rauting 2 RINA
i LAFONG
[+
[+
[+
[+
[+
[+
[+

Figure 12-5 Content Manager user window

6. Right-click any selected user and select Export to XML as shown in
Figure 12-6.
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File “iew Selected Toolz Help

T

a 9 [®

v

IDB2 Cortent Manager

r’gﬁ’. DE2 Cortert Manager
=0 icmnlsdl

{71 Document Routing

CARLOS
CMREID
DDMSERYICE
ICHAADRAIR
ROMMEY
CMTESTUSER
DMTESTUSER
IRIMA,
LAIFOMNG

USRCOMSULTANT

USRFIMNAMCIALY Copy

LSRMARAGER! Delete
Properties

Export to XL

USRSALE!

______ El

Figure 12-6 Selecting users to export

7. In the new window, specify the Destination directory where you want to
save the users’ export file by using Browse, and the export File name as
shown in Figure 12-7. Then click OK to start the export process.
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Export Options ﬂ

Dependent definitions to also export

[ Administrative defintions

[~ Resource manager definttions

Export destination —|
' Ta file

Destination directory:

File name and directary ’ ’

IC:\temp\CMExpoﬁFiles Browese... |
File nane: Depending on your export choices, a data model file (xsd),

ICMUSBFS| or an administrative definition file (xml), or both, are

created with thiz name. |

(= Directly to another server: I vl ‘

Processing options when importing to other server

¥ Process interactively |

{" Process in backaround and log results

(14 I Cancel J Help ‘
| |

Figure 12-7 Export path and file name for users

8. When the export process finishes, click OK to close the export window as
shown in Figure 12-8.

Export Progress A 1[

Export completed successfully.

- SN N

Cancel |

|Exp0r1 completed successfully. |

Figure 12-8 Users export completed window

Note: In this section, we only show exporting users and user groups because
we do not define any new Content Manager ACL. If you create new ACLs for
your system, you must also export all the Authorization objects you created.
These can include privileges, privilege groups, privilege sets, and access
control lists.
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12.2.2 Export Document Manager system configuration
To export the Document Manager system configuration, do the following:

1. Open the Document Manager Designer. Highlight the library icon and click
Export in the Designer tool bar as shown in Figure 12-9.

=10l x|

i IBM DB2 Document Manager Designer

%Configure | n@ Export  |<mo Import | r.‘}#u User Monitor | ® About

IBM DB2 Document Manager Designer
E| Corporatelibrary
Global - [Administrator]
[:I Adminigtration Domains
[:I System Monitors

. A 7

Figure 12-9 Document Manager Designer window

2. In the Export Library Configuration windows, uncheck the Include all linked
sub-components for each listed object box and click Browse to specify a
path and file name for the library attributes export file as shown in
Figure 12-10.
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iz Export Library Configuration

=10l x|

Export data file:  [C:\tempiDME sportFilest Libramétributes Browse... I
[ Include all linked sub-components for each listed object
r— Configuration Object:
E_ntitytype| Mame | Status
Objects... | Delete |
Save... | Load... | Froce —| Done_l

4

Figure 12-10 Export library configuration window for library attributes

3. Now click Objects and in the Select Objects window, choose Library
Property in the Type select box as shown in Figure 12-11. Be sure to select
all the attributes used for your system. Table 12-1 lists these attributes.

For your convenience, we have also prepared a set of data files exported
from the case study system. You can download them from the Web and
import them using the procedures provided in this chapter.

To download the materials, refer to Appendix B, “Additional material’ on

page 487.

Table 12-1 Attributes used in Document Manager Item Types

Authors CustomerEMail FileName ProposalSubject To
DM_Class DM_Date MailSubject ReqPropNum DM_Number
CreateDate DateReceived PotentialRev DM_Revision

CustomerName DeliveryDate DM_Properties DM_State

CustomerNumber eMailNumber ProposalNumber Title
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Select Dbjects =

Type: ILibrary Property j

FIFInCrprittm
e il umber
FPLocations
Filet ame _I
[Frop | hé

Select All | fdd Cancel |

Figure 12-11 Library attributes selection window

Tip: As you probably might have more library properties, or objects, defined in
your development system, when exporting, be sure to select only the ones
used for your application that you want to export so you do not import
unnecessary objects into your production system.

4. Click Add after you select them all and verify all the attributes are shown as in
Figure 12-12.
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& Export Library Configuration

=10l x|

Export data file: C:\temphDME xportFileshLibrarwdttibutes

[ Include all linked sub-components for each listed object

Browse... |

r— Configuration Object:

Entity type: | Mame

| Statuz

Library Property  Author

Library Property  DM_Class
Library Property  CreateD ate
Library Property - CustomerM ame
Library Property  CustomerMumber
Library Property  CustomerE b ail
Library Property  Dk_Date
Library Property  DateReceived
Library Property  DeliveryD ate
Library Property  ebd ailM umber
Library Property = FileM ame
Library Property  From

Library Property  MailSubject
Library Property - PotencialRev
Library Property  Dh_Properties
Library Property  PropozalM umber
Library Property  PropozalSubject
Library Property  RegPropMum
Library Property  DM_Revision
Library Property  DM_State
Library Froperty = Title

Library Property  To

Library Property  Db_Mumber

Mot proceszed
Mot proceszed
Mot proceszed
Mot proceszed
Mot proceszed
Mot proceszed
Mot proceszed
Mot proceszed
Mot proceszed
Mot proceszed
Mot proceszed
Mot proceszed
Mot proceszed
Mot proceszed
Mot proceszed
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Mot proceszed
Mot proceszed
Mot processzed
Mot processzed
Mot proceszed
Mot proceszed
Mot proceszed
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Objects... | Delete I
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4

Figure 12-12 Library attributes to export

5. Click Process and verify that the status of all the attributes change from Not
Processed to Exported as shown in Figure 12-13. After that, verify that the
file specified in Export data file was created.
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iz Export Library Configuration 10l =|

Export data file:  [C:\tempiDME sportFilest Libramétributes Browse... |

[ Include all linked sub-components for each listed object

r— Configuration Object:

Entity type: | Mame | Statuz

Library Property  Author Exported
Library Property  Db_Clazs Exported
Library Property  CreateD ate Exported

Library Froperty  CusztomerMame  Exported
Library Froperty - Customerumber = Exported
Library Froperty - CuztormerE b ail Exported
Library Property  Dk_Date Exported
Library Property D ateReceived Exported
Library Property  DeliveryD ate Exported

Library Property  ebd ailtd umber Exported
Library Property  FileM ame Exported
Library Property  From Exported
Library Froperty = MailSubject Exported

Library Property - PotencialRewv Exported
Library Froperty  Dh_Properties Exported
Library Froperty . PropozalMumber | Exported
Library Froperty  PropozalSubject  Exported
Library Property - RegProptum Exported
Library Property Dk _Revizion Exported

Library Property  D_State Exported
Library Froperty  Title Exported
Library Property  To Exported
Library Froperty  Dk_Murnber Exported
Objects... | Delete |
Save... | Load... ' Process I Done |
4

Figure 12-13 Exported library attributes

6. Select all the attributes exported and click Delete to clear the Configuration
Objects grid.

7. Repeat the export steps for the object types and objects listed in Table 12-2.

Table 12-2 Exported data from the sample application

Export file name Object type Include all linked Object names
components?

c:\temp\DMExportFiles\| | CM ltem Type Unchecked LibraryObjects

temType CustomerData

c:\temp\DMExportFiles\ | Class Checked Correspondence

Classes Document Template

Marketing Proposal
Reference Documents
RFP

Sales Proposal

Saved Search
Services Proposal
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Export file name

Object type

Include all linked
components?

