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Introduction to MatrixOne
Team Central

Welcome to MatrixOne Team Central

MatrixOne Team Central helps you complete projects faster and with more efficiency by
linking you with other people, both inside and outside your company, whose input is
critical to getting the project completed. Use Team Central to:

»  Create workspaces for sharing documents and discussions among workspace
members and for routing information to specific members.

»  Specify the people who can access the workspace by adding individuals from any
company your company collaborates with, by adding arole to the workspace (all
people in your company who are assigned to the role can access the workspace), and
by associating the workspace to a Sourcing Central Buyer Desk (all buyers assigned
to the Buyer Desk can access the workspace).

e Share documents and other informati on among workspace members using folders and
subfolders.

»  Participate in discussions about the project, folders, and individual content in the
folders.

* Route information to workspace members and request that route members perform
tasks—such as comment, approve, or investigate—by a scheduled date. Include
instructions specific for each task in the route.




Common
Components and
AEF Features

e Completetasks assigned to you by reviewing and revising documents, indicating your
approval or rejection, and commenting. Also delegate the task to another workspace
member as needed and create sub-routes to help complete the task.

e Track the status of routes you have created and that you are amember of; see who has
completed tasks and on what date, view documents people have added and edited, and
review their approval status and comments.

» Track the status of tasks you are assigned and receive notifications when tasks are
late.

e Schedule Web meetings and add workspace members as attendees.

e Contact workspace members easily with email links, Web site links, and phone and
address records.

»  Control who can access specific folders and subfolders, routes, discussions, and
individual content items. Also specify the specific accesslevel for each. For example,
specify whether a member can just view the information or change, add, and delete
the information. The workspace owner can set default accesses for all folders and
content in the workspace.

* Reguest to be notified when specific events occur for specific workspaces or
workspace components; for example, whenever a member is added to a workspace,
whenever afileisedited, whenever atask is completed for aroute, or whenever anew
discussion is created for afile. Also request for other people to be notified when
specific events occur.

» Read notifications from within the application using your IconMail InBox or within
your email application.

All MatrixOne applications install common components that are shared, providing
consistency of features across all applications. Common features allow MatrixOne
applications to manage information such as user and company profiles, documents, and
routes, based on company roles rather than on the application used. These are described in
the MatrixOne Common Components User Guide as well asin Common Components
Help.

Other common features are provided by the Application Exchange Framework. These
include IconMail, generic searching, collections, and preferences and are described in the
AEF User Guide and AEF Help.

Common feature behaviors that are unique to Team Central are described in this user
guide.

MatrixOne Team Central Guide



Using Team Central with Sourcing Central

Sites that use Sourcing Central (another Matrix One application) in conjunction with

Team Central have additional options available, including:

» The ability to associate a Buyer Desk with aworkspace. All buyers assigned to the
Buyer Desk will have access to the workspace.

e Theability to add Sourcing Central items, such as RFQs, quotations, and packages, to
folders. Once added to afolder, you can then route these items and view details about
them.

Chapter 1: Introduction to MatrixOne Team Central



Application Window and PowerView

Shown below is atypical application window within Team Central.

Top banner

Global toolbar —— |BE{ NS VTN fii Home [ Log Out User: Barry Smith

My Desk menu — |

Workspace£000: Properties

i l/ + - orksgaceFolder s000 ;1'
Actions men Actions = |5 ) |
+] Desion Documents l'32)

Tools menu (3 Desian Reviews (513 1> Name Warkspace-5000
3 change Do Ents (173 [«
Structure Navigator/ 4 | _’I Template ﬁ WorkspaceTemplate-5000

ﬁ Workspace-5000

Page toolbar

Image

Category List
(Context Navigator)

For details about working with the controls and features in the application window, see
“Overview of the MatrixOne Applications Window” in the AEF User Guide.

If PowerView is configured for Team Central, clicking Tools > Power View displaysthe
desktop PowerView page, which provides direct accessto itemsthat are frequently used in
MatrixOne applications. The PowerView is configurable by your Matrix Business
Administrator, so you may see different information than what is shown below, especially
if you use Team Central with other MatrixOne applications.

PowerView

Actions * | @ |
Collections % Projects | Technical Specifications | Specification Templates »

l:lm-—

QB Create-Collection 918893 Description for Create-Collection 918893
Il QB Add-Collection 919100 Description for Add-Collection 919100 1 =
I QB Create-Collection 912616 Description for Create-Collection 912616 1] =
Il QB Edited-Collection 918946 Edited Description for Edit-Collection 918946 o =5 b
— ‘k Call ti Yia.Caaech O207260 1 Hﬂ
|

WBS Tasks “| Risks

Actions = ||§ @|

[+ ome—Trroe—JototeJsiwoars——Joststre—Jestriman +Jacerin —Joreet

For details, see“Using Desktop PowerView” in the AEF User Guide.

Assigned Tasks [+
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2D and 3D viewers

attribute

access (access levels)

archive

business unit

Buyer Desk

check in

check out

company

collaborate

customer company

discussion

folder

Important Terms

This section lists words you'll see frequently on Team Central pages and explains how
these words are used within the system.

Applicationsthat let you view documents and drawings 2- or 3-dimensionally. The
viewers are usually compatible with many different file formats and often offer the ability
to mark up the documents with annotations and highlights. Two common viewers are
ViewCafe and Brava.

A property or characteristic that defines an item. For example, an attribute of alineitemis
Required Quantity, an attribute of a part is Weight, and an attribute of an RFQ is Quote
Requested by Date.

The ability to perform a particular action or view specific information. Team Central lets
Workspace L eads assign accesses to individual folders, subfolders, content items, routes,
and discussions. Workspace L eads can al so assign default accesses for the workspace. See
Overview of Team Central Accessesin Chapter 3.

Make a completed workspace unavailable to members for the purposes of clearing
obsolete or finished work from view. The workspace creator can archive a workspace.
Once archived, only the workspace creator can access the workspace and its associated
components, such as files and discussions.

An operating unit of acompany. A business unit can have employees and locations of its
own.

A term used within MatrixOne's Sourcing Central application that refersto ateam of
buyers responsible for sourcing particular line items or parts. Associating a Buyer Desk
with aworkspace adds all the buyersin the Buyer Desk to the workspace. Each Buyer
Desk can only be associated with one workspace and a workspace can only be associated
with one Buyer Desk.

Checking in afile, also called uploading, meansto copy thefile from alocal disk to a
folder, subfolder, or route, making the file available to al workspace members who have
access to the folder, subfolder, or route. To check in anew file, a person must have the
appropriate access to the folder, subfolder, or route. To check in an updated version of a
file, aperson must first lock the file for edit. When a person checksin a new version, the
system unlocks the file so others can edit and route it. Also see version (of a file).

See |lock for edit.

Sometimes called parent company, refersto atop-level corporate entity. A company can
have many business units, employees, and locations.

When your company collaborates with another company, empl oyees of each company can
add employees of the other company as workspace members.

A company that registers with the host company so its employees can use Team Central.

Posted messages and replies to those messages that are related to a particular workspace,
folder, or content item. The messages are “threaded” because workspace members can
reply to a specific message. Other workspace members who have access to the discussion
can then see the replies to the message. In turn, members can reply to areply and then see
those replies, and so on.

A container for documents and other items, such as RFQs and quotations, that concern a
particular subject within aworkspace. Your site may have predefined top-level folders—

Chapter 1: Introduction to MatrixOne Team Central 11



host company

IconMail

location

locked file

lock for edit

mark up

owner

package

push subscription

quotation

Request for Quote
(RFQ)

revision

route

route template

such as Testing/QA, Prototype, and Design Specifications—that are recommended for
every workspace. Custom folders and subfolders can also be created for a workspace.

The company that makes Team Central available to other companies who register to use
the application.

IconMail is amessaging system for Team Central and other MatrixOne applications. The
messages include system notifications and messages sent between MatrixOne applications
users. You access lconMail by clicking the IconMail tool in the toolbar. For more
information, click the help button on the IconMail page.

A physical site where a company or business unit does business. For example, alocation
may be a headquarters, manufacturing plant, shipping address, etc.

A file that someone has checked out and is editing. Other people can view the file but they
cannot lock the file for edit or check in a new version of the file until the person who
locked the file checksin anew version.

You can lock afile for editing when you intend to make changes and check in an updated
version of thefile. Since you don’t want anyone else to make changes while you are
editing the file, the system “locks’ the file. Other people can view the file but they can’t
lock thefile for editing, check in a new version, or route the file. When you lock afile for
editing, you save thefileto aloca disk and then open it in the associated program (for
example, Microsoft Excel for .xIsfile). After editing the file, you can resave it and check
in the new version.

To add annotations, drawings, highlights, or callouts to a document or drawing. Most 2D
and 3D viewers let you mark up documents or drawings although the specific markup
functions vary by viewer.

The owner of anitemisinitially the person who creates or adds the item. For example, the
owner of aworkspace isthe person who creates the workspace. The owner of aworkspace
and folder can reassign ownership to someone else.

A set of Request for Quotes (RFQs), which are managed from Sourcing Central. Buyers
should create a package when they want to manage a set of RFQs collectively.

To request that another workspace member be notified when a specific event occurs for an
item you own.

A component of an RFQ. When the buyer sends an RFQ to suppliers, Sourcing Central
creates one quotation for every supplier in the RFQ. The supplier uses the quotation to
review the line itemsin the quotation, enter bids for each line item, and attach documents.

A buyer creates and submits an RFQ to inform suppliers of opportunitiesto design, test, or
manufacture parts or supply services.

Non-document content items have revision numbers, which are just like version numbers.
See version (of afile).

A set of tasks that a person defines for a group of people. Routes typically contain
documents and can contain RFQs, packages, or quotations, which the route members can
use to complete their tasks. The route may require that people perform tasks sequentially
or at the same time. The person who creates the route specifies the action people should
perform when their tasks become active. For example, the action might be to comment or
approve the items. The route creator aso specifies the date by which each person should
complete the task and gives instructions for completing the task.

A route templ ate saves the components of aroute that are frequently reused, including the
route description, route members, task order, and task instruction and action for each
member. The components of aroute that are typically unique for each route—the route

12
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subfolder

sub-route

subscribe

task

template

unlock a file

unmanaged
documents

version (of a file)

view a file

workspace

name, the content being routed, the task due dates and times, and the route accesses—are
not saved in the template. Use route templates to speed up the process of creating aroute
that is similar to one you have already created.

A container for files that are grouped within afolder. Having subfolders within afolder is
optional and there can be subfolders within subfolders. Files and other items can be added
to both folders and subfolders. You will probably want to create subfolders if you
anticipate that afolder will have alot of content and this content can be logically grouped
into more than two sets.

When a person isassigned atask as part of aroute, the task assignee can create a sub-route
to help complete the task. For example, if atask requires you to comment on a
specification, you can create a sub-route to gather input and other documentation from
other people. Any sub-routes that exist for atask must be completed before the task can be
compl eted.

To indicate that you want to be notified whenever a specific event is performed for an item
within Team Central. For example, you could subscribe to afile and request that you be
notified whenever someone locksthefile for editing or checksin an updated version of the
file. The items you can subscribe to are workspaces, routes, folders/subfolders, files, all
the discussions for an item, and replies for individual messages within a discussion. You
can also request that other people be notified when specific events occur for an item you
own. Thisis called pushing a subscription.

A request that a workspace member perform some business activity—such as review,
comment, or approve. When people create routes, they define the tasks that should be
completed, who should complete them, and the action that should be completed. Routes
typically include content, such as documents, and the tasks typically involve reviewing or
commenting on the routed information. Included with each person’stask are instructions
for the person and the scheduled compl etion date.

See route template.

To make the file available so other people who have the appropriate access to the file can
lock thefile for editing and then check in updated versions of the file. When you check in
an updated version of afile, the system automatically unlocksit. You can also unlock afile
without checking in a new version. For example, if you decide not to update the file or if
you cancel the lock for edit process before saving the file to disk.

Documentsthat are attached to items, such as RFQs and quotations, but are not added to a
Team Central folder.

A file's version number increments by 1 each time a person checks in an updated version

of the file. For example, thefirst time a person adds afile, itsversionis 1. When someone
locksthefilefor editing and then checksin the updated version, Team Central lists version
2 of thefile and so on.

When you view afile, the application opens the file in a new browser window. If the
browser doesn’t recognize thefile's extension or the file is atype that can't be opened in a
browser (such as aWinzip file), the browser gives you the option to save the fileto alocal
disk. Then you can open the file in an appropriate program or use it as needed. Viewing a
file has no affect on other people’s ability to view or edit the file. For example, someone
could edit the file while you are viewing it. If you intend to edit the file and check in anew
version, you must lock the file for edit. Also see 2D and 3D viewers.

A collection of people, folders, content, routes, tasks, Web meetings, and access privileges
assembled to accomplish a particular business need.

Chapter 1: Introduction to MatrixOne Team Central 13



Workspace Lead

workspace member

A workspace member who is able to add and remove peopl e from the workspace, change
access privileges for members (for exampl e, give members the ability to create routes, add
filesto folders, etc.), add folders and subfolders to the workspace, and view any routein
the workspace, even those they don’t belong to. Note that Workspace L eads are assigned
per workspace, so a person who is a Workspace Lead for one workspace need not be a
Workspace Lead for another workspace.

The workspace owner is automatically designated as a Workspace Lead. The workspace
owner can then designate other workspace members to be Workspace L eads as needed.

Any person added to aworkspace is aworkspace member, including people designated as
aWorkspace Lead and the workspace owner. When Workspace L eads add membersto a
workspace, they can include people from within their company or from within any
collaborating organization. Workspace members also include roles assigned to the
workspace and peopl e assigned because they belong to an associated Buyer Desk.

14
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Conventions Used
in This Guide

Getting Help

Related
Documentation

How to Use This Guide

This Team Central User Guide is organized to help you use the Team Central application
to perform tasks appropriate to your designated role. Here is a brief description of the
contents in this guide:

Chapter 1, Introduction to MatrixOne Team Central. This section, which you are now
reading, is intended to help new users learn about the scope and purpose of Team
Central. Read this section to learn about what you can do in Team Central aswell as
what atypical application and PowerView page look like. This section also includes
important terms and an explanation of documentation for using Team Central.

Chapter 2, Performing Frequent Tasks. This section describes frequently used tasks
across Team Central, such as searching for items and people.

Chapter 3, Workspaces. This section describes how to create workspaces and
workspace templates. It also explains how to assign people to workspaces, create
discussions, and add folders and content.

Chapter 4, Meetings. This section describes how to schedule, join, and manage Web
meetings. A Web meeting lets you conference with other people—live and over the
Internet. M eeting attendees can share and mark up documents, give presentations,
lead Web tours, demo applications, and share Desktops.

This guide uses the following conventions:

Remove/Delete—In this guide and within the application, the term “delete” isused to
refer to an action that deletes an item from the database, which means the itemis no
longer available for viewing or choosing. The term “remove” is used to refer to an
action that disconnects one item from another. The disconnected item is still in the
database and is still available for connecting to another item and viewing.

Add/Create—Similar to the remove/del ete distinction, adding means to connect or
associate an existing item to another item. Theitem is not added to the database.
Create means to add an item to the database.

Sourcing Central-related options—Sites that also use Sourcing Central will see
additional options on some pages, which are mainly related to associating Buyer
Desks with workspaces, and adding RFQs, packages, and quotation to folders and
routes. This guide describes these options and the graphics show them. If your site
doesn’t use Sourcing Central, then the options won't be displayed on your pages and
you can disregard references to them within this guide. For more information about
these options, see Using Team Central with Sourcing Central.

