Using DocuShare document routing to update a Word document

Criteria First, Inc.

The purpose of this outline is to show how to submit a Word document to a document routing task so that
others can contribute to changing its content. This is a basic overview and not intended to include all
issues that might be encountered, such as changing permissions to content or using the DocuShare
Windows Client.

Select a document in your browser and click on the blue triangle icon * and then the Routing @ Route
option.

The DocuShare routing slip
appears. Select the option under
Routing Action for “Review and

{= Routing Slip Setup (Page 1| of 4 of Step 1) - Windows Internet Explorer

tp: f e, avidoffice . comfdocushare/dswebjroutingfwizard_p1.jsp?document s=Document-3192

Make Changes” along with the ST TECEEE
appropriate Routing Order option Step10of1: Page1» Page2» Page3as Review
for your needs. If you want each
person’s contributions to be Routing Slip Setup
Inde“pendent Of the oth_ers ’ leave A Routing Slip can consist of one or more routing steps. To begin adding step 1, either selecta
the “Share Changes with saved Routing Slip or create a new Routing Slip by choosing a routing action and entering a
Recipients” checkbox unchecked. message.
If you want each person to see Document(s) to Route:
zgzther s changes, check the Managing Content for Knowledge Sharing.doc
'

Select Next| and add the

users and/or groups to route the
document to. We’ll send our

€ After clicking Add, locate the document and select its Route command.

document to Bob and John. -+ Use a saved Routing Slip
Select Nextl to set vour | My saved Routing Slips ... v |[ Load |
Mo to sety

Escalation and Notification
preferences. Then select

Done|.

Review your settings, make
changes or add additional steps,

View all saved Routing Slips

-+ Create a new Routing Slip

Routing Action

) . Action Routing Order
and then CIICk SmeIt ) () Approve or Disapprove |Atthe Same Time - All Reply V|
Either defer to one Of the users (#) Review and Make Changes |Atthe Same Time - Majority Reply V|
or |ogin as him/her to check Share Changes with Recipients
their My Tasks for Tasks O Acknowledge Receipt |Atthe Same Time - All Reply v|
Assigned to Me. Click on the © Information
assigned task to view the For Routing Message
Your Review window. Here the Subject [Need your input on knowledge sharing practices
user can C"Ck on the Comments: | Ygu can turn on Word's Reviewing option if you want

document’s icon or title and others’ changes to be more apparent.
view the document within Word
or within Word embedded with
the browser, based on your [Next» | [cancel |
Explorer setting for “.doc” types ° — -
Inkternet Ho100% T
of documents. You can also
click on the icons to the right to view its properties or view an html rendition of the document. To
contribute changes, click on the Word icon or title to open the document. You may note that the title bar
of the open Word document indicates it’s in read-only mode. Make your changes and choose File >
DocuShare > Save as new version.

Page 1



Using DocuShare document routing to update a Word document

Criteria First, Inc.

{= For Review Task - Windows Internet Explorer

http: v, avidoffice, comjdocushare/dswebfroutingfrequest_base  jsp?routingSlipRequestID=57038&wor kFlow JobMarn

I Xerox DocuShare’

Username: bdylan

For Your Review

From: Crews, Doug
Subject: Meed your input on knowledge sharing practices
Date: Friday, March 6, 2009 10:19:56 AM C5T

You can turn on Word's Reviewing option if you want others’ changes to be more apparent.

Type Title Actions
@ Managing Content for Knowledge Sharing.doc |Z| @3

€9 To add a draft version of a document, click the Properties icon and then click Add Draft Version.

Comments

[ saveas private

Reviewed ][ Review Later

& Internet #1000 -

It will take you to your default folder on your PC, probably your My Documents folder. Click the "up one

level" folder icon to your Desktop and look for the My DocuShare Places icon. If it's not there, then open
My Computer and look for My DocuShare Places. The location of this icon is determined at the time the
DocuShare Windows Client is installed.

Open My DocuShare Places and navigate to the collection where this document is stored and double-
click on the document. It will asked you if you want to create a new version of the selected file and show
it's filename. Click Yes. You may have to click OK if you see a message indicating the file is read-only.
The DocuShare Check-in Wizard appears. Enter a comment about your changes for the version history

and check the box for Express check-in, then click on the Finish| button. Your Word document is still

open, so now you can close it. It's checked in. You can verify this in DocuShare by looking at the
Version History within the document’s properties.

Make your comment and click Reviewed| to finish.

Done with Bob, on to John. Logoff and log back in as John or ask him to check his My Tasks link in
DocuShare. John will go through the same operations and will be able to see the changes made by Bob.
Once he’s done making his additions and changes, he checks in the document, makes his comment, and

clicks the Reviewed| button.
The originator of the document routing task can check his My Tasks link to see an update on their

progress and click on the specific task and then the link to the document to see their comments and the
latest version of the document.

Practice routing documents and updating them using the Routing Action for “Review and Make Changes”
to get a feel for this. You should then be comfortable using document routing in production mode for your

group.
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