Object names

c:\temp\DMEXxportFiles\
ActionsDialogs

Action and
Dialog

Unchecked

Correspondence - Add
Correspondence - Modify
DM - Add

DM - Checkin

DM - Checkout

DM - Copy

DM - Modify

DM - Revise

DM - Version History

DM - View

DocTemplate - Add
Marketing Proposal - Add
Marketing Proposal - Modify
Proposal - Checkin
Proposal - Revise
Reference Document - Add
Reference Document - Modify
RFP - Add

RFP - Modify

Sales Proposal - Add
Sales Proposal - Add RM
Sales Proposal - Modify
Saved Search - Add
Services Proposal - Add
Services Proposal - Modify

c:\temp\DMExportFiles\
Desktop

Desktop
Template

Checked

Admin Template

Content Producer Template
Default Template

Viewers Template

c:\temp\DMExportFiles\
LibraryConfiguration

Library
Configuration

Unchecked

Library Configuration

c:\temp\DMExportFiles\
Rendition

Rendition
Configuration

Checked

Sales Rendition

c:\temp\DMEXxportFiles\
Jobs

Process Job
Configuration

Checked

Declare Reference Documents
(This is for automation service)

a. This is the Include all linked sub-components for each listed object option on the Export
Library Configuration panel.

Steps used to export the objects:

a. Check or uncheck the Include all linked sub-components for each

listed object box depending on the type of the objects.
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b. Specify a new export file name for the configuration objects using the
Browse button.

c. Click Objects and select the appropriate type from the drop-down list in
the Select Objects panel.

d. Select the appropriate objects. Click Add after you finish.

e. Verify that the objects you select are shown in the grid and then click
Process.

f.  After the process finishes, verify that the status of each object changed
from Not Processed to Exported and that the export file specified is
created.

g. Highlight all the exported objects and click Delete to clear the
Configuration Objects grid.

8. Click Done to close the Export Library Configuration window.

12.2.3 Export Records Manager system configuration

440

To export the Records Manager system configuration, do the following:

1. Log on to the Records Manager Import Export utility with a user who belongs
to the administrators group.

2. Select a working directory by using the Browse button and select all the
items to export by clicking on the check box at the right of each item as shown
in Figure 12-14, except Record Host, Groups, and Users. Click Export
when you finish.

£ 1BM DB2 Records Manager Ii 5 =i
File Help

Working Directory

ChitempRMExporFiles ’m

Select the tems for Import or Export
[¥l Pick lists and Pick list entries

-

[vl Security Descriptors

[v] Security Levels

[v| Security Classification Exemptions
|v| Security Classification Reasons

[v| Security Classification Guides

[Vl Views

[4]

[

[

| Import | Export
Frm41dh ﬁdministratur
Figure 12-14 Records Manager import export utility
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3. When the export process finishes, click OK to exit the export window as
shown in Figure 12-15.

1BM DB2 Records Manager - Import/Expor ﬂ

Current ltems

Current item being processed Reservation/Charge Quts
Number of items 1 |0

Number of errors 1]

Refresh

MNumber of errors: 0

Export - ReservationfCharge Outs
Start Time: Oct 19, 2005 §:23:24 PM
Finish Tirme: Oct 19, 2005 6:23:24 PM
Mumber of items completed: 0
MNumber of errors: 0

[ 1] |
| ok || stop

Figure 12-15 Export configuration window

4. Verify that one XML file was created for each selected item you chose, in the
working directory, as shown in Figure 12-16. Then close the Records
Manager Import Export utility.

MExportFiles 1Ol x|
File  Edit View Favorites Tools  Help ﬁ
Back » = - [Z] | @search | {4 Folders 8“% XK @ | E

Address I@ CiitempiRMExportFiles j @GD
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oM ] 1KE XML Dc
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-] IBMTOOLS SecurityReasons.me 1KE #MLDc

; L e SecurityGuides.me 1KE #MLDc

{1 Inetpub ] FilePlan'iews. xml 1KE =ML Dc

27 irmdata 2 FilePlanviewsSec. xml 1KE =ML Dc

-1 Ihosdata FilePlanDefinitions. xml TSSKE =ML Dc

-5 Program Files RelationshipDefinitions. xrml 4KB =ML Dc

4] sdwork DisposaIAuthorities.me 1KE #MLDc

{21 staging LifeCyclePhaseDefinitions. xml 1KE #MLDc

o swd LifeCycleCodes, xml ZKB #MLDc

LifeCycleSuspensions, xml 1KE ¥MLDc

Prafiles.ml FKE HMLDC

21 coptureindow | |[Z]Defaults xml ZKE XML DC

=1 Deployment Configurationyalues, xml TKE =MLDc

{1 CMExpartFiles FilePlanComponents, xml 45KE  #MLDC

{1 DMExpartFiles FPCRelationships. xml 1KE #MLDc

{1 DMExpartFiles ChargeCuts, xml 1KE #MLDc

‘23 RMExpartFiles = Reservations xml 1KE %ML Dc

i -
Rt I | | o
|21 ohject(s) (Disk free space: 55,1 GE} 322 KB |@‘ My Computer 4

Figure 12-16 XML exported files
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Note: After successfully exporting the whole system configuration, you have
to move the resulting export files for each component (Content Manager,
Document Manager, and Records Manager) into the production server or
servers that comprise the production environment. We recommend to burn the
files into a CD to maintain a backup of this configuration.

12.3 Importing system configuration steps

Following are the suggested steps to import the complete system configuration

to the production environment:

1. Import Content Manager users and groups configuration
2. Import Document Manager system configuration
3. Import Records Manager system configuration

12.3.1 Import Content Manager users and groups configuration

To import Content Manager users and groups, do the following:

1. Open the Content Manager System Administration client and from the Tools
menu, select Import XML as shown in Figure 12-17.