You can get help on the Team Central page you are working with by clicking [2] on the
page. A separate help window will appear that displays the help topic for the page along
with a navigable table of contents for the user guide. The help window also contains links
for Common Components Help and AEF Help.

In addition to this user guide, refer to the following documentation for information about
Team Central administration and MatrixOne application features in general.
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Team Central Administrator Guide, which contains information about Business
Administrator functions. This manual is intended to help Business Administratorsin
the host company understand, set up, and configure Team Central.

Common Components User Guide, which describes features common to MatrixOne
applications, such as company and user profile management, document management,
discussions, issues, and route processing. Thisis accessible by clicking the Common
Components Help link on any Help page.

Common Components Administrator Guide, which explains how Business
Administrators can configure common components. It also describes the JSP pages
for each component.

AEF User Guide, which describes common features such as IconMail, generic
searching, collections, and preferences. Thisis accessible by clicking the AEF Help
link on any Help page.

AEF Administrator Guide, which describes how Business Administrators can
configure and customize MatrixOne applications. It describes the schema that
underlies the applications and how to configure it.
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Performing Freguent
Tasks

Finding an Item to Work On

There are two ways to find an item that you want to work with:

Use the options when clicking My Desk > Team and drill down using tables and
category lists.

Clicking My Desk > Team shows options for listing the principal items of interest for
working with workspace teams. For example, the My Desk tab contains options for
listing workspaces, routes, tasks, and meetings. Clicking aMy Desk option opens a
table that lists all the items of that type that are relevant to you. You can use the filter
list in the right corner of the table page to filter thelist so it shows only items that
meet a specific criteria

Search for an item.

The Search option on the main toolbar lets you search for documents for which you
have access. You can search for documents that have been added to folders and for
documents that have been added to the database but not to folders. For example,
peopl e can attach documents to quotations using Sourcing Central. These documents
that are not in workspace folders are called unmanaged files.

Sites that use Sourcing Central can also search for RFQs, packages, and quotations.
For general instructions on how to search for any type of item, see Searching for
Items to Work With.
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Searching for
Iltems

Searching for Items to Work With

This section contains general instructions for using the search option to search for any
type of item. The types of items you can search for depends on the roles you are assigned
and whether you are a Company Representative. For instructions on filling in search
criteriafor each type of item, see the specific instructions referenced below.

The search for unmanaged files, those that are in the database but not in afolder, is
the same as the search for folder documents, except there are no options for
specifying afolder.

For instructions on searching for companies, business units, and employees, see the
Common Components User Guide. Only Company Representatives can use these
administrative search tools.

To search for an item

1. Tosearchfor abusiness-related item, such as adocument or quotation, click Search >

Search Types > Team from the main toolbar.
The Search page opens.

From the drop-down list, click the type of search you want to perform.

For example, to search for documents in folders, click Files. The search criteriafor
the type of search you selected appears. The types of items you can search for
depends on the roles you are assigned to. Everyone can search for files, only buyers
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can search for packages and RFQs, and only suppliers can search for quotations. If
Engineering Central isinstalled, thelist a so contains an option to search for parts. All
users can search for parts that they own.

When searching for:

Use Advanced search to search using these
attributes:

Files

Name, Description, Revision (thisisthe same asthe version of
the document), Owner, Current (state), Title, Originator,
Checkin Reason

Note that the application does not use following fields and
therefore you should not enter criteriafor them. If you do, the
search will yield no results. These fields may be removed from
your system:

o Designated User

»  Version Date

* Version
» FileVersion
* Language

Packages

Name, Description, Revision, Owner, Current (state),
Originator, Co-Owners, Comments, Allow User Edits

Quotations

Name, Description, Revision, Owner, Current (state),
Originator, Comments, Co-Owners, Allow User Edits

RFQs

Name, Description, Revision, Owner, Current (state),
Originator, Comments, Co-Owners, Currency, Default
Responsibility, Default Responses, Annual Part Quantity,
Production Purpose, Purchase Decision, Quote Requested by
Date, Quotation Response Review, Sourcing Product,
Sourcing Spares, Allow User Edit, Last Legacy Update

Chapter 2: Performing Frequent Tasks
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3 Search: Files - Microsoft Internet Explorer

Search: Files

Actions *  Search Types ~ | (2]

| v

Type Iﬁ File
% File I Own
Search In
= all Files
Owner I* J
Name I* ¥ Match case
Keywords I*
Workspace Folder I* J

Workspace SubFolders [ Include SubFolders

Created After I = =
Created Before I =

|
Lirnit to I'IDD results [~ Paginate results @ Search @- Cancel

3. Enter basic search criteria

For help entering criteriafor a particular type of item, go to the topic for searching for
that type of item. These topics are listed at the top of this topic.

Here are some general guidelines for entering search criteria:

e Thesystemlooksfor itemsthat meet all the basic criteriathat you enter (an AND
search).

*  When entering text to search on, use awildcard character (*) to substitute for any
characters you are unsure of or don’t want to enter. Text fields are case sensitive,
so make sure you type upper-case and |ower-case | etters exactly as entered in the
database or use awildcard for characters whose case you are unsure of. When
searching for files, you can turn off the case sensitivity for the file name by
unchecking Match case. If you don’'t want to search using a criteriathat requires
text input, leave the * in the box.

e Tosearchfor al items created after a specific date, enter the date by clicking EJ
for Created After and choosing the date. The search includes items created on
that date and after it. Note that for files, the creation date is when the file was
added to the system, not when the file itself was actually created.

» Tosearchfor al items created before a specific date, enter the date by clicking

EI for Created Before and choosing the date. The search includesitems created
before that date but not on it.

4. To specify more search criteria, click More. See Using Advanced Search.

5.  When you have entered your search criteria, click Search to display the search
results.
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Using Advanced
Search

6

The Search Results page appears, listing summary information for all items that
match your search criteria.

. To access information about an item, click its Name.

You can enter advanced search criteria when searching for items by clicking Search >
Search Types > Team from the main toolbar. Then scroll to the bottom of the page and
click More.

1.

3 Search: Files - Microsolt Internet Explorer

Click More on the Search page. (Do not enter basic criteria because the system does
not use the basic criteria when performing an advanced search.)

The page expands to show the advanced search criteriafor the type of item you are
searching for. Except for the Created Before and Created After fields, the basic
criteriais removed. Any dates chosen in the Created Before and Created After fields
are cleared. Most of the basic criteriais duplicated in the advanced criteria.

Search: Files

Actions ¥ Search Types v | 2] |

Type [ File r
Created After Ii =

Created Before Ii =
Field ————— Joperator ———————— Jualie ]
Description [ = |

Revision | = |

Owner | =] | -
Hame | [ |

Originatar | = |

Designated User [ = |

Access Type | = [ = [
Umitto [0 results [~ Paginate results €) search €) cancel
2. To search based on when the item was created, choose a date for the Created After

and/or Created Before fields by clicking EJ .

To search for all items created after a specific date, enter the date by clicking E1 for
Created After and choosing the date. The search includes items created on that date
and after it. Note that for files, the creation date is when the file was added to the
system, not when the file itself was actually created.

To search for all items created before a specific date, enter the date by clicking E2
for Created Before and choosing the date. The search includesitems created before
that date but not on it.
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Searching for Files

3. For each attribute that you want to search on, choose an operator and enter the data
you want to search on:

a)

b)

Choose an operator from the Oper ator list.
The operators for text attributes are;

BeginsWith—The system looks for attributes whose data begins with the text
you enter (like including awildcard * at the end of the text you enter).

EndsWith—The system looks for attributes whose data ends with the text you
enter (like including awildcard * at the beginning of the text you enter).

Includes—The system looks for attributes whose data includes the text you enter
(likeincluding awildcard * before and after the text you enter).

| sExactly—The system looks for attributes with data that exactly matches the
text you enter (like not including awildcard in the text you enter).

IsNot—The system looks for attributes that do not contain the text you enter.

Matches—The system looks for attributes with data that matches text you enter,
regardless of case.

The operators for numeric attributes are AtLeast, AtMost, DoesNotEqual,
Equals, IsBetween, LessThan, MoreThan.

The operators for date/time attributes are On, OnOrAfter, OnOrBefore.

Enter the data you want to search on in the Value box.

If range values have been predefined for the attribute, a drop-down list is
provided for you to select avalue.

If the operator requires more than one value, for example, “is between”, separate
each option with a space.

4. Choose whether you want to perform an AND or an OR search. To search only for
items that meet all the advanced criteria you entered, choose AND. To search for
items that meet any of the advanced criteria, choose OR. (If you specified Created
Before and/or Created After dates, the search is limited to those dates, regardless of
whether you choose AND or OR.)

5. Click Search.

6. From theresultslist, choose the items you want to work with or click the Name of an
item to seeits details.

Any Team Central user can search for files.

To search for files

1. Fromthe main toolbar, click Search > Search Types> Team > Files.

2. Enter search criteria as needed to narrow the search:

Choose to search for Files| Own or All Files.

To search for files owned by a particular person, enter the Owner name. If you
don’t want to search by owner, leave the * wildcard in the box. To search for an

owner name, click J next to Owner.
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Searching for
Packages

e To search by the file Name, enter all or part of the name. Use the * wildcard to
represent any number of characters. The search is case sensitive so make sureyou
use the correct case.

e Tosearch by Keywords, enter one or more keywords. If you don’t want to search
by keywords, leave the * wildcard in the box.

e Tosearchfor filesin a specific workspace folder, click the J next to
Workspace Folder. Enter search criteria and then choose the folders. For help
executing the folder search, see Searching for Items.

e Tosearchfor filesin workspace folders, check I nclude Subfolder s next to
Workspace SubFolder.

e Tosearch by Created After, click E3 and select the date. See the AEF User
Guide for using the calendar.

» Tosearch by Created Before, click EJ and select the date. See the AEF User
Guide for using the calendar.

UsetheLimit to box to limit the number of items that are listed in the results|list. For
example, if you limit the results to 50, the system will get only the first 50 items from
the database that match your criteria.

To display more search options, click More. See Using Advanced Search.

After entering search criteria, click Search.
The Search Results page appears, listing the files that meet your criteria,

To see details about afile, click its Name.

Any Team Central user can search for packages.

To search for packages

1.
2.

From the main toolbar, click Search > Search Types> Team > Packages.

Enter search criteria as needed to narrow the search:
e Chooseto search for Packages| Own or All Packages.

» Tosearch for packages by name, enter one or more charactersin Package Name.
If you don’t want to search by package name, leave the * wildcard in the box. The
search is case sensitive so make sure you use the correct case.

e Tosearch by Created After, click B3 and select the date. See the AEF User
Guide for using the calendar.

e Tosearch by Created Before, click E3 and select the date. See the AEF User
Guide for using the calendar.

UsetheLimit to box to limit the number of items that are listed in the resultslist. For
example, if you limit the results to 50, the system will get only the first 50 items from
the database that match your criteria.

To display more search options, click More. See Using Advanced Search.

After entering search criteria, click Search.
The Search Results page appears, listing the files that meet your criteria.
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6. To seedetails about a package, click its Name.

Searching for Any Team Central user can search for parts.

Parts To search for parts

1. From the main toolbar, click Search > Search Types> Team > Parts.

2. Enter search criteria as needed to narrow the search:

» Tochangethe Type, click the J button and select another type.

»  To search by the program Name, enter all or part of the name. Usethe * wildcard
to represent any number of characters. The search is case sensitive so make sure
you use the correct case.

e To search by Revision, enter the revision identifier. If you don’t want to search
by revision, leave the * wildcard in the box.

»  To search by Description, enter part of the description and include the * before
and after the portion you enter.

e To search for the vault containing the part(s), click J next to Vault. Enter
search criteria and then choose the vaullt.

»  To search for parts owned by a particular person, enter the Owner name. If you
don’t want to search by owner, leave the * wildcard in the box.

e To search for parts created by aparticular person, enter the Originator name. If
you don’'t want to search by originator, leave the * wildcard in the box.

3. UsetheLimit to box to limit the number of items that are listed in the resultslist. For
example, if you limit the results to 50, the system will get only the first 50 items from
the database that match your criteria.

4. After entering search criteria, click Search.
The Search Results page appears, listing the Parts that meet your criteria.

5. To seedetails about a part, click its Name.

Searching for Any Team Central user can search for quotations.

Quotations This section givesinstructions for entering the standard search criteriafor quotations. For
more help using the search tool and entering advanced criteria, see Using Advanced
Search.

To search for quotations
1. Fromthe main toolbar, click Search > Search Types> Team > Quotations.

2. Enter search criteria as needed to narrow the search:

»  To search by the Buyer Company, select a buyer company from the drop-down
list.
»  Choose to search for Quotations| Own or All Quotations.
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Searching for
RFQs

e To search for quotationsin a specific workspace folder, click the J next to
Workspace Folder. Enter search criteriaand then choose the folder. For help
executing the folder search, see Searching for Items.

»  To search for quotations by RFQ name, enter the RFQ Name. If you don’t want
to search by the RFQ name, leave the * wildcard in the box.

e Tosearch by Created After, click B3 and select the date. See the AEF User
Guide for using the calendar.

e Tosearch by Created Before, click B3 and select the date. See the AEF User
Guide for using the calendar.

UsetheLimit to box to limit the number of items that are listed in the resultslist. For
example, if you limit the results to 50, the system will get only the first 50 items from
the database that match your criteria.

To display more search options, click More. See Using Advanced Search.

After entering search criteria, click Search.
The Search Results page appears, listing the quotations that meet your criteria.

To see details about a quotation, click its Name.

Any Team Central user can search for RFQs.

This section givesinstructions for entering the standard search criteriafor RFQs. For more
help using the search tool and entering advanced criteria, see Using Advanced Search.

To search for RFQs

1.
2.

From the main toolbar, click Search > Search Types> Team > RFQs.
Enter search criteria as needed to narrow the search:
*  Chooseto search for RFQs | Own or All RFQs.

e Tosearch for RFQs by name, enter one or more charactersin RFQ Name. If you
don’t want to search by RFQ name, leave the* wildcard in the box. The searchis
case sensitive so make sure you use the correct case.

» Tosearch by Created After, click B3 and select the date. See the AEF User
Guide for using the calendar.

» Tosearch by Created Before, click B3 and select the date. See the AEF User
Guide for using the calendar.

UsetheLimit to box to limit the number of items that are listed in the results|list. For
example, if you limit the results to 50, the system will get only the first 50 items from
the database that match your criteria.

To display more search options, click More. See Using Advanced Search.

After entering search criteria, click Search.
The Search Results page appears, listing the quotations that meet your criteria.

To see details about an RFQ, click its Name.
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Searching for
Unmanaged Files

Any Team Central user can search for unmanaged files.

To search for unmanaged files

1.
2.

From the main toolbar, click Search > Search Types> Team > Unmanaged Files.

Enter search criteria as needed to narrow the search:

Choose to search for Files| Own or All Files.

To search for files owned by a particular person, enter the Owner name. If you
don’t want to search by owner, leave the * wildcard in the box. To search for an
owner name, click E next to Owner.

To search by the file Name, enter all or part of the name. Use the * wildcard to
represent any number of characters. The search is case sensitive so make sure
you use the correct case.

To search by Keywor ds, enter one or more keywords. If you don’'t want to search
by keywords, leave the * wildcard in the box.

To search by Created After, click B3 and select the date. See the AEF User
Guide for using the calendar.

To search by Created Before, click B3 and select the date. See the AEF User
Guide for using the calendar.

UsetheLimit to box to limit the number of items that are listed in the resultslist. For
example, if you limit the results to 50, the system will get only the first 50 items from
the database that match your criteria.