B2 System Administration Client
File “iew Selected | Tools  Help

LOAP Configuration

P
! i Log Configuration
IDB2 Cortent Manager List Users
Administrative Domains
D£32 EaniEht Mangs) Manage Database Connection 00k
=0 o .

Filter Ohjects Cptions

(73 &uthorization
{7 Data Modeling
+-{7 Document Routing

= gg@

of: icmnlzckb

] Library Server Parameters

@_Fﬂ Resource Managers
3 suthertication

03 suthorization

1 Data Modeling

3 Documert Routing

Figure 12-17 Content Manager import option
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2. In the new window, click Browse at the right of Administrative objects file
as shown in Figure 12-18.

Import XML Options ﬂ

~File to irmport

Data model file: I Erowse. .. |

Administrative objects file: I

Processing option:

{* Process interactively

(" Log results to XML import log

Irmipart | Cancel | Help |

Figure 12-18 Content Manager import window

3. Look for the file where you save the user groups configuration and click Open
as shown in Figure 12-19.

- x
Lookin: |1 cMExportFiles | ckE =

B CMGroups
Chilzers xml

File name: |CMGr0ups.me Cpen |
Files of type: I)(MLf"es(a_me =l Cancel |

Figure 12-19 User groups export file

4. Select Process interactively option under Processing options pane and
click Import as shown in Figure 12-20.
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Import XML Options ﬂ

~File to irmport

Data model file: I Erowse. .. |

Administrative objects file: Imp\CMExpoﬁFiles\CMGroups.xml

Processing option:

{* Process interactively

(" Log results to XML import log

Impart | Cancel | Help |
| |
Figure 12-20 Content Manager user groups import window

5. In the next window, expand User groups and verify that all the groups you
exported are in the list as shown in Figure 12-21. Then click Continue.

Import Preprocessor Results ﬂ

Right-click highlighted definttions and click Wiew Details
to resolve conflicts between source and target systems.

[E=R Definitions todmport
= User groups
=" GRPCOMSULTANTS
= GRPFINAMCIALS

= & indicate conflicting defintions

= 5 indicate non-conflicting defintions

Back | Cortinue I Cancel | Help |
| |
Figure 12-21 User groups to import

6. In the next window, select Log error and continue and click Import to start
the import process as shown in Figure 12-22.
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Confirm Import Selection =

Defintions to import:

LUser group: GRPCONSULTANTS

Lzer group: GRPFINAMCIALS

Lser group: GRPMANSGER

LUszer group: GRPMARKETING

Lszer group: GRPPROJECTMANAGERS
Lzer group: GRPSALES

Lser group: GRPYIEWERS

If itnport error occurs, do you want to:

" Log error and akbort

Impart I Cancel | Save | Help |
| |
Figure 12-22 Importing selection confirmation for user groups

7. When the import successful window opens, as shown in Figure 12-23, click
OK to exit the import process.

Import Progress _ﬁ

Import completed successiully.

S Te——

Cancel ]

|Imp0r1 completed successfully. |

Figure 12-23 Successful import for user groups

Note: Make sure you double-check that everything is imported. We
recommend at least check to see the last group is imported.

At the time of this writing, the last group was not imported correctly. To get
around it, we manually created a dummy group in the end, so the one that we
need to import is not the last one and can be imported successfully to the
system.

8. Now open the Content Manager import window again but, this time look for
the file where you save the users’ export file as shown in Figure 12-24. Then
select Process interactively option and click Import.
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Import XML Options ﬂ
~File to irmport

Data model file: I Erowse. .. |

Administrative objects file: I:emp\CMExpoﬁFiIes\CMUsers.xml

Processing option:

{* Process interactively

(" Log results to XML import log

Impart | Cancel | Help |
| |

Figure 12-24 Content Manager users import window

9. In the next window, expand Users and verify that all the users you exported
are in the list as shown in Figure 12-25. Then click Continue.

Import Preprocessor Results ﬂ

Right-click highlighted definttions and click Wiew Details
to resolve conflicts between source and target systems.

[E=R Definitions todmport

=" USRPROJECTMANAGER
=" USRSALE

= & indicate conflicting defintions

= 5 indicate non-conflicting defintions

Back | Cortinue I Cancel | Help |
| |
Figure 12-25 Users to import

10.1n the next window, select Log error and continue and click Import to start
the import process as shown in Figure 12-26.
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Confirm Import Selection =

Defintions to import:

LUzer: USER

Uzer: USRCOMSULTAMNT
Uzer: USRFIMANCIAL

Uzer: USRMAMAGER

Uzer: USRMARKETING

Uzer: USRPROJECTMAMNAGER
Uzer: USRSALE

If itnport error occurs, do you want to:

" Log error and akbort

Impart I Cancel | Save | Help |
| |

Figure 12-26 Importing selection confirmation for users

11.When the import successful window opens, as shown in Figure 12-27, click
OK to exit the import process.

Import Progress _XJ

Import completed successiully.

T T ——

Cancel i

|Imp0r1 completed successfully. |

Figure 12-27 Successful import for users
12.In the Content Manager System Administration Client, go to

Authentication — Users, click refresh and verify all the users you exported
are there as shown in Figure 12-28.
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B2 System Administration Client
File “iew Selected Toolz Help

7 I

i) ERESE = & ¥ I e
IDB2 Cortent Manager LI | Contents of: Users
DB2 Content Manager A CMRED
3 iemnlzdl 8
("] Library Server Parameters o ERLESRES
(5] Resource Managers i ICMADMIN
E-C Authentication i UsER
ﬁ = % USRCOMSULTANT
i User Groups 8
\thorization il USRFIMAMCIAL
Dista Modsling & USRMANAGER
(73 Document Routing 5 USRMARKETING
% USRPROJECTMANAGER
il USRSALE

Figure 12-28 Content Manager users window

13.Go to Authentication — User Groups, click refresh and verify all the user
groups you exported are there as shown in Figure 12-29.

B2 System Administration Client
File “iew Selected Toolz Help

T

IDB2 Cortert Manager

|

Cortents of: User Groups

DB2 Content Manacer

3 iemnlzdl

|| Library Server Parameters
5| Resource Managers

(" Avthentication

(1 GRPCONSULTANTS
(i GRPFINANCIALS
i GRPMANAGER
() GRPMARKETING

;n:ﬁ HEEIS '#ﬁ:'l' GRPPROJECTMANAGERS
(] uthorization ih GRPSALES
[ ] Data Modeling '#ﬁ}' GRPYIBAERS
{ ] Document Routing |$#| ICMPLBLC

Figure 12-29 Content Manager user groups window
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12.3.2 Import Document Manager system configuration

To import Document Manager system configuration, do the following:

1. Open the Document Manager Designer tool, highlight the library folder and
click Import from the control panel as shown in Figure 12-30.

i IBM DB2 Document Manager Designer = |EI|_
%Configure | n@ Export  |<mo Import | | r.‘}#u User Monitor | ® About

|Process Designer configuration import, =plt-T=]
IBM DB2 Document Manager Designer
- o [
-] Glabal - [Admiristrator]
[:I Administration D omains
[:I System Monitors

— — —

Figure 12-30 Document Manager Designer import button

2. In the import window (Figure 12-31), click Browse.
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i Import Library Configuration 10l =|

Import data file: I Browse... I

Frocess: = Al " Selected

¥ Frocess import directly, [FALSE = process verifystep]

r— Configuration Object:

Eritity type| Name| Library status

et Done

RN

|
Figure 12-31 Document Manager import window

3. Now, look for the file where you saved the library attributes definition as
shown in Figure 12-32. Then, click Open to return to the import window.

Select Library Configuration File 2=l

Laak in: I@ [DME sportFiles j & I‘j‘ ,
ActionsDialogs
Classes

Hiztory Desktop
# IkemType
Libraryattributes

op LibraryConfiguration

%

Rendition

My Documents

Open I
Cancel |

File name: ILibrar}\Attributes

Lef e

Files of type: | & Fites (74

Figure 12-32 Select file to import

4. Click Next as shown in Figure 12-33.
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| 1ol x|

i Import Library Configuration

Import data file: IE:\temp\DMExportFiIes\Librar}\Attributes Browse... I

Frocess: = Al " Selected

™| Process import directly, [FALSE = process verify step]

r— Configuration Object:

Eritity type| Name| Library status

Mest > Done

RS

|
Figure 12-33 Library attributes import window

5. Select All from Process option, click Process import directly check box as
shown in Figure 12-34, and then click Next.
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Import Library Configuration - |EI|1|

Import data file: IE:\temp\DMExportFiIes\Librar}\Attributes Browse... |

Frocess: * Al = Selected

¥ Process import directly, (FALSE = process verify step)

r— Configuration Object:

Entity type: | Mame | Library status
Library Property  Author Mot verified
Library Property  DM_Class Mot verified
Library Property  CreateD ate Mot verified

Library Property  CustomerMame Mot verified
Library Property  CustomerMumber = Mot verified
Library Property  CustomerE b ail Mot verified

Library Property  Dk_Date Mot verified
Library Property  DateReceived Mot verified
Library Property  DeliveryD ate Mot verified
Library Property  ebd ailM umber Mot verified
Library Property = FileM ame Mot verified
Library Property  From Mot verified
Library Property  MailSubject Mot verified

Library Property - PotencialRev Mot verified
Library Property  Dh_Properties Mot verified
Library Property - PropozalMumber Mot verified
Library Property  PropozalSubject Mot verified
Library Property  RegPropMum Mot verified
Library Property  DM_Revision Mot verified

Library Property  DM_State Mot verified
Library Froperty = Title Mot verified
Library Property  To Mot verified
Library Property  Db_Mumber Mot verified
Mest > Done
4

Figure 12-34 Library attributes selection

6. All library attribute status should change from Not verified to Update
success as shown in Figure 12-35.
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i Import Library Configuration 10l =|

(LU C N (A - e rnp\ D ME spartFileshLibrarydthibutes] Browse... |

Frocess: = Al " Selected

¥ Frocess import directly, [FALSE = process verifystep]

r— Configuration Object:

Entity type: | Mame | Library status

Library Property  Author Update success
Library Property  Db_Clazs Update success
Library Property  CreateD ate Update success

Library Froperty  Customertame | Update success
Library Froperty - Customerumber | Update success
Library Froperty - CuztormerE b ail Update success

Library Property  Dk_Date Update success
Library Property D ateReceived Update success
Library Property  DeliveryD ate Update success
Library Property  ebd ailtd umber Update success
Library Property  FileM ame Update success
Library Property  From Update success
Library Froperty = MailSubject Update success
Library Property - PotencialRewv Update success

Library Froperty  Dh_Properties Update success
Library Froperty  PropozalMumber | Update success
Library Froperty  PropozalSubject | Update success
Library Property - RegProptum Update success
Library Property Dk _Revizion Update success

Library Property  D_State Update success
Library Froperty  Title Update success
Library Property  To Update success
Library Froperty  Dk_Murnber Update success
R =E I Done
A

Figure 12-35 Library attributes success import

7. Repeat the importing steps for the following files:

— File that contains Item Type definitions

— File that contains ltem Type classes definitions
— File that contains actions and dialogs definitions
— File that contains desktop templates definitions
— File that contains library configuration definition
— File that contains rendition definitions

— File that contains automation jobs definitions

Use the following as the importing steps:
a. Click Browse to look for the file.

b. Select All from Process option, click Process import directly check box
and click Next.

c. All status should change from Not verified to Update success.
8. Click Done to close Import Library Configuration window.
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Post Document Manager configuration import process

After importing the Document Manager configuration, complete the following
steps in order to have the system operational:

1. Change the e-mail addresses you used in the development environment in
the e-mail notification objects to valid e-mail addresses for the production
system.

2. Recreate the folder structures and security schemas for each folder you
define in the development environment into the production system because
Document Manager does not export folders.

3. Recreate saved searches if you created them in the development
environment. You assign them to dynamic folders.

4. Configure the rendition services queues to be processed in the remote
rendition services machines or they will be processed only in the local server.

5. Load the document templates you used in development into production in
order to be able to use the Create from Template menu option.

6. The lifecycle map for each controlled class must be recreated in the new
system.

7. Do not forget to perform a complete refresh of the Document Manager cache
files before attempting to log on to the system with the Document Manager
Desktop client.

12.3.3 Importing Records Manager system configuration

Note: Before importing the Records Manager configuration files, within the
Records Manager administration tool, import the users and groups from the
Content Manager server.

To import Records Manager system configuration, do the following:

1. To import user and groups from Content Manager, open the Records
Manager Administration tool and go to Security — Users. From Host Filter,
select the Content Manager Library Server database (by default ICMNLSDB)
and click Import as shown in Figure 12-36.