After entering search criteria, click Search.

The Search Results page appears, listing the files that meet your criteria,

To see details about afile, click its Name.
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Choosing by
Searching

Choosing Items by Searching and Selecting

Asyou work in Team Central, you'll frequently need to choose an item or itemsthat arein
the database. For example, when you add an external file to aroute, you select afolder to
add the file to. When you add members to a workspace, you choose people and/or rolesto
add.

The system offers two waysto let you choose these kinds of items. If there may be many
items from which you need to choose, the system lets you narrow the list of items by
searching. For example, if you need to choose a person to add to a workspace, the system
presents a search page so you can enter search criteria. If there are typically fairly few
items, the system presents a select page so you can choose the items. For example, when
specifying afolder to add afile to, you choose from a select page.

This section describes how to use these selection and search pages:
»  Choosing by Searching
e Choosing by Selecting

This describes how to use search pages that let you choose an item or items as part of
performing a particular task. For example, when adding members to a workspace, you
need to search for the people to add. The search pages are very similar to the main search
pages you use to find an item to work with, as described in Searching for Items to Work
With.

This procedure assumes that you have already initiated the command that opens the search
page.

To choose an item or items by searching

1. Fromthe Find or Search page, enter search criteria.
This graphic shows an example of the Find People page.

a MatrixOne - Microsoft Internet Explorer

Add Members

¥ Basic Type i person
i¥Find People Organization |Cumpany Narne <]
@ Find Roles Last Name [

First Name I1t

Here are some general guidelines for entering search criteria. Use the table below
these guidelines for more specific instructions for each type of search.

»  The system looks for items that meet all the basic criteria that you enter (it'san
AND search).
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*  When entering text to search on, use awildcard character (*) to substitute for any
characters you are unsure of or don’t want to enter. These fields are case
sensitive; make sure you type upper-case and lower-case letters exactly as
specified in the part information. If you don’t want to search using a criteria that
requires text input, leave the * in the box.

Search Type

Description of Possible Criteria

Person

Username—To search based on the username the person uses
tolog in, type the username. Use the * wildcard to represent
any number of characters. The search is case sensitive so make
sure you use the correct case. If you don’t want to search by
username name, leave the * wildcard in the box.

Last Name, First Name—To search based on the person’s last
or first name, type the name. Use the * wildcard to represent
any number of characters. The search is case sensitive so make
sure you use the correct case. If you don’t want to search by
username name, leave the * wildcard in the box.

Organi zation—To search based on the person’s company,
choose the company. When searching for people to add to a
workspace, thislist islimited to the companies your company
collaborates with.

Role—To search based on the person’s role, choose the role.

Role

Name—To search based on the role’s name, type the name. Use
the* wildcard to represent any number of characters. The
search is case sensitive so make sure you use the correct case. I
you don’t want to search by username name, leave the *
wildcard in the box.

Level—Check Top level to search only for top level roles,
Sublevels to include sub-roles.

Unmanaged file

The search for unmanaged files, those that are in the database
but not in afolder, is the same as the search for folder
documents, except there are no options for specifying afolder.

Sourcing Central items,
such asRFQs, packages,
and quotations

For instructions on entering criteriafor Sourcing Central items,
see the Sourcing Central Guide.

Route template

Name—To search for templates by name, enter the name of the
template or enter part of it and use thewildcard *. The search is
case sensitive. If you don’t want to search by name, leave the *

in the box.

Availability—Choose Enterprise to search only for templates
created by your Company Representative and available to all
route members. Choose User to search only for templates that
you created within the workspace. If you don’'t want to limit the
search by scope, choose *.

If thereisaMorelink at the bottom of the criteria page, you can enter advanced
criteria. For instructions, see Using Advanced Search.

When you have entered your search criteria, click Search to display the search

results.
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The Select page appears, listing summary information for all items that match your
search criteria

If the task you are compl eting lets you choose more than one item, the page shows a
check box next to each item, allowing you to choose as many items as you want. If
you can only choose one item, there is a circular button next to each item.

/2§ MatrixOne - Microsoft Internet Explorer
Select Members
)| |
Fields in red italics are reguired ﬂ
] ey e
Campany
r 'ﬂn 1, ba Marne =
C
i, by pompany
Cormpany =
r 'ﬂp 1, cr Name
r 'ﬂp AccountingClerk, Test ﬁ:mgany {123)322-2004 =
r 'ﬂp AccountingClerk, Testl ﬁ:nr:epany (123)322-2004 =
r ﬂn AccountingClerk, Test2 ﬁ:mgany {123)322-2004 =
T 4 administrator, DMC e 203 999-0000 (= r
] [5] e Dane e Cancel
4. Choose theitem or items you want to work with.
5. Click Done.
Choosing by This section describes how to use Select pages that let you choose an item or items as part
Selecting of performing aparticular task. For example, when choosing a Buyer Desk for a

workspace, the Workspace Lead can choose from alist of Buyer Desks created for their
company. This section also describes how to use the Type chooser.

To choose an item or items by selecting

1. From the page that lets you specify the item, click the Browse J button for the item.

The Select page opens for the item, listing the items that you can choose. The system
may limit the list based on items you have access to. For example, the list of
workspace folders only includes folders you have access to. If anitem can’t be
selected, for example, because it is aready selected or its state does not allow it to be
selected, the check box/button for it is gray and unavailable.

If you can select more than one item, the page shows a check box next to each item,
letting you select as many as you want. The following graphic of the Select Folder
page contains check boxes.
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Select Folder

] — ) —
Workspace Technical docurnentation on
Change Dacurnents 100 product/project design change
[0 Reference Info Workspace Reference library for this project, such

as standards, patents, templates

r Business and Marketing Workspace Business and Marketing Requirements
Requirements 100 for current Project

e Cone 9 Cancel

If you can select only one item, the page shows a circular button next to each item.
The following graphic of the Select Buyer Desk page contains buttons.

Select Buyer Desk

*Name — oescripton _______Istato__|
Electronics Sourcing team for electronics Exists

= Metals Sourcing team for metals Exists

" Plastics Sourcing team for plastics Exists

@ Done e Cancel

2. Choose theitem or items you want to select.

If theitems are organized in a hierarchy, and most items are, the lower-level items are
indented and listed under the higher-level items. If ahigher-level item has lower-level
items, there is a plus sign next to the item. To expand a higher-level item, click the
plus sign next to it. To contract alist, click the minus sign.

3. Click Done.

To select a type

1. Clickthe J button for the Type.
The Select Type page opens for the item, listing the types that you can choose.

30 MatrixOne Team Central Guide



3 Select Type - Microzoft Internet Explorer

Select Type
|hegins with;l I"‘ ¥ Top Level only Filterl _?J
(B Types

[ @ fssembly Technical Specification

O F polt Part

& @Bracket Part
& @Budgetary Estimate
e ﬁCAD Drawing
+ € i CAD Model
[ QCapacitor Part
[ @Capital Expenditure Part

" ER Circuit Card Part -
n »
@Selec’c aCanceI

Only the types pertinent to the selection you need are shown. For example, if you are
selecting atype of specification, the only choices shown are CAD Model, CAD
Drawing and Drawing Print.

2. You can use the filter bar to customize the types shown.

a) Select an operator:

Begins with—The system looks for type names that begin with the text you enter
(likeincluding awildcard * at the end of the text you enter).

Ends with—The system looks for type names that end with the text you enter
(likeincluding awildcard * at the beginning of the text you enter).

Contains—The system looks for type names that include the text you enter (like
including awildcard * before and after the text you enter).

Equals—The system looks for type names that exactly match the text you enter.
b) Typethetext to search on. Thisfield is case-sensitive.

c) Check Top Level Only if you want to see only parent types, or uncheck it to see
all type and subtypes that match your filter criteria.

d) Click Filter.

For example, to search for all parts, select “Contains’ from the drop-down list
and type “Part” inthetext field. Thelist will change to show all typesthat contain
the word “Part”, for example: Part, Electrical Part, Mechanical Part, Component
Part, (etc.).

3. A plussigntotheleft of atypeindicatesthat there are subtypes of that type. Click the
plus sign to expand the type hierarchy. Click the minus sign to collapse the hierarchy.

4. Click the check boxes of the types you want to include. If you are allowed to choose
only one type, you will see buttons rather than check boxes.

5. Click Select.

The Select Type window closes automatically and display returns to the page where you
initiated the search. If you selected multiple types, all areincluded in the text box,
separated by commas.
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Using My View You can view frequently used objectsin Team Central by using the My View option.

To use My View
1. Click My Desk > Team > My View

The My View page appears.
My View
S )
T workspace (1) @
Description Owner
= 333 Create Compl Buyerddmini, Joel
Tasks (0) ®
84 eetings (o >
& Routes (0) >

2. Toexpand an object category, click @ at the end of the category line.

3. To view information about an object, click its Name.
The Properties page for the object appears.
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Workspaces

Workspaces

This section contains these topics:

»  Workspace Overview

e Workspace Example

*  Overview of Team Central Accesses
»  Workspace Accesses

e Listing Your Workspaces

*  Viewing Information about a Workspace
»  Creating a New Workspace

e Editing Workspace Details

e Activating a Workspace

»  Archiving a Workspace

e Reactivating an Archived Workspace
e Deleting a Workspace
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Workspace
Overview

A workspace is a collection of folders that contain documents and other information
assembled to accomplish a particular business need, and people from different companies
who can access the folder content. The workspace members can collaborate and share
information by participating in Web meetings and discussions, and assigning tasksto each
other. A workspace includes:

Folders and subfolders

A folder isacontainer for documents and other items, such as Requests to Suppliers
and quotations, that concern a particular subject. Your system may have predefined,
recommended folders—such as Testing/QA, Prototype, and Design Specifications—
that can be added to every workspace. You can aso define custom folders for a
workspace and define custom subfolders within folders. If they have the appropriate
access, workspace members can view folder content, add and remove content, revise
documents, participate in discussions about the content, route the content, and
subscribe to be notified when specific events occur for afolder or its content.

Members

You can add people from within your organization or from within any organization
your company collaborates with. You can also add an entire role to a workspace,
which gives access to any person from your company who is assigned to that role. If
you associate the workspace with a Buyer Desk, al the people assigned to the Buyer
Desk are added as members. You can designate certain members to be Workspace
Leads. A Workspace Lead can add and remove people from the workspace and can
assign workspace and default access privileges. Workspace Leads can also add and
remove folders.

Routes

A routeis aset of tasks that members of a workspace complete to accomplish a
business activity. Routes can contain any item added to the workspace's folders,
including documents and non-document items such as RFQs and quotations. Or a
route can have no content. For example, a workspace member might create aroute to
get adesign specification reviewed and approved. The person can include the design
specification and other related documentation in the route. Some workspace members
would have tasks for reviewing and commenting on the spec, others would have tasks
for approving the spec.

To speed-up the process of creating aroute, you can save routes that you use
frequently as templates. A route template contains the commonly reused components
of aroute, such as the description, route members, instructions, and task actions.

For information about using routes, see the Common Components User Guide.

Web meetings

Workspace members can schedule, join, and manage Web meetings. A Web meeting
lets you conference with other people—live and over the Internet. Meeting attendees
can share and mark up documents, give presentations, lead Web tours, demo
applications, and share Desktops.

Subscriptions

Subscribing means to indicate that you want to be notified whenever a specific event
is performed for a workspace or workspace component. For example, you could
request that you be notified whenever someone locks afile for editing or checksin a
new version of the file. You can also have other people be notified when specific
events occur for components that you own. Thisis called pushing a subscription.
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Workspace
Example

This section describes how a typical workspace team might use Team Central to
collaborate on a design specification for a part.

Create the Workspace

When creating aworkspace, the creator adds folders, subfolders, and members, and
defines workspace-level accesses.

Suppose a Design Engineer creates a workspace for the design of a part. The Design
Engineer associates the Buyer Desk that is responsible for sourcing the part to the
workspace. The Design Engineer adds the predefined folders called Design Specifications
and Prototype, and creates a new custom folder called Competitor Analysis. Within the
Design Specifications folder, the Design Engineer adds the Preliminary and Final Spec
subfolders.

The Design Engineer also adds members to the workspace and assigns workspace
privilegesfor each, including default accesses for al folders and content in the workspace.
In order for Workspace L ead to add a person from another company to aworkspace, there
must be a collaboration partnership established between the two companies. For
information on establishing collaboration partnerships, see the MatrixOne Common
Components User Guide. These are the members who are added:

» A supplier from a company in Japan, can create routes, default accessis Basic
e Design Engineer role, default accessis Read
e Two Design Engineers from within his own company, default accessis Add

* A project manager from within the company, designated as Workspace Lead, can
create routes, default accessis Add

* A manufacturing engineer from acompany in China, can create routes, default access
isBasic

» A manufacturing engineer from a company in Korea, can create routes, default access
isBasic

*  Thebuyers assigned to the associated Buyer Desk are also added to the workspace
and the workspace creator gives them each Read access as the default access

Assign Additional Access to Folders, Add Content, and
Subscribe

After creating the workspace, the Design Engineer adds content to folders and assigns
additional accesses per folder and content item. He gives the Design Engineer role Add
access to the Design Specification folder, and gives the members from collaborating
companies Read access to Prototype and Read + Write access to Design Specifications.
The collaborating partners still have None access to Competitor Analysis.

Next, the Design Engineer adds a few documents to Competitor Analysis and starts a
discussion regarding one of the documents. The Design Engineer also adds adesign
specification to the Preliminary Spec subfolder. He subscribes to the file so he is notified
whenever the fileis revised. He also pushes subscriptions for the Prototype folder to the
workspace members from the other companies.

Chapter 3: Workspaces
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Overview of
Team Central

Route a Document and Schedule a Web Meeting

The Design Engineer then creates a route that sends the design spec to some members of
the workspace: first to the two Design Engineers added individually to the workspace for
comment and review, then to the project manager for approval, then to the Supplier for
review and markup, and finally to both Manufacturing Engineers for review and markup.
When defining the route, the Design Engineer indicates that as soon as one of the Design
Engineers completes the review task, the next task in the route should become active. He
also schedules a Web meeting for a day after the route is scheduled to be complete so the
workspace members can review comments and changes. The meeting attendees receive
email and IconMail notification about the meeting.

When the route begins, the Design Engineers receive email and IconMail notification that
they have atask pending. They will also see the task listed on the Team Central task
pages. One of the Design Engineers enters comments about the spec and marksthe task as
completed. The task for the other Design Engineer is removed and the task for the project
manager is activated. After the project manager approves the spec and compl etes her task,
the Supplier is notified that atask is pending. The Supplier revises the specification and
checksin an updated version. Since the Design Engineer who created the workspace
subscribed to the file, he receives notification that the file has been revised. When the
Supplier marks the task compl ete, thefileis routed to the Manufacturing Engineers. When
they complete their tasks, the route is complete and the Design Engineer who created the
route is notified. He reviews the comments, approval statuses, and files. He removes the
files from the route so other people can route and edit it.

At the scheduled meeting time, the Design Engineer starts the Web meeting and the other
attendees join in. The Design Engineer shares the most recent version of the design spec
so they can discuss the changes. As aresult of the meeting, the Design Engineer makes
additional changes to the specification and savesit with a new file name. He adds the file
to the Final Spec subfolder and then routes the document to the workspace members

again.