454 IBM DB2 Document Manager with IBM Records Manager Solution Guide



sers - Microsoft Internet Explorer

File Edit View Favorites Tools  Help
GBack + = - ) fat
Address I@ http:,I',I'|Dca|h05t:QUSU,I’IRMC"ent,I’USEj ﬁGo

IBM DB2 Records Manager Administrator

Links &]RMLogin &) CMRE Login

File Plan Adrinistration
b Life Cycle Administration

¥ File Plan Des=ign

* Security

Host Filter

Host Name Actions

ICMADMIN icrnnlsdb

3

»

Query

» Records Managerent
Cperations

-

Batch Operations

o 4

Figure 12-36 Records Manager user import

2. Select all the users you want to import as shown in Figure 12-37 and click
Import.
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Select Users

Import Users

Find name starting with

/ICMADMIN
JICMCONCT

Corp. 2001, 2005 All rights reserved.
16M Corporation

=
@ Done ’_ ’_ ’_ E Local intranet 4

Figure 12-37 Import selection users

3. In the Properties section, select the File Plan Administration check box as
shown in Figure 12-38.
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User - Import - Microsoft Internet Explorer

IBM DB2 Records Manager Administrator

User - Import

Audit Management [(AM 1)

Disposal Authorities (DA 4)

File Plan Design (FD &)

U .

File Plan Administration (FA 16)

Life Cycle Management Design (LD 32)
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Profile Design (PD 128)
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Record Host Management (RH 2048)
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Auto Classify Rules Management (AC 16384) LI
@ Done E Local intranet 4

Figure 12-38 Import user window - properties

4. In the bottom of the same window, select the Is Active check box as shown in
Figure 12-39. Then, click Save.
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= User - Import - Microsoft Internet Explorer 10l =|

[T | Security Classification Exemption Management (SEM 16777216)

Security Classification Guide Management (SGM 33554432)

r
[T | Audit Reporting (AR 67 108864)
r
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Password Reset Date

Security Descrptor List

Group List

@ Copyright IBM Cor|
1M Corporation

@ ’_ ’_ ’_ E Local intranet 4

Figure 12-39 Import user window - Is active

2001, 2005 All rights reserved.

In the users window, you should see all the users you imported as shown in
Figure 12-40.
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sers - Microsoft Internet Explorer
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Figure 12-40 Imported users window

5. Click System Permissions and select all component definitions as shown in
Figure 12-41.
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a System Component Permissions - Microsoft Internet Explorer

IBM DB2 Records Manager Administrator
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=
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Figure 12-41 Components definitions selection

6. Click Permissions and select Add and View permissions for all users except
DDMSERVICE user as shown in Figure 12-42. Then, click OK.
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j Add Users to System Component Permissions - Microsoft Internet Explorer - |EI|1|
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Figure 12-42 User permissions selection

You should see the permissions assigned to the users as in Figure 12-43.
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Assign System Component Permissions - Microsoft Internet Explorer

IBM DB2 Records Manager Administrator

Assign System Component Permissions

Host

Iicmnlsdb 'l

Find name starting with
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icmnlsdb/USRCONSULTANT - User {9)

icmnlsdb/USRFINANCIAL - User (9)
icmnlsdb/USEMANAGER - User (9)
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icmnlsdb/USRSALE - User (9)
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[ pelete ¥ view LI
@ Done ’_ ’_ ’_ i;:l;'i'_ Local intranet 4

Figure 12-43 Assigned permissions to users

7. Assign to DDMSERVICE user only View permission, because this is the
only permission this user needs. You should see this in Figure 12-44.
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s - Microsoft Internet Explorer
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@ Done
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Figure 12-44 Ddmservice user view permission assigned

8. After finishing importing the Content Manager users and groups, close the
Records Manager Administration program and open the Records Manager
Import Export utility. Log in with a user who belongs to the administrators
group. Select the working directory where you copied the Records Manager
exported files and select All items to assure that the correct importing order
will be maintained by the importing process as shown in Figure 12-45.
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Figure 12-45 Records Manager import export utility

9. Click Import to start importing the objects and when importing the objects
finishes, click OK to close the status window as shown in Figure 12-46.

16M DBZ Records Manager - Impork |

Current ltems

Current item being processed RbservationICharge Quts
of items ¢ I 1 |0
Number of errors a

Refresh

Impart - Pick lists and Pick list entries
Start Time: Oct 21, 2005 6:15:53 PM
Finish Tirne: Oct 21, 2005 6:15:53 PM
Mumber of items campleted: 0
Murmber of errors: 0

Impart - Security Descriptars

Start Time: Oct 21, 2005 6:15:56 PM
Finish Tirme: Oct 21, 2005 6:15:56 PM
i

| OK | pow

Figure 12-46 Import export utility status window

10.Close the Import Export utility.

12.4 System verification

After you successfully import all the configuration objects, you should run the
cache manager service to refresh cache files and then verify that each service
can connect and run with no problems. Then, you should try to log on to the
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production system with each of the valid users defined for the system, using the
Document Manager Desktop client, and try to add documents, move them
through their entire life cycle (if any are configured) and try every single option in
the client Desktop.

Verify that each configured function in the development system is working in the
production environment, including views, searches, desktop templates,
document renditions, e-mail notifications, and records declarations.

Testing the complete system might take from a couple of minutes, to hours, to
days, depending on how complex your system is and how much validation and
testing you need to do.
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Case study

This appendix describes the case study we used throughout this redbook. The
purpose of the case study is to identify common, non-industry specific, document
management applications, to demonstrate the Document Manager (along with
Records Manager) capabilities, and to illustrate ways to create a solution that will
translate into any industry or corporation.

This appendix covers the following topics for the case study:

Introduction
Requirements

Solution planning
Solution design

Records Manager options

vyvyvyVvyy
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A.1 Introduction

The case study involves a hypothetical company, ZXY Technologies. It sells
hardware, software, and services to its clients. ZXY Technologies needs an
enterprise wide, document management solution to help the company with the
proposal creation processes and keep track of all the correspondence related to
the proposals. All the issued proposals also need to be maintained as corporate
records. ZXY Technologies needs the solution to be able to support records
management.

We use the case study to provide concrete planning and design examples that
you can use to plan and design your solution. In addition, we use the case study
to show you the practical steps in implementing a Document Manager solution
configured with Records Manager options.

A.2 Requirements

ZXY Technologies needs an enterprise wide, document management solution to
help the company with the proposal creation processes and keep track of all the
correspondence related to the proposals.

ZXY Technologies has requirements for the following document types:

» Proposals
» Correspondence
» Records and confidential documents

A.2.1 Proposals

Every month, ZXY Technologies handles hundreds of requests for proposals
from its clients.

Proposals are commonly used both to request information and to submit
information. Proposal requests are issued by customers requesting pricing or
product information and proposal responses are issued by the ZXY Technologies
company providing pricing or product information.

Proposals requests are sources of unstructured data. They contain information
critical to a project or critical to serving a customer. They may come in the form of
an e-mail, phone call, fax, or a business letter.

With proposal responses, ZXY Technologies delivers required information to
customers based on proposal requests. There are multiple steps in the proposal
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(response) creation process — response creation, review, approval, and delivery
to the customers.

ZXY Technologies needs a solution to manage all documents involved in the
proposal creation process from end-to-end. This includes managing documents
from the beginning, when the requests for proposals arrive from customers as
e-mails, faxes, or correspondence, until the end, when the formal proposals are
delivered to the customers.

The company has different departments that deal with different types of
proposals.

There are three types of proposals:

» Sales proposals: These are proposals related to selling hardware and
software to external customers. They are created by salespeople and are
delivered to customers.

» Services proposals: These are proposals related to selling services to
external customers. They are created by consultants and are delivered to
customers.

» Marketing proposals: These are proposals related to marketing campaigns for
the ZXY Technologies. They are created by marketing people and are
delivered to internal clients within the company.

The ZXY Technologies wants to manage different proposals with separate
templates, so that each department is responsible for the final proposal delivery.
It also wants a system that can automatically send e-mails to people who need to
review or approve the proposals, to accelerate the entire proposal creation
process.

Generally, the proposal process goes through the following business steps:

1. The external or internal client sends a request for proposal.

2. The sales, consultant, or marketing people create a proposal using a
predefined proposal template. The proposal creator then sends the proposal
for review.

3. The reviewers are the department managers and financial people that control
the proposal before it goes to the approved state.

4. Depending on the type of the proposal, usually, the manager of the
department is responsible to finally approve or reject the proposal.

5. If approved, the formal proposal is sent to the external or internal customer.
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In addition, ZXY Technologies wants to automatically generate a unique ID for
each proposal so that it is easier to track the proposals. The unique IDs can also
be used as references in other administrative documents.

The employees in ZXY Technologies use Microstate Word to create proposals,
but they use PDF as the standard delivery format for the final proposals to
customers.

A.2.2 Correspondence

Everyday, there are hundreds of letters coming in and out of ZXY Technologies.
The correspondence helps in the completion of sales. For example, the account
manager uses information received from the sales manager (e-mails with pricing
approvals) and information received from the customer (courier delivery of the
request for proposal) to deliver a completed price proposal and to close a sale.
The correspondence may also hinder the company if the correspondence is not
managed properly and efficiently. For example, if the account manager
referenced information from an old e-mail with out-of-date cost information and
delivered the incorrect pricing information to the customer, ZXY Technologies
can lose money on the eventual sales transaction. The account manager may
also have been affected if the request for proposal did not reach the account
manager’s desk in time to respond, or if the account manager was out of the
office at the time and no one took over the account manager’s workload.

In summary, ZXY Technologies needs a document management system that can
help it to capture, control, and access the selected data coming in and out
through the basic correspondence channels of the organization.

In addition, project-related e-mails and attachments must be stored in the system
and should be stored based on the discretion of employees of ZXY
Technologies.

A.2.3 Records and confidential documents

Due to regulations and company policies, all finalized proposals of ZXY
Technologies should be made official company records. ZXY Technologies
therefore is looking for a document management system that can automatically
declare these finalized proposals as records. In addition, it needs to have the
ability to manually declare special documents, such as reference documents or
correspondence used for the proposals, as records.
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A.3 Solution planning

As discussed in “Planning for a Document Manager solution” on page 48, the
general planning process includes:

PN~

Identify document types.

Identify producers, approvers, and consumers of documents.
Identify document characteristics and document life cycle.
Define documents that should be records.

A.3.1 Document types

For the case study, we identified the following type of documents that the
solution needs to manage:

>

>

>

The Request For Proposal (RFP) documents that customer send us
The correspondence we receive from and send to our customers
The sales proposal documents

The marketing proposal documents

The services proposal documents

References documents, such as minutes, budgets, graphics, and Microsoft
PowerPoint presentations

Standard document templates

A.3.2 Producers, approvers, and consumers

For the case study, we identified the following groups of users for the solution:

»

Managers: They are the managers of the various departments. They have the
responsibility to review and approve the proposal documents.

Salespeople: They work in the sales department. They receive requests for
proposals from customers. They are responsible for preparing the sales
proposal documents and delivering the approved proposals to customers.

Marketing people: They work in the marketing department. They receive
requests for proposal from internal customers. They are responsible for
preparing the marketing proposal documents and delivering the approved
ones to internal customers.

Consultants: They work in the services department. They receive requests for
proposals from customers. They are responsible for preparing the services
proposal documents and delivering the approved ones to customers.
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» Financial analysts: They are the company’s financial analysts. They are
responsible for reviewing all the proposal documents to ensure that the
financial information in the proposals is correct.

» Viewers: They work in the company, but are not directly involved with the
proposal creation process. They are interested in viewing the proposals
before they are delivered.

When further analyzing those who are the producers, approvers, and consumers
of the documents, we use the following four roles:
» Approvers:

They are the approvers of the documents. People with this role are those who
belong to the following group:

— Managers
» Creators:

They are the producers of the documents. People with this role are those who
belong to the following groups:

— Consultants
— Marketing people
— Salespeople

» Reviewers: We consider them as approvers of the documents.

We consider them almost as the approvers of the documents. People with
this role are those who belong to the following groups:

— Managers
— Financial analysts

» Viewers:

They are the consumers of the documents. People with this role are those
belong to the following group:

— Viewers

A.3.3 Document characteristics and life cycle

There are many characteristics for each type of document. For the simplicity of
presenting information in this appendix, we only give an example of some of the
characteristics we identified for a sales proposal.

Sample document characteristics of a sales proposal

The sales proposals are created in Word. Each sales proposal has a
corresponding subject and customer information associate with it. The proposal
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can be edited until it is reviewed and approved. There may be multiple reference
documents associated with the sales proposal.

Document life cycle
We identified the following business processes (life cycle):

—_

. Request For Proposal (RFP) and Sales Proposal process
2. RFP and Services Proposal process

3. RFP and Marketing Proposal process

4. Correspondence process

The first three business processes have similar life cycles. We explain the first
one in detail here.

RFP and Sales Proposal business process
The process is analyzed as follows:

1. A customer needs a new product and send a Request For Proposal (RFP) to
ZXY Technologies.

2. The Salespeople receive the e-mail, decide to respond the customer and
create a new sales proposal document.

3. When the proposal document is complete, a designated financial analyst and
a corresponding manager review the proposal.

4. If everything looks good, the manager approves the proposal.

5. Once the proposal is approved, it is converted to PDF format and is sent to
the customer who requested the proposal. The proposal at this time is
considered issued.

6. Once the proposal is approved and issued, it is treated as a corporate record
and must be kept for seven years.

7. Other people in the company at this time may view the issued proposal. They
can view the hard copy or the soft copy in PDF format.