Team Central lets Workspace L eads control access to all the main components of a
workspace, including the workspace itself, folders and subfolders, routes, content in

Accesses folders (which can also be included in routes), and discussions.
This section overviews important points to understand about the entire access model. For
instructions on how to define accesses for each component, see:
» Defining a Member’s Workspace and Default Accesses
»  Defining Access to Folders and Subfolders
» Defining Access to a Discussion
Important Points Regarding Accesses
» All people added to a workspace have Basic accessto it. This meansthey can view
the workspace category list and Properties page, can create workspace-level
discussions and participate in those discussions, can be added to workspace-scope
routes, and can be added as meeting attendees. People with Basic access do not have
accessto any folders or content by default but Workspace L eads can give them access
on afolder by folder basis.
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One of the most important points to remember when assigning accesses is that
accesses areinherited down the data hierarchy. A member’'s default access for
workspace content, which is set at the workspace level, defines the minimum access
that person/role has for every folder. If not explicitly set, thisis None. A member’s
access for afolder defines the minimum access the person/role has for every
subfolder, and the member’s folder/subfol der access defines the minimum access for
every document in it (the folder access defines the exact access for non-document
content items). The accesses for a content item apply even when the member accesses
the item from a route or from another application. These minimum accesses can be
added to but cannot be removed except by removing access on the parent item.

Workspace

Default
Accesses
Folder

Folder
Accesses

—®  Content

Subfolder
.
Subfolder
Accesses
Content

When you make any changeto a per son’s access level at one point in the data
hierarchy, the new access level replaces all inherited access down the data
hierarchy and any additional accesses added at lower levels areremoved.

For example, suppose a workspace member has Read access as the default access for
the workspace and is given additional Add accessto afolder. If you change the
person’s default workspace access, either making it higher (for example, Read Write)
or lower (for example, Basic) the person’s inherited access to the folder will now be
the new default access and the additional access of Add isremoved. Removing the
additional access occurs whenever the access at the higher level isreset, regardless of
whether the change is to a higher or lower access level.

Workspace L eads can give member s additional accessesto afolder (accessesthat
arenot inherited from the parent folder or subfolder) aslong asthe member has
at least Read accessto the parent folder or subfolder. Similarly the owner of a
document in afolder can give members who have at least Read access to the folder
additional access to the document. Requiring at |east Read access to the folder
prevents a member from having access to content but not having accessto the
subfolder that containsit or having access to a subfolder but not to the parent folder.

Access levels build upon one another so when people are assigned one access
level, they have all the per missions allowed in the lower levels, as shown in the
below diagram.
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Workspace
Accesses

Read
Read Write

Remove

Add & Remove

* When adiscussion iscreated, all the memberswho have at least Read accessto
theitem being discussed can access the discussion. The discussion creator can
remove people from the access list as needed.

* You cannot deny access per content item. A person’s access for folder content is
inherited from the folder access and this inherited access cannot be removed. So
everyone who has at least Read accessto afolder has at least Read access to every
item in the folder and this access cannot be removed except by removing access on
thefolder.

* Routesdo not inherit accesses from any other wor kspace component. The access
levels assigned for aroute are for the route itself (such as the ability to add and
remove content from the route) and are separate from accesses for the route content.
For example, aroute member who has Add access for aroute can view the route and
add content to it. But the accesses the person has to each content item in the route
depends on the accesses assigned within the item’s folder. The person might have no
access to one item, Read Write access to another, and Remove access for another. All
these accesses are independent of the route access.

e Accessesfor non-document folder content (RFQs, packages, quotations) cannot
be controlled per item. A member’s access to non-document content is the same as
the person’s folder access. Additionally, Team Central accesses add to accesses given
by Sourcing Central. They do not restrict access given by Sourcing Central.

Workspace Members

People who are added to a workspace can access the workspace from their list of
workspaces and have Basic access for the workspace. This includes people added
individually, people added because they are assigned to an associated Buyer Desk, and
people assigned to arole that is added to the workspace. Basic access to a workspace
means they can create discussions for the workspace, be included in workspace-scope
routes, and be added as attendees for Web meetings. With Basic access, they don't have
access to any folders by default but a Workspace L ead can give them accesson a
folder-by-folder basis.

The only people who can access a workspace and its content are the workspace members.
There are three types of workspace members. Persons, Buyer Desk Persons, and Roles.

Person Members

When a Workspace L ead adds a person individually to aworkspace, the member typeis
Person. Any person in the workspace owner’s company or in a collaborating company can
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be added individually. Unlike people who have access to a workspace because of arole
assignment, person members can participate fully in the workspace: they can be assigned
individually to routes, added as meeting attendees, assigned as a workspace owner or
Workspace Lead, etc.

Buyer Desk Person Members

Another way to add persons to a workspace is for the workspace owner to associate a
Buyer Desk with the workspace. All buyers in the Buyer Desk are added as members of
the workspace. The system automatically updates the membership list as buyers are added
and removed from the Buyer Desk. (Buyers are added and removed from a Buyer Desk
from within Sourcing Central.)

There is oneimportant difference between Person members and Buyer Desk Persons.
People added individually can be removed individually, as long as the person is hot the
workspace owner or amember of aroute. People added because they belong to the
associated Buyer Desk cannot be removed individually from the workspace except by
removing the person from the Buyer Desk. The workspace owner can remove all Buyer
Desk Persons by removing the workspace's association with the Buyer Desk. If a Buyer
Desk Person is removed from the Buyer Desk or the Buyer Desk is disconnected from the
workspace and the person is the workspace owner or a member of aroute, the system
changes the person’s member type to Person and does not remove the person from the
workspace.

If aperson is added individually to a workspace and aso is a member of the associated
Buyer Desk, the system treats the person as a Buyer Desk person.

Role Members

When a Workspace Lead adds arole to a workspace, all people assigned to therolein the
workspace creator’s company have access to the workspace. As people are assigned and
unassigned to the role, they gain and lose access to the workspace. Role members can’t
participate as fully in the workspace as those assigned individually:

* Route creators can add aroleto aroute and assign therole to atask. Any personin the
workspace creator’s company who is assigned to the role can accept the task and that
person becomes the task assignee. The route creator cannot assign arole member to
the task specifically.

» Roales cannot be assigned to meetings.
* Roales cannot be given Workspace L ead, Create Route, or Create Folder access.

If you need a person in the role to participate in any of these features, you should add the
person to the workspace individually.

Workspace Owner

When a person creates a workspace, that person becomes the owner. The owner can
reassign ownership to someone else. The workspace owner has privileges no other user
can perform, such as the ability to edit the workspace properties, reassign ownership,
associate and disassociate a Buyer Desk, archive and reactivate the workspace, and push
subscriptions for the workspace.

Chapter 3: Workspaces

39



Listing Your
Workspaces

Workspace Leads

Workspace L eads can add and remove people from the workspace and assign accesses for
workspace components. They can add and remove folders and subfol ders, and have access
to all routes, even those they don’t belong to. Workspace owners are automatically
assigned Workspace L ead access. Roles cannot be assigned Workspace L ead access.

Create Route Access

Members with Create Route access can create workspace-scope routes and fol der-scope
routes for folders they have Read access to. Roles cannot be assigned Create Route access.

Workspace-Wide Default Access for Folders and Content

Workspace L eads can assign default accesses for all folders and content in the workspace.
A member’s default access defines the minimum access the member has for every folder,
subfolder, and content item in the workspace, but has no affect on access to other
workspace components, such as routes, meetings, and discussions. Members can be given
a higher access to individual folders and documents but they cannot be given less access
than their default access. For example, if amember’s default accessis Read, the person
will have Read access to every folder, subfolder, and content item in the workspace and
this access cannot be removed (except by changing the default access). If thereisone
folder that the person should not have at |east Read access to, the person’s default access
must be Basic.

Each default access is summarized below. For information on folder and content accesses,
see Understanding Folder and Subfolder Access.

Basic—For every top-level folder in the workspace, the member has an inherited access of
None. A Workspace Lead can give the person a higher access on a folder-by-folder basis
and these added accesses will transfer as inherited accesses for the folder’s content and
subfolders. Aswith all default accesses, Basic access only affects the member’s access for
folders. Members with Basic access can participatein all other workspace activities, such
as creating discussions for the workspace, participating in workspace-scope routes, and
attending Web meetings, etc.

Read—TFor every top-level folder in the workspace, the member has an inherited access of
Read and this access cannot be removed except by changing the default access. A
Workspace Lead can give the person a higher access on a folder-by-folder basis and these
added accesses will transfer as inherited accesses for the folder’s content and subfolders.

Read Write, Add, Remove, Add Remove—For every top-level folder in the workspace,
the member has an inherited access that is the same as the workspace default access (Read
Write, Add, Remove, Add Remove). This access cannot be lowered except by changing
the default access. A Workspace Lead can give the person a higher accesson a
folder-by-folder basis and these added accesses will transfer as inherited accesses for the
folder’s content and subfolders. Workspace L eads can then give the person a higher access
per subfolder and content (documents only).

You can see all the Active workspaces that you belong to and all workspaces that you own
by clicking Team > Wor kspaces from the My Desk menu. You can reduce thislist so it
includes only active workspaces. You may belong to some workspaces because you are
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Workspaces

Actions - |§ '7r||

assigned to arole that has been added to the workspace (only if you belong to the same
company as the person who created the workspace).

To list your workspaces

1.

Click My Desk > Team > Wor kspaces.

The Workspaces page opens, listing all workspaces that you are a member of and that
you own. If you own aworkspace, it islisted no matter what its state. If you are a
member but not the owner, the workspace islisted only if it isin the Active state.

I L

%W‘orks ace-5000

ﬁ Workspace-5001

% Workspace-5003

-
M TR Workspace-5002
-
-

% Workspace-5004

Description of workspace,, Active =mith, Michael
Description of workspace... Create smith, Michael
Description of waorkspace... Active Smith, Michael
Description of workspace... Active =mith, Michael
Description of workspace,,, Archive =mith, Michael

For each workspace, the page shows:

Name—The name entered by the person who created the workspace. To get
information about the workspace, click its Name.

Description—The purpose of the workspace, for example the type of dataiit is
intended to manage, as entered by the person who created the workspace.

State—When a person first creates aworkspace, its state is Create. During this state,
the owner adds folders and members and assigns accesses. Only the owner can access
aworkspace that isin the Create state. The owner cannot add content to the
workspace or create routes. When ready for members to work with the workspace, the
owner activates it, which changesthe state to Active. All members can then accessthe
workspace. When no further work should be done, the owner archivesit, which
changes the state to Archive. Archiving a workspace removes all members from the
access list, so no one except the owner can accessiit.

Owner—The person who has primary responsibility for the workspace. When a
person creates a workspace, that person becomes the owner. The owner can reassign
ownership to someone else. The workspace owner has privileges no other user can
perform, such as the ability to edit the workspace properties, reassign ownership,
archive and reactivate the workspace, and push subscriptions for the workspace.

To shorten the list so it includes only Workspaces in the Active states, choose Active
from the drop-down list in the upper right corner of the page.

Work with workspaces as needed:

e To get more information about a workspace, click its Name. See Viewing
Information about a Wor kspace.

e To create anew workspace, click the Actions menu and then select Create New
or Workspace Wizard. Create New creates just the basic workspace definition
and lets you add folders and members separately. The wizard lets you add
folders, subfolders, and members as you create the workspace. See Creating a
New Workspace.
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Viewing
Information about
a Workspace

» To delete aworkspace, check it and click Delete from the page Actions menu.
You can only delete workspaces that you own. For more restrictions on deleting
workspaces, see Deleting a Workspace.

Any member of aworkspace can get information about the workspace, including basic
properties, discussions, and folders. You can also see your routes, tasks, meetings, and
subscriptions for the workspace.

To see information about a workspace

1. Fromthe My View page, click the Name of the workspace.
Or
Click My Desk > Team > Wor kspaces. Then click the Name of the workspace.
The workspace's category list and Properties page opens.

= Workspace-5000 Workspace-5000: Properties
+ WiorkspaceFolder-5000 {1 : 5 211
. At 2
+] Design Documents (32} (= ens T | _‘Jf
= Design Reviews (51% [~ Mame Workspace-5000
0 Change Docurments {17} [
Template ﬁ WorkspaceTemplate-5000
Image
4 | ©
ﬁ Workspace-5000
@ Access . .
- - Owner Smith, Michael
0 Discussions
e Originated S/4/2001
o Meetings State Create
O Routes
Eeib e Buyer Desk ﬂ:] BuyerDesk-5000
O Tasks Description Model 2001xzy transriission sparts car.

Name—A short, descriptive name for the workspace.
Template—The name of the template on which this workspace is based.
Image—An image fil e associated with the workspace.

Owner—The person who has primary responsibility for the workspace. When a
person creates a workspace, that person becomes the owner. That person can then
reassign ownership to someone else. The current owner always has Workspace L ead
access and Add Remove access for al folders and content. Only the workspace owner
can edit workspace properties, reassign ownership of the workspace, push
subscriptions for the workspace to other users, and archive the workspace.

Originated—The date/time the workspace was created.

State—When a person first creates aworkspace, its state is Create. During this state,
the owner adds folders and members and assigns accesses. Only the owner can access
aworkspace that isin the Create state. The owner cannot add content to the

workspace or create routes. When ready for members to work with the workspace, the
owner activates it, which changesthe state to Active. All members can then accessthe
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workspace. When no further work should be done, the owner archivesit, which
changes the state to Archive. Archiving a workspace removes all members from the
access list, so no one except the owner can accessiit.

Buyer Desk—The Buyer Desk associated with the workspace, if thereisone. A
Buyer Desk is a sourcing sub-team, which includes parts the team is responsible for
sourcing, buyerswho source the parts, and Request for Quotes (RFQs) that have been
created to source the parts. When a Buyer Desk is associated with a workspace, all
buyers assigned to the Buyer Desk are automatically added to the workspace. To get
information about the Buyer Desk, click its name. Only one Buyer Desk can be
associated with a workspace.

Description—The purpose of the workspace, for example the type of datait is
intended to manage.

Using the links at the top of the Properties page, work with the workspace as needed.
Depending on whether you are a Workspace Lead and the workspace's state, some
links may not be available.

» Toedit the propertieslisted, click Edit Details from the page Actions menu. See
Editing Workspace Details.

e To save this workspace so you can use it to create other workspaces, click Save
As Template from the page Actions menu. See Saving a Workspace as a
Template.

» To choose alert events that you want to subscribe to, click Subscribe from the
page Actions menu. See Choosing Alert Events for a \Workspace.

»  To have the system notify members when specific events occur for the
workspace (set subscriptions for other users), click Push Subscriptions from the
page Actions menu. See Choosing Alert Events for Others.

e To activate aworkspace that isin the Create state, click Activate from the page
Actions menu. See Activating a Workspace.

» Toarchive an Active workspace, click Archive from the page Actions menu. See
Archiving a Workspace.

» Toreactivate an archived workspace, click Reactivate from the page Actions
menu. See Reactivating an Archived Workspace.

Use the category list to view more information about the workspace:

Category Description For details, see:

Access Shows the workspace members and the accessesthey are | Defining a Member’s Workspace
granted. L ets the workspace owner set accesses. and Default Accesses

Discussions Shows message threads created for the entire workspace. Listing Discussions for an Item

Folders Liststhe top level folders for the workspace and lets you Listing Foldersin a Workspace
access subfolders within them.

Chapter 3: Workspaces
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Category

Description

For details, see:

Meetings Shows meetings for the workspace that you are included Listing Meetings You are
in and lets you schedule, start, and join meetings. Participating In in Chapter 4
Routes Lists the active routes for the workspace that you created MatrixOne Common
or have atask for. Components User Guide.
Subscriptions Liststhe events that you have subscribed to for the Viewing Your Subscriptions
workspace.
Tasks Listsall your active tasks for the workspace. MatrixOne Common

Components User Guide.

Creating a New
Workspace

To create a new workspace that can be used by its members, you need to enter basic
information for it, add folders and subfolders, and add members and assign member
access. The Actions menu on the Workspaces page, which lists your workspaces, contains
two options for creating workspaces:

e Create New

Thisisaquick-create option that |ets you enter basic information for the workspace,
such as name, associated Buyer Desk, and description. After creating the workspace,
you can add folders and members when you're ready. The system automatically adds
any predefined folders to the workspace, which you can remove, edit, and add to as
needed. The quick-create option is best if you aren’t ready to define the folders and
members yet.

Thisisaquick-create option that lets you enter basic information for the workspace,
such as name, template, associated Buyer Desk, and description. After creating the
workspace, you can add folders and members when you're ready, or have them
automatically added from atemplate. The system adds any predefined foldersto the
workspace, which you can remove, edit, and add to as needed. The quick-create
optionisbest if you aren’t ready to define the folders and members yet, or if you have
apre-existing template that is similar to the workspace you want to create.

Workspace Wizard

Thiswizard walks you through all the steps needed to define the workspace, add
folders and subfolders, and add members. This option is best if you know most of the
folders and members that you want to add to the workspace and are ready to get
started. The wizard also provides the option of choosing a template on which to base
the workspace.

This section contains instructions for both options.
*  Quick-Creating a Workspace
e Creating a Workspace and Adding Folders and Members

When you're ready for members to begin working with the workspace, you need to
activate it, as described in Activating a \Wor kspace.

Quick-Creating a Workspace

To quickly create a workspace
1. Click My Desk > Team > Wor kspaces.
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2. From the Workspaces page, click Create New from the page Actions menu.

The Create New Workspace page opens.

2} Matrix0ne - Microsoft Internet E xplorer

Create New Workspace

)|

Fields in red italics are required

Nanre I
Template I J Clear
Buyer Desk I J Clear

Description

4 | ol
9 Done. @ Cancel

Enter a short, descriptive Name for the workspace.

Do not use a name that has already been used for aworkspace created for your
company. All members will use this name to access and work with the workspace.

You can quickly create aworkspace complete with members and folder structure by

using atemplate that has previously been saved. Click J next to Template. See
Selecting a Workspace Template.

If using Sourcing Central, you can associate the workspace with a Sourcing Central
Buyer Desk. Click J next to Buyer Desk. See Selecting a Buyer Desk.

In the Description box, enter the intent or purpose of the workspace. For example,
specify the type of data the workspace will manage.

Click Done.

The new workspace is listed on the Workspaces page. When you're ready, you should
add folders and members to the workspace. See Creating a Folder or Subfolder and
Adding a Workspace Member. When you're ready for members to use the workspace,
you should Activate it. See Activating a Workspace.

Creating a Workspace and Adding Folders and Members

This section describes how to use the Workspace wizard to create a workspace, add
folders, and add members. The wizard contains four main pages that allow you:

To enter basic information for a new workspace
To specify the top-level folders for the workspace
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» To add subfoldersto a workspace's folders
» To add membersto a workspace and specify default accesses

You move through the wizard using the Next and Previous buttons at the bottom of each
page. You can skip a page using Next and return to previous pages using Previous.
Information is committed to the database as you progress through each page.

To enter basic information for a new workspace
1. Click My Desk > Team > Wor kspaces.

2. From the Workspaces page, click Wor kspace Wizard from the page Actions menu.
The Specify Details page opens.

Step 1 of 4; Specify Details

)|

Fields in red talics are required

Nanre |
Template | J Clear
Buyer Desk | J
[~
Description
| -

3. Enter ashort, descriptive Name for the workspace.

Do not use a name that has already been used for a workspace created for your
company. All members will use this name to access and work with the workspace.

4. You can quickly create a workspace complete with members and folder structure by

using atemplate that has previously been saved. Click J next to Template. See
Selecting a Workspace Template.

5. If using Sourcing Central, you can associate the workspace with a Sourcing Central
Buyer Desk. Click El next to Buyer Desk. See Selecting a Buyer Desk.

6. Inthe Description box, enter the intent or purpose of the workspace. For example,
specify the type of data the workspace will manage.

7. Click Next.

Team Central opens the page for the second step, the Create Top-Level Folders page.
If you are creating the workspace from a template that contained top-level folders,
they are shown on this page. You can add to or remove any of these folders.

To specify the top-level folders for the workspace
1. Select one of the folderslisted.
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Step 2 of 4: Create Top-Level Folders

Actions ¥ | 2] |
I N S
[T (21 production Production Documents
[T [ pesign Documents Design Documents and Specifications
[T [ pesign Review Design Review Farms and Results
I (. Change Documents Change Request Docurnents

A folder isacontainer for files that concern a particular subject. In the third step of
the wizard, you can define custom subfolders for each top-level folder. If they have
the appropriate access, workspace members can view and revise content in the
folders, participate in discussions about the content, route the content to other team
members, and have Web meetings in which attendees can discuss, view, and mark up
the content.

2. Toadd afolder that isnot already listed:

a) Click Create New from the page Actions menu.

3 Dialog - Microsoft Interet Explorer

Create New Workspace Folder

2)|

Fieldz in red italics are required

Manre J

[~
Description
a

b ) Enter aName for thefolder. Thisisthe name you will useto track the folder so it
should be short and descriptive. Do not use the same name as used for another
top-level folder in the workspace.

Or

Choose the name of a predefined folder by clicking J . If no folders have been
predefined for your system or if al predefined folders have been added to the
workspace, the Browse button is unavailable. Choose a predefined folder. Click
Done.
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Select Predefined Folder

z) |

S ame —  opon ]

in S TS TS TS

C1 Business and Marketing Requirements Documents frarm the Marketing Group

] Design and Specifications Design and Specification Docurnents and Requirements
23 Production Production Materials

3 Project Status Project Status Reports

3 Prototype Prototype Proposals

] TestingfQA Test Plans, Reports and Related Documents

c) Enter aDescription for the folder to describe the folder’s intent or purpose. If
you chose a predefined folder, you can edit the description.

d) Click Done.
3. Toremoveafolder:

a) From the Create Top-Level Folders page, check the folder(s) you want to
remove.

b) Click Remove from the page Actions menu.
c) At the confirmation message, click OK.

4. Click Next.

The Create Subfolders page opens, listing all the top-level folders on the left. If you
are creating the workspace from atemplate that contained subfolders, they are also
shown on this page. You can add to or remove any of these subfolders.
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To add subfolders to a workspace’s folders

<] Create Workspace - Microsoft Internet Explorer

Step 3 of 4: Create Subfolders
] |

7 Project Fnlde.rs H Create Mew @ Remove Selected
=[] Production

(1 Subfolder 1 L Nawe

{1 Subfolder 2 0
Subfolder 1
1 Subfolder 3 & Hbrolder

(20 subfolder 4 [T (3 subfolder 2
(1 Design Documents
[0 Design Review [T 31 Subfolder 3

£CJ Change Documnents
[T 3 Subfolder 4

9 Previous 9 Mext e Cancel

A subfolder is acontainer for documents and other content that are grouped within a
folder. You will probably want to create subfoldersif you anticipate that afolder will have
alot of content and this content can be logically grouped into more than two sets. If you
don’t want to add subfolders, you can click Next and proceed with adding workspace
members.

After creating the workspace, you can add subfolders to subfolders. See Creating a Folder
or Subfolder.

1. To add subfoldersto afolder:

a) From the left side of the Create Subfolders page, choose a folder that needs
subfolders.

b) Any subfolders already added are listed on the right.

c) Click Create New from the page Actions menu.
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4 Dialog - Microsoft Internet Explorer

Create Subfolder
2)

Fieldz in red italics are required

MName

Description

@M a Cancel

d) Enter aName for the subfolder.

Thisisthe name you will use to track the subfolder so it should be short and
descriptive. Do not use the same name as used for another subfolder in the folder.
A top-level folder cannot have two second-level subfolders with the same name.

e ) Enter aDescription for the subfolder to explain the folder’s intent or purpose.
f) Click Done.
To remove a subfolder from afolder:

a) From the Create Subfolders page, choose the folder that contains the subfolder
you want to remove.

b) Ontheright side of the Create Subfolders page, check the subfolders you want to
remove.

c) Click the Actions menu and select Remove.
d) At the confirmation message, click OK.

When you are finished adding subfolders, click Next.

The Specify Access page opens, letting you add members to the workspace and
define their default access. If you associated a Buyer Desk to the workspace, all
members of the Buyer Desk arelisted and their member typeis Buyer Desk Person. If
you are creating the workspace from atemplate, all membersincluded in the
workspace template are shown on this page.

To add members to a workspace and specify default accesses

Only people who are added as workspace members can access workspace information.
Therefore, anyone who will need to access folder content, attend Web meetings,
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participate in discussions, create routes, or receive routed information should be added as
aworkspace member. As the workspace creator, you are automatically added as a
member.

1. Select one or more members for the workspace.

/J Create Workspace - Microsoft Internet Explorer [_ (O] x|
Step 4 of 4. Specify Access
actions - | _'?J | |
S e e e = i
- ﬂ' Billings, Maura Persan Beckwarth & Ca, m
- @J Buyer Role Beckworth & Co. Im
- @J Buyer Manager & Rale Beckwarth & Ca, Im
- ﬂ' Cannaberge, Florence Dﬂ Buyer Desk Person Beckworth & Ca. m
- @J Design Engineer Rale Beckwarth & Ca, Im
- @J Engineer Rale Beckwarth & Ca. Im
- ﬂ' Fullbright, Lars Buyer Desk Person Beckworth & Ca, m
I ﬂ' Irujo, Javier Persaon Beckwarth & Ca. Im .
- ﬂ' Japoli, Octavia Buyer Desk Person Beckworth & Ca, Im
I ﬂ' Maguire, Padraig Persaon Beckwaorth & Cao. |Add -
I ﬂ' Nixon, Peter Persan Beckwarth & Ca, Im LI
9 Previous @ Done 9 Cancel

For each member of the workspace, the page shows:
Name—The name of the person or role assigned to the workspace.

Team L ead @ —Indicates whether the person is ateam lead.
Route Per mission—Icons indicate the type of route permission.

Type—Distinguishes between roles added to the workspace, people added
individually, and people added because they belong to the associated Buyer Desk. For
more information about each type of member, see Workspace Accesses.

Organization—T he organization the person belongsto. This column is blank for
roles.

Access—Use to set the default access for each member. A person’s default accessis
transferred to every folder, subfolder, and content item in the workspace. The
workspace owner and Workspace L eads can give a member higher accesses for
individual folders and content but they cannot give the member alower access than
the default access. For example, if you choose Read access for a member’s default
access, the person will have Read access to every folder, subfolder, and content item
in the workspace and this access cannot be removed (except by changing the default
access). If thereisonefolder that the person should not have Read access to, you must
make the person’s default access Basic. Basic access means that by default the person
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Selecting a
Workspace
Template

7} Matrix0ne - Microsoft Internet E xplorer

has no access to folders and content but Workspace L eads can give the person access
on afolder by folder basis. You can aways give the person a higher access for
specific folders and content items.

2. Click Done, if everyone you want for the workspace can be selected from the list.
3. To add anew person to the workspace:

a) From the Specify Access page, click Add M ember (s) from the page Actions
menu.

b) See Adding a Workspace Member for searching for members.

When creating aworkspace you can select aworkspace template that will include the
template’s members and folder structure.

When members are copied to the new workspace from the template, also copied are fields
that determineif they are Workspace Leads and if they can create a Route in the
workspace. Grants from the Workspace Member Grantor and from the Workspace Lead
Grantor are a so replicated. The access on the folder/sub-folder level isnot carried over, so
the access granted by the Workspace Access Grantor is not required. The workspace
creator/lead can then give additional access to the members. All leads will have Add
Remove access on the workspace, while all other members will have Basic access
irrespective of their access on the workspace that was used to create the template.

1. Onthe page for creating aworkspace, click J next to Template.

Select Workspace Template
)|

= wWorkspaceTermplate-50 Terplate for car workspace User Test Everything

Fields in red italics are required

[4] Page [T =] of 1 [¥] | @M eCancel

Selecting a Buyer
Desk

All workspace templates that you own or are of Enterprise scope are shown.
2. Choose aworkspace.
3. Click Done.

Selecting a buyer desk is only available if your system has Sourcing Central installed. A
Buyer Desk is a sourcing sub-team, which includes parts the team is responsible for
sourcing, buyers who source the parts, and Request for Quotes (RFQs) that have been
created to source the parts. When a Buyer Desk is associated with aworkspace, all buyers
assigned to the Buyer Desk are automatically added to the workspace.
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Editing Workspace
Details

1. Click J next to Buyer Desk.

Select Buyer Desk

“TNeme — [oeseription________|swate__|
" Electranics Sourcing team for electronics Exists
0 Metals Sourcing team for metals Exists
" Plastics Sourcing team for plastics Exists

@ Done e Cancel

2. Fromthelist of Buyer Desks for your company that have not already been associated
with aworkspace, choose a Buyer Desk.

3. Click Done.

The owner of aworkspace can edit the basic information for a workspace and assign
ownership to someone else. When you assign someone else as the owner, that person
receives Workspace Lead and Create Route accesses. You retain these accesses but are no
longer listed as the owner and therefore can no longer perform owner-only tasks, such as
editing workspace details, reassigning ownership, and archiving.

To edit the details for a workspace

1. Fromthe My View page, click the Name of the workspace.
Or

Click My Desk > Team > Wor kspaces. Then click the Name of the workspace. If
the workspace is not active, make sure All is selected from the drop-down list.

2. From the Properties page, click Edit Details from the page Actions menu.
The Edit Workspace Details page opens.
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<A Dialog - Microsoft Internet Explorer

Edit Workspace Details
B

Figldz in red talics are reguired

MNamre

Template ﬁ YWorkspaceTemplate-5000

Image | Browse... |

Owner [Smith, Michael B

Originated S/4/2001

State Create

Buyer Desk | BuyerDesk-5000 J Clear
Model 200lxzy =

transtmission sSports car.
Description

||

@M @ Cancel

Change the Name for the workspace, as needed.

Do not use a name that has already been used for a workspace created for your
company. All members will use this name to access and work with the workspace.

Change the Image for the workspace. Click the Browse button. From the Choose a
File dialog box, choose or change the Imagefile (.gif, .jpg, .html, or .htm) to
represent the workspace.

Use the Owner box to make any other user from your company the owner of the
workspace. Be aware that if you make someone el se the owner, you will no longer be
the owner and therefore will not be able to change ownership again.

a) Click El next to your name in the Owner field.

b) From thelist of people from within your company on the Select Workspace
Owner page, choose the new owner and click Done.

The Edit Workspace Details page refreshes to show the new owner instead of
your name.

Use the Buyer Desk box to assign, change, or remove the Buyer Desk association for
the workspace:

» To associate the workspace with a Sourcing Central Buyer Desk or change the

current association to another Desk, click J and select aBuyer Desk created
for your company. You can only associate one Buyer Desk with aworkspace and
you can only associate Buyer Desks that have not already been associated with a
workspace.

e Toremove the association with a Buyer Desk, click Clear.
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Activating a
Workspace

Archiving a
Workspace

If you remove a Buyer Desk association, al of its buyers are removed as members of
the workspace. If you change the association, the system removes all members of the
previously-associated Buyer Desk and adds buyers from the new Buyer Desk. If you
disconnect a Buyer Desk and one of the assigned buyers is the workspace owner or a
route member, the system changes the person’s member type from Buyer Desk
Person to Person and does not remove the person. If you associate a Buyer Desk with
an assigned buyer who is also added individually to the workspace, the system treats
the person as a Buyer Desk Person, which means the person cannot be removed
individually from the workspace and if the Buyer Desk is disconnected, the system
removes the person (unless the person is the workspace owner or a route member).