Correspondence process

Correspondence needs to be tracked. When incoming correspondence related to
RFPs and proposals are received by ZXY Technologies, they need to be
attached to the associated proposals. For any outgoing correspondence sent to
customers, the correspondence also needs to be kept with the proposals and
tracked by the system.
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A.3.4 Documents that should be records

All proposals that are approved and issued should be kept as corporate records.
In addition to the proposals, the corresponding requests for proposals, and the
associated reference documents should be considered as corporate records.
The requests for proposals should become corporate records as soon as they
are added to the Document Manager system. For the associated reference
documents, users decide whether they should be made records and when to
make them records. Once the documents become corporate records, they need
to be kept for seven years.

A.4 Solution design

As discussed in “Designing a Document Manager system” on page 51, the steps
in designing a Document Manager system include:

1. Define users, groups, and roles.

2. Define the data model for your document system.

3. Define document life cycles.

4. Design the Document Manager application interface.

The application interface design is not included in this appendix. Refer to “Basic
Document Manager implementation” on page 243 for the actual implementation
of the interface.

A.4.1 Users, groups, and roles

476

For the Document Manager system, we need to define users, groups, and roles.
We also map roles to the actions you can perform in the system.

Groups

Based on the groups identified during the planning session, we define a list of
groups as shown in Table A-1 for the Document Manager system.

Table A-1  Groups

grpSales

grpMarketing

grpServices

grpManagers

grpFinancials

grpViewer
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grpProjectManager

Users

For the case study, we define a few sample users for testing purposes as shown
in Table A-2.

Table A-2 Users

User Group
usrSale grpSales
usrMarketing grpMarketing
usrService grpServices
usrFinancial grpFinancials
usrManager grpManagers
usrProjectManager grpProjectManager
usrViewer grpViewer

Roles

Based on the job responsibilities that the users have, that is the roles that they
play, as identified in the planning session, we define the roles, as shown in
Table A-3.

Table A-3 Roles

Creators

Reviewers

Approvers

Viewers

Actions and roles mapping

Table A-4 is a matrix that maps the defined user roles to the actions that the
users in the role can perform in a Document Manager system.

Table A-4 Mapping user roles to Document Manager actions

Approvers Creators Reviewers Viewers

Add items X
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Approvers Creators Reviewers Viewers
Checkout X X X
Copy X
Revise items X X
Modify X X
properties
Print X X X X
Transition X X X
View X X X X
Markup X X X

A.4.2 Data model
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In this section, we define document attributes, also known as library properties,
item types, and classes.

Attributes (library properties)
We designed a list of attributes for the documents, as shown in Table A-5.

Table A-5 Attributes (library properties)

Name Display name | Attribute type | Character Character
type length
Customer Customer Variable Extended 32
Name Name character alphanumeric
Customer Customer Variable Extended 32
Number Number character alphanumeric
RequestPropNum | Request for Variable Extended 32
Proposal character alphanumeric
Number
Proposal Number | Proposal Variable Extended 32
Number character alphanumeric
Proposal Subject Proposal Variable Extended 32
Subject character alphanumeric
Author Author Variable Extended 32
character alphanumeric
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Name Display name | Attribute type | Character Character
type length

Potential Potential Rev Variable Extended

Rev character alphanumeric

CreateDate Create Date Date

DeliveryDate Delivery Date Date

eMailNumber eMail Track Double

Number

From From Variable Extended 64
character alphanumeric

To To Variable Extended 256
character alphanumeric

MailSubject Mail Subject Variable Extended 256
character alphanumeric

DateReceived Date Received | Date

Item types

We determine that except for the standard document templates, the other type of
documents listed in “Document types” on page 473 all shared many common
attributes. We conclude that we only need two item types to model the various
document types in our solution. The item types are listed in Table A-6.

Table A-6 Item type definitions

Item types

Description

CustomerData

vyvyyvyyvyy

The CustomerData item type is for storing the following
document types:

» Customer RFP

Sales proposal
Marketing proposal
Services proposal
Correspondence
Reference documents

LibraryObject

The LibraryObject item type is for storing the standard
document templates and predefined DM queries. The
predefined DM queries are specific to DM. They are the DM
saved queries. DM queries are queries that we define and
save to be reused.
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The details of the item type definitions are not presented here. Download the
source code from the web to see the detailed item type definitions.

Classes

Table A-7 shows a listing of the classes that we designed to model the different
types of documents represented by the CustomerData item type.

Table A-7 CustomerData Classes

Classes Description

Correspondence For storing the correspondence documents received from
and sent to customers.

RFP For storing the RFP documents received from customers.
Marketing Proposal For storing the marketing proposal type documents.
Sales Proposal For storing the sales proposal type documents.

Services Proposal For storing services proposal type documents.

Reference Documents For storing documents, such as meeting minutes, budgets,
presentations, videos, and so on.

Table A-8 shows a listing of the classes that we created for documents that will
be stored under the LibraryObiject item type.

Table A-8 LibraryObject Classes

Classes Description
Document Template For storing company standard document templates.
Saved Search For storing DM predefined queries.

A.4.3 Business processes to life cycle modelling

We define document states, detailed document life cycles, and associated states
with classes.

Document states

Based on the document life cycle discussed in the planning session, we created
a list of the document states as shown in Table A-9.

Table A-9 Document states

Draft

Review
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Approval

Superseded

Orphaned

Issued

PDF

Document life cycle
We design the detailed processes (life cycle steps) for each process:

» RFP and sales proposal life cycle
» Correspondence life cycle

RFP and Sales Proposal life cycle
Figure A-1 shows the entire proposal life cycle, from RFP arrives to proposal
rendition and records declaration.

3k

grpSales grpProjectManager grpSales
Create e RM o Createo RM e
Sales Proposal Class Library RFP Class Library
Template Incoming
b Draft Proposa - State ‘
# #
RFP State
Document .

e Proposal #
automatically
generated

Notification
sent to:
= usrProject Manager

Y 0

Approved
State

Review

State

Notification
sent to:
— usrManager
= usrFinancial

# A

grpManager grpManager grpManager Rendition
grpFinancial

Figure A-1 RFP and sales proposal life cycle
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The detailed business process is as follows:

1. A customer needs a new product and sends a Request for Proposal (RFP) to
ZXY Technologies.

2. The salespeople receive the mail, decide to respond the customer, and
create, in Document Manager, a new sales proposal class document from a
template provided in the system.

When the proposal is added to the system:
a. The document enters the Draft state.
b. A proposal number is automatically generated.

c. A notification is sent to a project manager to create a container in Records
Manager. The new proposal number is sent in the notification.

Once a salesperson finishes writing and modifying the proposal, the original
owner sends the proposal for review. This moves the document to the Review
state.

3. The project manager receives the e-mail and creates a new Record Manager
Container with the new proposal number.

4. Now that the Records Manager Container is created, the salesperson adds
the RFP class document into the system. The salesperson has to fill the
proposal number information. The automatic record declaration function of
the system uses this information later.