7. Revisethe Description as needed.

The description typically reflects the intent or purpose of the workspace. For
example, specify the type of datathe workspace will manage.

8. Click Done.

If you made someone else the owner, the links available only to the owner are
removed, such as the Edit Details, Push Subscriptions, and Archive links.

When aworkspace it first created, its state is Create. When aworkspace is in the Create
state, only the owner can accessit. When aworkspace isin the Create state, the owner can
add members, folders, content, and create discussions but cannot create routes. Standard
members cannot access the workspace or any of its content until the workspace is
activated. When you, the owner, are ready for members to work with the workspace (you
have added some fol ders and assigned member accesses), you should Activateit. Only the
workspace owner can activate a workspace.

Before activating the workspace, you may want to assign accesses to folders and set up
task due date notifications. See Defining Access to Folders and Subfolders and setting up
task due date notifications in the MatrixOne Common Components User Guide.

To activate a workspace that you own

1. Click My Desk > Team > Wor kspaces.

2. Makesure All is selected from the drop-down list in the upper right corner.
3. Click the Name of the workspace.

4. Click the Actions menu and select Activate.

5

At the confirmation message, click OK.

The workspace's state changes to Active and members can now access and work with
the workspace.

When aworkspace and all of its routes and meetings are compl ete, the workspace owner
can archive it. Archiving aworkspace removes all of its members, so they can no longer
work on it or access it. The workspace owner can still access the workspace, if needed,
and view all completed routes, folder content, and other information for the workspace.
The owner cannot make changes to an archived workspace though, such as adding folders
or changing content.

Before you can archive aworkspace, all of its routes and meetings must be completed or
deleted. You can only archive Active workspaces.
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Reactivating an
Archived
Workspace

Deleting a
Workspace

To archive a workspace

1. Fromthe My View page, click the Name of the workspace.

Or

Click My Desk > Team > Wor kspaces. Then click the Name of the workspace.
2. Click the Actions menu and select Archive.

3. At the confirmation message, click OK.
The workspace's state changes to Archive and the system removes all members.

The owner of aworkspace can reactivate it after it has been archived. Reactivating a
workspace changes its state from Archive to Active. For example, suppose you archive a
workspace because the project it manages is postponed indefinitely and then the project is
rescheduled to be compl etely shortly. Reactivating the workspace | ets you add membersto
the workspace again. (Archiving the workspace removes all members and these members
are not re-instated automatically when you reactivate the workspace.)

To reactivate a workspace that you own

1. Click My Desk > Team > Workspaces.

2. From the Workspaces page, make sure All is selected from the drop-down list.
3. Click the Name of the archived workspace.

4. Click the Actions menu and select Reactivate.
5

At the confirmation message, click OK.

The workspaces state changes back to Active so the workspaceis listed again on your
My View page. You should now add members and assign access to the workspace so
they have access to the folders. See Defining a Member’s Workspace and Default
Accesses.

The owner of aworkspace can deleteit if the workspace contains no folders with content,
no routes, and no discussions. Since these items can’t be added to a workspace when it’s
inthe Create state, the owner can delete workspacesin the Create state. When you delete a
workspace, the system also deletes its folders and subfolders (which must be empty

anyway).
To delete a workspace
1. Click My Desk > Team > Wor kspaces.

2. From the Workspaces page, check the workspace(s) you want to delete. If the
workspace is not Active, make sure All is chosen from the drop-down list.

Click Delete from the page Actions menu.

4. At the confirmation message, click OK.

If you one or more workspace couldn’t be deleted, the system presents an error
message. No changes are made to any of the selected workspaces.
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Workspace Members

This section describes how to view information about and work with workspace members.
Typically, the workspace creator adds members when creating a workspace. As the
workspace progresses, Workspace L eads can add and remove members as needed.

o  Listing the Members of a Workspace

e Viewing Information about a Workspace Member

» Adding a Workspace Member

*  Removing a Workspace Member

»  Defining a Member’s Workspace and Default Accesses

Listing the Clicking Access from the category list for aworkspace shows the Access page for the
Members of a workspace. This page lists all the members assigned to the workspace and shows their
Workspace workspace and default accesses. People designated as a Workspace Lead for the
workspace can use the page to add and remove members and change accesses.
Everyone who needs access to a workspace component must be added as a member, either
individually, by virtue of belonging to an added role, or by virtue of belonging to an added
Buyer Desk. Thisincludes any person who needs to be included in a route, who needs to
view folder content, who needs to be a Web meeting attendee, or who needs to participate
in discussions about workspace components.
To list the members of a workspace
1. Click My Desk > Team > Wor kspaces.
2. From the Workspaces page, click the Name of the workspace you want to work with.
3. From the category list for the workspace, click Access.
Workspace5000: Access All
Actions * ||§ "J|
I N N N i
ﬂ' Billings, Maura & Dﬂ 1 person Beckworth & Co, Read
I @J Buyer Raole Beckwaorth & Co. Add Remaove
I @J Buyer Manager Raole Beckwaorth & Co. Add Remaove
I ﬂ' Cannaberqge, Florence Dﬂ [ Buyer Desk Person Beckwaorth & Co. Read
I @J Design Engineer Raole Beckwaorth & Co. Add Remaove

For each member, the page shows:

Check Box—Workspace L eads can use the check box to remove a member or role
from the workspace. Buyer Desk Persons cannot be removed individually except by
removing the person from the Buyer Desk through Sourcing Central and therefore
their check box is grayed. The check box for the workspace owner and any member
whoisin aroute is also gray, meaning these people cannot be removed.
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Viewing
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a Workspace
Member

Name—The name of the person or role assigned to the workspace. To see a profile of
aperson (Persons and Buyer Desk Persons only), click the member’s Name.

Workspace L ead access—The Workspace Lead @ icon indicates the member isa
Workspace Lead. Workspace Leads can add and remove people from the workspace
and assign accesses for workspace components. They can add and remove folders and
subfolders, and have access to all routes, even those they don’t belong to. The
workspace owner is automatically assigned Workspace L ead access.

Create Route access—The Create Route *& icon indicates that the member can
create any workspace-scope route and any route for afolder to which they have Read
access.

Create Folder Permission—The Create Folder &3 icon indicates that the member
can create folders in the workspace.

Type—Distinguishes between roles added to the workspace, people added
individually, and people added because they belong to the associated Buyer Desk. For
information on how these types differ, see Workspace Accesses.

Organization—T he organi zation the person belongsto. This columnis blank for
roles.

Access—Shows the default access for each member. A member’s default accessis
transferred to every folder, subfolder, and content item in the workspace but has no
affect on other components in the workspace, such as routes, discussions, and
meetings. Workspace L eads can give amember higher accesses for individual folders
and content but they cannot give the member alower access than the default access.
For example, if you choose Read access for a member’s default access, the person
will have Read access to every folder, subfolder, and content item in the workspace
and this access cannot be removed (except by changing the default access). If thereis
one folder that the person should not have Read access to, you must make the
person’s default access Basic. You can always give the person a higher access for
specific folders and content items. For more information, see Workspace-Wde
Default Access for Folders and Content.

4. Tofilter thelist so it shows only people added individually, choose Per sons from the
list in the upper right corner. To filter the list so it shows only persons added because
they belong to an associated Buyer Desk, choose Buyer Desk Persons. To filter the
list so it only showsroles, choose Roles.

5. Theworkspace owner and Workspace L eads can work with the access list as needed:

» Toadd amember, click Add Workspace Member (s) from the page Actions
menu. See Adding a Workspace Member.

*  Toremove amember, check the member and click Remove Selected from the
page Actions menu. See Removing a Workspace Member.

e To edit accesses, click Edit Access from the page Actions menu. See Defining a
Member’s Workspace and Default Accesses.

Clicking aworkspace member’s name from the Access page opens the category list and
Properties page for the person, which list the person’s profile information.

To view profile details about a workspace member
1. Click My Desk > Team > Wor kspaces.
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2. From the Workspaces page, click the Name of the workspace you want to work with.

3. From the category list for the workspace, click Access.

The Access page appears, listing all the members currently added to the workspace.

4. Click the person’s name.

The category list and Properties page opens for the person, listing the person’s name
and contact information.

+ WorkspaceFolder-5000 (1;

Smith, Thomas C.: Properties

1 |

2|

ﬁ Workspace-5000
¥ O Access

“ History
9 Roles
O Discussions
O Folders
O Meetings
O Routes

O Subscriptions
O Tasks

Adding a
Workspace
Member

e ﬂ' Billings, Maura ~ =

Company
Business Unit

Location

Company
Representative

Office Phone
Home Phone
Pager

Fax

E-mail

System Generated Mail
Preference

Typically, the workspace creator adds members when they create a workspace.

+] Design Documents (32} [~ Actions = ||§ 2J|
(21 Design Reviews (51) [~ Username tsmith
1 change Documents (177 [- State Inactive
First Name Thomas
Middle Name (o
Last Name Smith

[ company-5000
B Company-BusinessUnit
B Company-BusinessUnit

Mot a company representative

{555) 555-5555
{555) 555-5555
{555) 555-5555
{555) 555-5555

tsmith@companyname.com

Mane

Workspace L eads can then add additional members as needed at any time. This procedure
describes how to add individual people and roles. When you add a role to the workspace,

all peoplein the workspace creator’s company who are assigned to the role will have

access to the workspace.

To add people from a Buyer Desk, you need to associate the workspace with a Buyer

Desk. See Editing Workspace Details.

To add a member to a workspace
1. Click My Desk > Team > Wor kspaces.

From the Workspaces page, click the Name of the workspace you want to work with.

2
3. From the category list for the workspace, click Access.
4

To add anindividual person to the workspace:
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a) From the Access page, click Add Member (s) from the page Actions menu.

/7§ MatrixOne - Microsoft Internet Explorer
Add Members
~ Basic Type iF person
Organization ICDmpan}f Marne 'I
i Find Roles Last Name I*
First Name I*
1] | 2
O Find a Zancel
b ) From the Search page, enter search criteriato find the person you want to add:
Organization—To search based on the organi zation the person belongs to,
choose the organization. Only the companies that your company is collaborating
with are listed. If you search within your own company and your company has
business units, the search includes employees of business units. If you don’t want
to search by organization, choose All Organizations.
Last Name, First Name—To search based on the person’s name, enter the
person’s first and/or last name. If you enter part of the person’s name, use the
wildcard * to represent any number of characters. For example, to search for
“Joseph Hue”, you could enter “Hu*” in the Last Name box or “Jos*” in the First
Name box. The search is case sensitive so use the correct capitalization. If you
don’t want to search by name, leave the * in the boxes.
c) Click Find.
d) From the Select Members page, check the person or persons you want to add.
e) Click Done.
The person is added to the Access page.
Removing a The workspace owner and Workspace L eads can remove persons added individually and
Workspace roles from a workspace. Removing a member prevents the member from accessing the
Member workspace and any of its components. You cannot remove yourself, the current workspace

owner, any member who belongsto or owns aroute that isin process, or any member who
owns a route template availabl e to the workspace. For instructions on removing a person
from aroute, see the MatrixOne Common Components User Guide.
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The only way to remove a Buyer Desk person isto remove the person from the Buyer
Desk through Sourcing Central or to remove the association between the workspace and
Buyer Desk, which removes al Buyer Desk Persons. For instructions on removing the
workspace association with a Buyer Desk, see Editing Workspace Details. For instructions
on removing a person from the Buyer Desk, see the Sourcing Central User Guide.

Note these implications of removing a workspace member:

« |f thepersonisamember of aroute that has not been started, the task for the personis
removed from the route. To prevent the task from being removed, reassign the task to
another route member before removing the person from the workspace.

»  |If the person owns aroute that has not been started, the workspace owner and
Workspace Leads can till view the route but cannot change it or start it. They can
save the route as a template though and create a new route based on the template.
Since the route owner can no longer access the workspace, the route can never be
started.

» |f the person isthe owner of acompleted route, the other route members, workspace
owner, and Workspace L eads can continue to view the route but the owner can no
longer view it.

e |f the person owns afolder, the workspace owner and Workspace L eads can till edit
and manage the folder/ content.

» |If the person owns a document, anyone with the appropriate access to the document
can still work with it. For example, anyone with Write access can lock it for edit and
anyone with remove access can remove it. Since only the document owner can edit its
details and accesses, no one can make these changes for that version of the document.
Anyone with Write access to the document can check in a new version, which makes
that person the version owner, and then edit details and accesses as needed.

To remove a workspace member

1. Click My Desk > Team > Wor kspaces.

2. From the Workspaces page, click the Name of the workspace you want to work with.
3. From the category list for the workspace, click Access.
4

From the Access page, check the member you want to remove.

You cannot remove Buyer Desk Persons, members who belong to aroute, or the
workspace owner.

5. Click Remove Selected from the page Actions menu.

6. At the confirmation message, click OK.
The page updates and removes the selected members.

The workspace owner and people designated as a Workspace Lead for a workspace can
change the Workspace L ead access, Create Route access, Create folder access, and default
access level for any workspace member.

This section focuses on the steps for changing workspace accesses. For more information
about what these accesses mean, see Workspace-Wide Default Access for Folders and
Content.

To edit the workspace and default folder accesses for a member

1. Click My Desk > Team > Wor kspaces.

Chapter 3: Workspaces

61



/] Dialog - Microsoft Internet Explorer

From the Workspaces page, click the Name of the workspace you want to work with.
From the category list for the workspace, click Access.

From the Workspace Accesses page, click Edit Access from the page Actions menu.
The Edit Access page opens.

Workspace5000: Edit Access

)|

.ﬂ“ Billings, Maura

@ Buyer

@ Buyer Manager

.ﬂ“ Cannaberge, Florence

@ Design Engineer
@ Engineer
.ﬂ“ Fullbright, Lars

.ﬂ“ Irujo, Javier

e ————
¥ Person Beckworth & Co. m
F T T Roe Beckworth & Co, Im
F T I Roe Beckworth & Co, Im
T | ¥ BuyerDesk Person Beckworth & Cao, m
F T I Roe Beckworth & Co, Im |
F T T Roe Beckworth & Co, Im
I ¥ [T BuyerDesk Person Beckworth & Cao, m
I I ¥ Persan Beckworth & Cao, Im
I [ [T BuyerDesk Person Beckworth & Cao, Im

.ﬂ“ Japoli, Octavia

=
@ Done 9 Cancel

To make amember a Workspace Lead or remove a member’s Workspace Lead
access, check/uncheck the Workspace L ead & box for the member.

Workspace L eads can add and remove people from the workspace and assign
accesses for workspace components. They can edit workspace properties, add and
remove folders and subfolders, and have access to all routes, even those they don’t
belong to. Workspace owners are automatically assigned Workspace L ead access.

To give amember Create Route access or remove the access, check/uncheck the
Create Route “& box for the member.

Create Route access | ets the person create routes for the workspace and for any folder
the person has access to.

To give amember Create Folder access or remove the access, check/uncheck the
Create Folder £ box for the member.

Create Folder access | etsthe person create folders at any level in the workspace where
the person has add or add/remove access for that level. When a person who is not the
Workspace Lead creates afolder, the folder’s access list islimited to inherited access
only. A non-lead is not able to change the access list of afolder, and can only remove
foldersthat s/he creates and has remove or add/remove access for.

To assign default workspace accesses, choose an access from the Access column.

62

MatrixOne Team Central Guide



A person’s default accessis transferred to every folder, subfolder, and content itemin
the workspace but has no affect on other workspace components, such as routes,
meetings, and discussions. The workspace owner and Workspace L eads can give a
member higher accesses for individual folders and content but they cannot give the
member alower access than the default access. Basic access means that by default the
person has no access by folders and content but Workspace L eads can give the person
access on afolder by folder basis.

If you change a person’s default access level, the new access level replaces the
existing inherited accesses throughout the folder, subfolder, and content hierarchy,
and removes all additional accesses added at each level.

Click Done.
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Workspace Templates

Use workspace templates to speed up the process of creating aworkspace that is similar to
one you have already created. A workspace template saves the components of a

workspace that are frequently reused, including the:

workspace description
workspace members
member access privileges
folder structure

A workspace template can be designated as a User-level or Enterprise-level template.
When aworkspace is User-level, the only people who can see and edit it are the person
who created it and Company Representatives who belong to the workspace and to the
creator’s company.

This section includes these topics:

Listing Workspace
Templates

Listing Workspace Templates

Viewing Information about a Workspace Template

Saving a Workspace as a Template
Listing Workspace Template Members

Listing Previous Revisions of a Workspace Template

Deleting a Workspace Template (Revision)

You can get alist of workspace templates that includes all workspace templates that you
created and the Enterprise-level templates for all workspaces that you belong to. For

Company Representatives, the list includes all User-level templates created for your
workspaces by employees of your company.

To list workspace templates

1. Click My Desk > Team > Wor kspace Templates.

Workspace Templates

Actions * ||§ '7|J |

I T S 3

-

-
-
-
-

ﬁ WorkspaceTemplate-5000

% WorkspaceTemplate-5001

ﬁ WorkspaceTemplate-5002
ﬁ WorkspaceTemplate-5003

g WorkspaceTemplate-5004

Description of workspace template...

5 Description of workspace template. ..
4 Description of workspace template. ..
3 Description of worlkspace template. ..
1 Description of workspace template. ..

For each template the page shows:

Enterprise Srnith, Michael
Enterprise Smith, Michael
Enterprise smith, Michael
Enterprise Smith, Michael
User Srmith, Michael

Name—The name assigned by the person who saved the template. To see details

about the template, click its Name.
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Rev—The revision number for the template. Each time atemplate is updated and
saved, the system increments the revision number. The page shows only the highest
revision of each template.

Description—A summary of the information in the template.

Availability—User means the template is available only to you. Enterprise means the
templateis available to all workspace members.

Owner—The person who saved the template version.

2. To delete atemplate that you own, check it and click the Actions menu to select
Delete. See the MatrixOne Common Components User Guide.
3. Toview details about atemplate, click its Name. See route templatesin the
MatrixOne Common Components User Guide.
Viewing You can view information about any workspace template that you created or that is an
Information about Enterprise-level template for a workspace you belong to. Company Representatives can
a Workspace also see user-level templates created by employees of their company.
Template To view information about a workspace template
1. Click My Desk > Team > Wor kspace Templates.
2. From the Workspace Templates page, click the Name of the template you want to

& WorkspaceTemplate-5000

O Access

b O Folders

O Revisions

3.

view.
The category list and Properties page for the template opens.

WorkspaceTemplate£5000: Properties

Actions |§ 2] |

Mame WorlspaceTermplate-3000
Revision 4

Owner =mith, Michael

Originated 5/4/2001

Description Template for car workspaces,
Availability User

Name—The name assigned by the person who saved the template.

Revision—The revision number for the template. Each time atemplate is updated
and saved, the system increments the revision number. The page only shows the
highest revision of each template.

Owner—The person who saved the template version.
Originated—The date the revision of the template was created.
Description—A summary of the information in the template.

Availability—User meansthe template is available only to you. Enterprise means the
templateis available to all workspace members.

To make changes to the workspace template attributes, click Edit Details from the
page Actions menu. See Editing Workspace Template Details.
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Use the category list for the template to see more information:

For details,

Category Description see:

Access Lists the workspace members saved with the Listing
template and lets the template creator add and \Workspace
remove members. Template

Members

Folders Lists the folders and subfoldersin the template Listing and

and lets the creator edit the folder definitions. Editing Folders
in a Workspace
Template

Revisions Lists the previous revisions of the template and Listing Previous

letsyou view history for al revisions. Revisions of a
Workspace
Template

Editing Workspace  Only the owner of aworkspace template can edit its name, description and availability. If

Template Details you change the workspace template name, a new template is created, leaving the existing
template unchanged. You can delete the old template from the Workspace Templates
page. See the MatrixOne Common Components User Guide.

To edit workspace template details
1. Click My Desk > Team > Wor kspace Templates.

2. From the Workspace Templates page, click the Name of the template you want to
view.

The category list and Properties page for the template opens.
3. From the Properties page, click Edit Details from the page Actions menu.
The Edit Workspace Template Details page opens.
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Saving a
Workspace as a
Template

#§ Dialog - Microsoft Internet E xplorer

Edit Workspace Template Details

z) |
Fields in red talicz are reguired
Name
Revision 4
Dwner Smith, Michael
Originated 5/4/2001
Template for car ﬂ
workspaces.
Description
=
& User

Availability
" Enterprise

@M @ Zancel

4. Edit the Name and Description as needed. If you change the workspace template
name, a new template is created, leaving the existing template unchanged. You can
delete the old template from the Workspace Templates page. See the MatrixOne
Common Components User Guide.

5. To change Availability, click either User or Enterprise. Enterprise-level templates
are available to all workspace members and they can use them to create new
workspaces with similar components. Workspace members cannot change
Enterprise-level templates but can save them under a different template name.

The other information on the pageis read only and cannot be changed after the workspace
templateis created. For details, see the MatrixOne Common Components User Guide.

Use workspace templates to speed up the process of creating aworkspace that is similar to
one you have already created. A workspace template saves the components of a
workspace that are frequently reused, including the workspace members and folder
structure.

You can save any workspace as atemplate that you created. If you are designated as a
Company Representative, you can make templates available to all members of the
workspace, called Enterprise templates.
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To save a workspace as a template

1. Accessthe workspace that you want to save as atemplate by clicking My Desk >
Team > Workspaces. Then click the Name of the workspace.

2. From the Properties page, click Save As Template from the page Actions menu.
The Save Workspace Template page opens.

< MatrixOne - Microzoft Internet Explorer

Save Workspace Template

)|

Fields in red talics are required

Template Name

=
Description
[
& User
Avaitabiiity
L@ Enterprise
Save Options & Save as New Ternplate

W Members

Template Data
[ Folder Structure |-

-
4| | »

@ Done @ Cancel

3. Onthe Workspace Template page, enter a Template Name and Description for the
template.

4. Choose the Availability for the template.
User—The template is available only to you and from within the current workspace.

Enterprise—This option is available only if you are designated as a Company
Representative. Choose Enterprise if you want the template to be available to all
workspace members.

5. If the workspace was aready based on atemplate that you created, the page includes
a Save Option. To save the workspace as a new template, choose Save as New
Template. To save the workspace as a new revision of the template from which it
was created, choose Revise Template.

6. Click Membersand/or Folder Structure (or neither) to choose the Template Data
you want included.

7. Click Done.
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Listing Workspace
Template
Members

Listing and Editing
Folders in a
Workspace
Template

Listing Previous
Revisions of a
Workspace
Template

You can list the membersincluded in any workspace template that you created or in any
Enterprise-level template for a workspace you belong to. Company Representatives can
also see user-level templates created by employees of their company.

To list members in a workspace template
1. Click My Desk > Team > Wor kspace Templates.

2. From the Workspace Templates page, click the Name of the template you want to
work with.

3. From the category list for the template, click Access.

The Access page opens, listing all members saved with the template. Since default
access levels are not saved with the template, the default access levels are not listed.
For a description of the information shown, see the MatrixOne Common Components
User Guide.

You can list the folders included in any workspace template that you created or in any
Enterprise-level template for a workspace you belong to. Company Representatives can
also see user-level templates created by employees of their company. Folders can be
edited but only by creating a new revision of the template.

To list and edit folders in a workspace template
1. Click My Desk > Team > Wor kspace Templates.

2. From the Workspace Templates page, click the Name of the template you want to
work with.

3. From the category list for the template, click Folders.

The Folders page opens, listing all folders saved with the template. Thisisthe same
list that is shown for workspaces and the procedures for working with them are the
same. For a description of the information shown, see Listing Foldersin a \Workspace.

4. Edit the folders as you would the folders for aworkspace. See Folders.

You can list previous revisions of any workspace template that you created or of any
Enterprise-level template for a workspace you belong to. Company Representatives can
also see user-level templates created by employees of their company.

To list previous revisions of a template
1. Click My Desk > Team > Wor kspace Templates.

2. From the Workspace Templates page, click the Name of the template you want to
work with.

3. From the category list for the template, click Revisions.
The Revisions page opens, listing all revisions of the template.
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WorkspaceTemplate5000: Revisions

Actions - ||§ _"J|
D | e e
E‘ WorkspaceTemplate-5000 3 workspace Template Description Enterprise Smith, Michael
E‘ WorkspaceTemplate-5000 z Cesc Enterprise Smith, Michael
E‘ WorkspaceTemplate-5000 1 Cescription of this Worlispace Template Enterprise Smith, Michael

Name—The name assigned by the person who saved the template.

Rev—The revision number for the template. Each time atemplate is updated and
saved, the system increments the revision number. The page only shows the highest
revision of each template.

Description—A summary of the information in the template.

Availability—User meansthe template is available only to you. Enterprise means the
template is available to all workspace members.

Owner—The person who saved the template version.

4. Click Show History from the page Actions menu to view the history of the
workspace template. The history page shows the history for each revision starting
with the most recent. For details, click the help link on the History page.

5. Toview information about arevision, click its Name.

The category list and Properties page for the template revision opens. The category
list and Properties page is the same as the pages for the highest revision, except you
cannot edit a previous revision. See the MatrixOne Common Components User

Guide.
Deleting a You can only delete templates that you created. When you del ete a template, you delete
Workspace only the most recent revision of the template and the next-most recent revision becomes
Template the active template. To delete atemplate entirely, you must delete all revisions of it.
(Revision) To delete a workspace template

1. Click My Desk > Team > Wor kspace Templates.

2. From the Workspace Templates page, check the template(s) you want to delete.
3. Click Delete from the page Actions menu.
4

At the confirmation message, click OK.

If there is more than one revision of the template, only the most recent revision is
deleted and the next-most recent becomes the active template and is listed on the
Route Templates page.

5. To delete the template entirely, repeat Steps 2 through 4 until there are no more
revisions.
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Listing Folders in
a Workspace

Folders

A folder isaset of documentsthat are related and that concern a particular workspace.
Folders can have subfolders within them and you can add subfolders within subfolders.
Typically, the workspace creator adds folders and subfol ders when aworkspace is created.
As the workspace progresses, Workspace L eads can add and remove folders and
subfolders as needed.

Depending on how your system is set up, you may also be able to add to folders
documents from other Business applications and non-document kinds of items, such as
quotations and Requests To Suppliers (RFQs) from Sourcing Central.

This section contains these topics:

e Listing Foldersin a Workspace

*  Viewing Information for a Folder or Subfolder
e Creating a Folder or Subfolder

» Cloning a Folder or Subfolder’s Structure

e Editing Details for a Folder or Subfolder

»  Listing the Content of a Folder or Subfolder
* Understanding Folder and Subfolder Access
e Listing Accesses for a Folder or Subfolder

e Defining Access to Folders and Subfolders

* Assigning Global Read Access for a Folder

e  Listing Subfoldersin a Folder or Subfolder

e Listing Routes for a Folder or Subfolder

» Deleting a Folder

There are two methods to view alist of top-level foldersin any workspace that you have
Read access to:

*  When you click aworkspace name, the folder list appears in the upper section of the
left frame (the Structure Navigator). You can click any folder name for quick access
to the folder content, or click the plus (+) sign to access subfolders.

*  Whenyou click Folder from the category list for a workspace, the folder list appears
in table format in the right frame. From this page, you can click afolder name to
access folder content, create new folders, or delete existing folders.

To list all the folders in a workspace

1. Fromthe My View page, click the Name of the workspace.
Or
Click My Desk > Team > Wor kspaces. Then click the Name of the workspace.

The category list and Properties page opens. Above the category list isafolder list,
showing al folders for which you have Read access in the workspace. In parentheses
next to the folder name is the number of items added to the folder and all of its
subfolders.
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2.

You can aso click Folders from the category list for the workspace, which showsthe
list of foldersin table format in the right frame and provides links for those with
access to create and delete folders.

+ [:I WorksnaceFoIder 5000 {1;

+17] Design Documents (32} [~

Workspace-5000: Folders

Actions |Eﬂ "J|

- Cesign Reviews {51} [~
{23 Change Dacurnents (173 -

1] |

ﬁ Workspace-5000
O Access
O Discussions
O Folders
O Meetings
H Routes

O Subscriptions
@ Tasks

Viewing
Information for a
Folder or
Subfolder

[ I

e ———

1 workspaceFolder-5000 Srnith, Michael

] Design Documents z5 Smith, Lisa
[ Design Reviews 13 Carmnetron, Beth

1 change Documents 5 Lurnis, Harry

For each folder, the page shows:

Name—The name of the folder. To get information about the folder, including its
content and subfolders, click the Name.

Content—The number of items added to the folder and all of its subfolders
combined.

Owner—The person who added the folder to the workspace.

Work with the folders as needed:

» Tolist the contents of afolder, click its Name. See Listing the Content of a
Folder or Subfolder.

e Toadd anew top-level folder, click Create New from the page Actions menu.
(Workspace L eads and members with add or add/remove folder access only). See
Creating a Folder or Subfolder.

» Todeleteafolder, from the Folders page, check it and click Delete from the page
Actions menu. (Workspace L eads and members with remove or add/remove
folder access only). See Deleting a Folder.

Anyone with Read accessto afolder or subfolder can view information about it, including
its basic properties, content, subfolders, routes, and discussions. The category list and
Properties page for a subfolder is exactly the same as the category list and Properties page
for afolder.

To view information about a workspace folder or subfolder

1.

From the My View page, click the Name of the workspace.
Or

Click My Desk > Team > Wor kspaces from the My Desk tab. Then click the Name
of the workspace.

72

MatrixOne Team Central Guide



The workspace's category list and Properties page opens. Above the category listisa
folder list, showing all folders contained in the workspace. Thisisa"“quick access’
method to see the content of a folder or subfolder.

Or
Click Foldersin the category list to see the same content.

Click the name of the folder.
The folder’s category list and Content page open.

To view information for a subfolder, in the folder list, click the plus sign (+) next to
the folder you want to view subfolders for, and click the name of the subfolder.

Or

Click Subfolder s from the folder’s category list. Continue drilling down (clicking the
subfolder’s Name and then Subfolder from the subfolder’s category list) until you see
the category list and Content page for the subfolder you want to view information for.

3. Fromthefolder's or subfolder’s category list, click Properties.

WorkspaceFolder5000: Properties
+-1 Design Docurnents (32) [~ Actians ¥ |'5 2"'|
1] Design Reviews (51% [~ Mame workspaceFolder-5000
8 chanae Documents (17) [ Owner Smith, Michael
Originated 5/4/2001
Security Global Read Access
Description Maodel 2001xzy transmission sports car,

dl | ©

& Workspace-5000
O Access
O Discussions

* O Folders
¥ 3 WorkspaceFolder-
U Access

O Discussions

O Properties

-

Name—The name of the folder or subfolder.

Owner—The person who creates a folder or subfolder becomes the owner but that
person can reassign ownership to another Workspace Lead or to the workspace
owner. The owner should be the person with primary responsibility for the folder.