When the request for proposal (RFP) document is added to the system:
a. The document enters the Incoming state.

5. In the Incoming state, the document is automatically declared as record. It is
stored in the Proposal Number container inside the file plan.

6. When the proposal document enters the Review state, an automatic
notification is sent to the designated finance people and managers.

They receive the notification mail and review the proposal document.

Once they finish reviewing the document, they send the proposal document
for final approval. This moves the proposal document to the Approval state.

7. Managers review the document one last time, approve the document, and
send the document to issue. This moves the proposal document to the Issued
state.

8. When the proposal document enters the Issued state, the revision number is
set to O1.

9. The document is automatically declared as a record when it enters the Issued
state. It is assigned in the Proposal Number container inside the file plan.
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10.The proposal document is automatically rendered as a PDF. The new file is
created with the same class but in a different state. The PDF file will be in the
PDF state.

11.A new revision can be created when the proposals are in the Issued state.
The new document will have a revision number of 01-0A and will be in the
Draft state. When the new document reaches the Issued state, the original
document with the revision number 01 will be moved to the Superseded state.
The new document will have a new revision number of 02-0A. Additional
revisions will follow the same steps and the revision number will increase
automatically.

Correspondence life cycle

Correspondence is used to hold relevant documents related to RFP and
Proposals. Figure A-2 shows the correspondence life cycle.

eMails Sent
Received eMails

Correspondence Correspondence

Outgoing
State

Fax's
Received

grp Sales grp Sales
grpManager grpManager

Mails Sent
Received Mails

;Y_J

Documents related Documents related
to RFP and to RFP and
Proposals Proposals

Figure A-2 Correspondence life cycle

There are two states involved:
» Correspondence - Incoming State
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All the received documents related to RFP and proposals need to be added to
the system. Sales, services, or marketing people will create a new
Correspondence class document with the Incoming state.

» Correspondence - Outgoing State

All the documents that are sent related to the RFP and proposals need to be
added to the system. Sales, services, or marketing people will create a new
Correspondence class document, with the Outgoing state.

Managers will create a new Correspondence class document, with the
Outgoing state, for the last response to the customer with the proposal.

A.5 Records Manager options

484

To configure Records Manager functions to the Document Manager solution, we
need to design a file plan, decide what documents should be records, and when
to declare them. We also need to establish the retention schedule.

File plan

We designed the file plan to address a number of solution requirements. Each
department in ZXY Technologies is required to create and manage their own
proposals. Each proposal contains a set of documents: versions of the proposal,
the request for proposal, and correspondence (including support documents)
that pertain to the proposal.

The file plan, as shown in Figure A-3, models the hierarchy of the organization
and the proposal containers within each department. The proposal containers
are created dynamically by the project manager as each new proposal is
identified. Under the proposal container are the three types of records relating to
the proposal documents.
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Figure A-3 File plan for solution

Records declaration

For the case study, the proposal documents that have been approved and go to
the Issued state automatically become records. Any correspondence that enters
the Incoming or Outgoing state also automatically becomes records. Other
non-automatic record declarations are also configured in the Desktop for users to
use.

For all the reference documents, users can decide whether they should be made
to be records or not. Users can declare reference documents as records in their
Desktops, using selection declaration with a predefined list of file plan
destination.

Retention schedule

For the case study, we define a single retention schedule that applies to all of the
proposal-related documents. This rule retains the proposal in active status for
one year (at which point it is closed), and then the proposal is retained for seven
years in a completed status until the proposal is destroyed.
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Additional material

This redbook refers to additional material that you can download from the
Internet as described below.

Locating the Web material

The Web material associated with this redbook is available in softcopy on the
Internet from the IBM Redbooks Web server. Point your Web browser to:

ftp://www.redbooks.ibm.com/redbooks/SG247180

Alternatively, you can go to the IBM Redbooks Web site at:

ibm.com/redbooks

Select the Additional materials and open the directory that corresponds with
the redbook form number, SG247180.

Using the Web material

The additional Web material that accompanies this redbook includes the
following files:

File name Description
S$G247180_v.zip Product installation viewlets
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ftp://www.redbooks.ibm.com/redbooks/SG247180
http://www.redbooks.ibm.com/
http://www.redbooks.ibm.com/

S$G247180_d.zip Export data files for the case study

System requirements for downloading the Web material

We recommend the following system configuration:

Hard disk space: 200 MB

Operating System: Windows

Processor: Pentium® IV or higher
Memory: 512 MB

How to use the Web material

Create a subdirectory (folder) on your workstation, and unzip the contents of the
Web material zip file into this folder.
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Related publications

The publications listed in this section are considered particularly suitable for a
more detailed discussion of the topics covered in this redbook.

IBM Redbooks

For information about ordering these publications, see “How to get IBM
Redbooks” on page 490. Note that some of the documents referenced here may
be available in softcopy only.

>

>

Content Manager Implementation and Migration Cookbook, SG24-7051

E-mail Archiving and Records Management Integration Solution Guide Using
CommonStore and Records Manager, SG24-6795

Quick Reference: Records Management 101, TIPS0595

Other publications

These publications are also relevant as further information sources:

>

>

IBM DB2 Document Manager V8.3: Installation Guide, GC18-9272

IBM DB2 Document Manager V8.3: System Administration Guide,
SC18-9254

IBM Records Manager V/8.3: Installation Guide, SC18-9185
IBM Records Manager V8.3: Administrator’s Guide, SC18-9180
IBM Records Manager V8.3: Technical Reference Guide, SC18-9181

IBM Content Manager for Multiplatforms V8.3: Planning and Installing Your
Content Management System, GC27-1332

IBM DB2 Content Manager for Multiplatforms V8.3: System Administration
Guide, SC27-1335

IBM DB2 Content Manager Records Enabler V8.3: Installing and Configuring,
GC18-7570

IBM DB2 Content Manager Records Enabler V8.3: User’s Guide, SC18-7571
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Online resources

These Web sites and URLs are also relevant as further information sources:

» IBM DB2 Document Manager main page:
http://www.ibm.com/software/data/cm/docmgr/

» IBM Records Manager main page:
http://www.ibm.com/software/data/cm/cmgr/rm/

» IBM DB2 Content Manager main page:
http://www.ibm.com/software/data/cm/

» IBM DB2 Content Manager V8.3 Information Center:
http://publib.boulder.ibm.com/infocenter/cmgmt/v8r3mo

How to get IBM Redbooks

You can search for, view, or download Redbooks, Redpapers, Technotes, draft
publications and Additional materials, as well as order hardcopy Redbooks or
CD-ROMs, at this Web site:

ibm.com/redbooks

Help from IBM

IBM Support and downloads

ibm.com/support

IBM Global Services

ibm.com/services
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