Originated—The date and time the folder was created.

Security—Your system may be configured so the folder Properties page a so shows
the folder Security. If the folder security is Global Read Access, then users from other
MatrixOne applications can view content in the folder, even if they are not members
of the workspace. If the security is Workspace Access, then Read access to the folder
isrequired to view folder content. For more information about Global Read access,
see Assigning Global Read Access for a Folder.

Description—The intent or purpose of the folder, as entered by the folder owner.
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Creating a Folder
or Subfolder

4. Usingthelinks at the top of the Properties page, work with the folder as needed:

To edit the properties listed, click Edit Details from the page Actions menu. See
Editing Details for a Folder or Subfolder.

To add folders and subfolders to the workspace by cloning the current folder/
subfolder and any subfolders within it, click Clone Structure from the page
Actions menu. Only Workspace L eads can add folders and subfolders. See
Cloning a Folder or Subfolder’s Structure.

To subscribe to be notified when certain events occur for the folder or subfolder,
click Subscribe from the page Actions menu. See Choosing Alert Events for a
Folder or Subfolder.

To have the system notify other workspace members when certain events occur
for the folder or subfolder, click Push Subscription(s) from the page Actions
menu. Thisisonly available for the folder/subfolder owner. See Choosing Alert
Events for Others.

If the workspace creator used the Workspace Wizard to create the workspace, the creator
probably created folders and subfolders for it. Workspace L eads and designated
workspace members can create additional folders and subfolders as needed.

Another way to create folders and subfoldersis to clone the structure of an existing folder/
subfolder. See Cloning a Folder or Subfolder’s Sructure.

To create a folder or subfolder

1. Click My Desk > Team > Wor kspaces. Then click the Name of the workspace.

2. From the workspace category list, click Folder.

The Folders page lists any folders that have already been created for the workspace.

3. To create anew top-level folder for the workspace, click Create New from the page
Actions menu.

To create a subfolder, click the folders Name from the Folders page. Then click
Subfolders from the folder’s category list. From the Subfolders page, click Create
New from the page Actions menu.

To create a subfolder within a subfolder, drill down to the Subfolders page that lists
the subfolder you want to create a subfolder for. Click the Name of the subfolder,
then click Subfolders from the subfolder’s category list. From the Subfolders page,
click Create New from the page Actions menu.
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/§ Dialog - Microsoft Internet E xplorer

Create New Workspace Folder

z) |

Fields in red talicz are reguired

Manre J

Description

@M 9 Zancel

Enter aName for the folder.

Thisisthe name you will useto track the folder so it should be short and descriptive.
Top-level folders within a workspace cannot have the same name. Subfolders within
afolder or subfolder also cannot have the same name. Subfolders can have the same
name if they are within different folders/subfolders.

Or for top-level folders:

a) Choose the name of a predefined folder by clicking J .

If no folders have been predefined for your system or if al predefined folders
have been added to the workspace, the Browse button is unavailable.

Select Predefined Folder

2) |
S ame ——E  pon
£ [C] Business and Marketing Requirements Cocurments from the Marketing Group
£ [C] pesign and Specifications Cesign and Specification Docurments and F
3 production Production Materials
[ ol Project Status Project Status Reports
[ ol Prototype Prototype Proposals
£ [C] Testing/QA Test Plans, Reports and Related Document

b ) Choose a predefined folder.
c) Click Done.

Enter a Description for the folder to describe the folder’s intent or purpose. If you
chose a predefined folder, you can edit the description.
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Cloning a Folder
or Subfolder’s
Structure

6. Click Done.

If you added atop-level folder, it inherits the default accesses set at the workspace
level. If you added a subfolder, it inherits the accesses defined for its parent folder.
You can add additional accesses as needed. See Defining Access to Folders and
Subfolders.

Cloning afolder or subfolder creates a copy of the folder/subfolder and all levels of
subfolders within it. The copied folder is added to the same folder level as the original
cloned folder. Accesses for all folders and subfolders in the structure are also copied.
Content, discussions, and routes are not copied. Only Workspace L eads can clone folders.

For example, suppose a workspace contains this folder structure:

Folder A

Folder B
Subfolder B1
Subfolder B2

*  Subfolder B2A
e  Subfolder B2B

Cloning the structure of Folder B would result in this structure;

Folder A

Folder B
Subfolder B1
Subfolder B2

e Subfolder B2A
»  Subfolder B2B

Copy of Folder B
Subfolder B1
Subfolder B2

e Subfolder B2A
e  Subfolder B2B

To clone the structure of a folder or subfolder

1. Accessthe category list and Properties page for the folder or subfolder. For details,

see Viewing Information for a Folder or Subfolder.

From the Properties page for the folder/subfolder that you want to clone, click Clone
Structure from the page Actions menu.

The Clone Workspace Folder page opens so you can enter aname and description for
the new folder/subfolder. The system automatically enters the name of the cloned
folder prefixed with “Copy of” and the description of the cloned folder.
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Editing Details for
a Folder or
Subfolder

Clone WorkspaceFolder-5000

Mame

Hodel zOOlxzy =
transmission sSports car.
Description

[ |

e Done @ Cancel

3. Edit the Name and Description of the cloned folder as needed.

4. Click Done.

The system creates the new folder/subfolder and all subfolders and accesses for it
based on the cloned folder. The category list and Properties page for the highest
folder/subfolder in the new structure is displayed.

The owner of afolder or subfolder can edit its details, which includes changing the name
and assigning ownership to another Workspace Lead.

If your system is configured to allow Global Read access for afolder, the Edit Folder
Details page includes an option for choosing Global Read access. For instructions on
assigning this access, see Assigning Global Read Access for a Folder.

To edit details about a folder or subfolder

1. Accessthe category list and Properties page for the folder or subfolder. For details,
see Viewing Information for a Folder or Subfolder.

2. From the Properties page, click Edit Details from the page Actions menu.
The Edit Folder Details page opens in a new window.

Chapter 3: Workspaces

7



; Dialog - Microzoft Internet Explorer

Edit Workspace Folder Details

2)|
Fields in red talics are reguired
Name naceFalder-5000 J
Owner [Smith, Michael B
Originated 5/4/2001
% Global Read Access
Security
 warkspace Access
Hodel zOOlxzy (=]
transmission sSports car.
Description

[ |

em a Cancel

Edit the Name of the folder/subfolder as needed.

Thisisthe name you will useto track the folder so it should be short and descriptive.
Top-level folders within a workspace cannot have the same name. Subfolders within
afolder or subfolder also cannot have the same name. Subfolders can have the same
name if they are within different folders/subfolders.

To make someone else the Owner of the folder/subfolder (be aware that if you make
someone el se the owner, you will no longer be the owner and therefore will not be
able to change ownership again):

a) Click J next to your name in the Owner field.

b ) From thelist of Workspace Leads on the Select Folder Owner page, choose the
new owner and click Done.

The Edit Folder Details page refreshes to show the new owner instead of your
name.

Choose whether the folder has Global Read Access or only Wor kspace Access.
Edit the Description, which describes the folder’s intent or purpose, as needed.

Click Done.
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Listing the
Content of a
Folder or
Subfolder

Anyone with Read access to afolder or subfolder can list its content. A folder/subfolder
can contain documents and, if your system is configured appropriately, 3D JT files. If your
system also uses Sourcing Central, folders and subfolders can contain Requests to
Suppliers (RFQs), packages, and quotations. If your system also uses Engineering Central,
folders and subfolders can contain Parts.

Team Central contains a special feature that allows you to quickly see and work with the
contents of afolder. When aworkspace page is opened, the left frame contains the
Structure Navigator, which shows alist of foldersin atree format. Clicking the plus sign
next to any folder expands the tree to show the folder content and subfolders.

You can also use the Context Navigator, the traditional method of working with folders.
Use this method when you want to see the category lists of multiple folders at the same
time. For example, if you want to compare accesses, you can see several folders and their
category lists at the same time. When using the Structure Navigator, the category list in
the Context Navigator shows the current folder only. See the AEF Help for details on
using the Structure Navigator.

To list the content of a folder or subfolder

1. Fromthe My View page, click the Name of the workspace.
Or
Click My Desk > Team > Wor kspaces. Then click the Name of the workspace.
The workspace's category list and Properties page opens. Above the category listisa
folder list, showing all folders for which you have Read accessin the workspace.
2. Click afolder name from the folderslist.
Or

From the workspace category list, click Folder s and from the Folders page, click the
Name of the folder.

The Content page opens, listing all content that has been added to the folder/
subfolder. The page lists only the most recent version of documents and the most
recent revision of non-document items.
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For each item in the folder/subfol der, the page shows the:

Selection check box—The Folder Content page contains the standard check boxesin
the left column, which let you select items to work on. If the item can’'t be removed,
edited, or routed, the check box is gray and unavailable for checking. For example, if
theitemislocked for edit or if you only have Read access for the folder, the check
box is gray. You can still view information about the item but you can’t remove it
from the folder, route it, or make changesto it.

L ocked/Routed status—Shows any special conditions for the item. Documents can

be locked for edit, asindicated by alLock & icon. To see who locked the file, move
your mouse pointer over the Lock icon. When afileislocked for edit, no one else can
lock thefile for editing or check in a new version of the file until the person who is
editing it unlocks the file manually or by checking in a new version. Even if afileis
locked, you can till view it and save it to your compuiter. If the content item is

included in aroute, alock and route icon & is shown, indicati ng that the item cannot
be included in another route or locked for edit from the folder. Route members with

Write access to the document can edit the document through the route but not through
the folder. (Your system may be set up so content can be included in multiple routes.)

Name—The name of the item. To view more information about an item, click its
Name. Theicon to the left of the name indicates the type of item. To see the type
name, move your mouse pointer over the icon.

M for standard documents
% for root (top-level parent) JT files
% for subassembly JT files

s for component JT files with no other files under it
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© for packages
for RFQs

@ for guotations

Rev—The revision number for theitem, if the item is revisionable. Only
non-document items have revision numbers. The Folder Content page lists only the
latest revision of anitem.

Ver—The version number for the document. Only documents have version numbers.
A version of 1 represents the first time the file was added. Version number 2 means a
person checked out the original file for revising and then checked in a new version.
Version number 3 means a person checked in a second version and so on.

Actions—The Actions column contains icons that let you work with the document
content. These actions do not apply to non-document content. If a particular iconis
not displayed, then the item’s status does not alow the action (for example, the
Unlock icon is only available for locked files) or you do not have access to perform
the action.

«  View @ —Useto view thefilein the program associated with the file's
extension, including 2D and 3D viewer programs. To see which program will
open if you click the icon for a particular document, move your mouse pointer
over the icon. For information about viewing and adding 3D documents, see 3D
JT Files. Note that this icon works just like the Checkout icon except it does not
lock the file and Checkout can only be used for non-3D documents.

+  Download & —Useto save thefileto alocal disk. If you plan to make changes

to the file and then check in anew version, use the Lock for Edit & icon instead
of the Download icon. To view the document in an associated program

immediately, without first saving thefile to disk, use the View ) icon. For more
information on downloading afile, see the Common Components User Guide.

»  Checkout (Lock for Edit) & —Use to lock the document for editi ng. When a
fileislocked, no one else can check in anew version. When you lock afile for
editing, the application lets you save thefileto alocal disk. You can then open it
in the associated program. Once opened in the associated program, you can edit
it, resaveit, and check it back in. See the Common Components User Guide.

«  Checkin & —Useto check in a new version of the document. Thisicon isonly
available if you checked out the document, which locked it for editing (your
name should be displayed when you move your mouse pointer over the lock icon
in the first column). Checking in a new version automatically unlocks thefile,
making it available for other people to edit it. Alternatively, you can unlock the

file without checking in a new version by clicking the Unlock & icon. Seethe
Common Components User Guide.

«  Unlock & —Useto unlock afile that you checked out and locked for editing.
Manually unlock afile using thisicon only if you decide not to check in anew
version. Checking in a new version automatically unlocks the file. See the
Common Components User Guide.

* Subscribe &—Requ&st to be notified when a specific event occurs for the
document. See Choosing Alert Events for Folder Documents.

Date—The date and time this revision or version of the item was added to the folder.
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Work with the content as needed:

To get more information about an item, click its Name.

To add a document that has already been added to the system or a Sourcing
Central item, click Add Wor kspace Content from the page Actions menu. See
the Common Components User Guide.

To add afile that is on your local disk and that has not been added to
Team Central, click Upload File(s) from the page Actions menu. See the
Common Components User Guide.

To remove an item from the folder, check it and click Remove from the page
Actions menu. See Removing an Item from a Folder.

To route items in the folder, check them and click Route from the page Actions
menu. The scope of the route is the folder/subfolder that contains the items.
Depending on how your system is configured, this option may not be available
for files that are locked for edit or for content that is already included in aroute.

Understanding

Folder and

Subfolder Access

See the MatrixOne Common Components User Guide.

» To move folder content to a different folder, check it and click M ove from the
page Actions menu. See Moving Content Between Folders.

4. Usethe category list to view more information about the folder:

For details,

Category Description see:

Access Lists the people who can access the folder Listing Accesses
and lets Workspace L eads define accessesto | for a Folder or
the folder. Subfolder

Discussions Shows message threads created for the folder. | Listing

Discussions for
an ltem

Properties Shows basic information for the folder and Viewing
provides linksto edit, clone, subscribe, and Information for a
push subscriptions. Folder or

Subfolder

Routes Lists the active routes for the folder that you Listing Routes

created or have atask for. for a Folder or
Subfolder

Subfolders Liststhe subfoldersin the folder and letsyou | Listing

get information about the subfolders. Subfoldersina
Folder or
Subfolder

All top-level foldersinherit the default accesses defined at the workspace level. For each

folder, Workspace L eads can give additional accesses. For example, if amember’s default
access is Basic, the person doesn’'t have access to any folder by default. But a Workspace
Lead can give the person access to any individual folder. For example, a Workspace L ead
could let the member view afolder by assigning the member Read accessto that folder. If
amember’s default access is Read Write, a Workspace Lead could let the member add
content to the folder by assigning the member Add access. The Workspace Lead can’t
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Listing Accesses
for a Folder or
Subfolder

choose alower access level than the member’s default access, which isinherited by all
folders.

Subfoldersinherit all accesses from their parent folder. Aslong as the member has at least
Read access to the parent folder, members can be given higher access levels but not lower.
For example, suppose a member’s default access is Basic and a Workspace Lead assigns
the member Read access for afolder that has two subfolders: subfolderl and subfolder2.
The member inherits Read access for both subfolders and this access can’t be removed.
Now suppose the Workspace L ead gives the member Read Write access to subfolderl and
Add access to subfolder2. When the workspace owner creates a subfolder under
subfolderl, the member inherits Read Write access to it. The member inherits Add access
for subfolders under subfolder2. Again, a higher access can be assigned but not a lower
access.

If your system is configured to allow Global Read access, you can assign Global Read
access for afolder or subfolder. See Assigning Global Read Access for a Folder.

All content inherits the accesses from the folder or subfolder it isin.

Thislist describes the specific actions allowed for each access level for afolder or
subfolder. For more details about these accesses and instructions for configuring the
accesses, see the Administrator’s Guide.

»  None—A person with None access to afolder or subfolder will not even see the
folder/subfolder listed for the workspace. Such aperson will not be able to view any
item added to the folder (even if the itemisincluded in aroute they arein), participate
in discussions about the folder’s content, or be added to a route whose scope is the
folder.

» Read—A person with Read access can view folder properties, participatein
discussionsfor it, view accesses for the folder, and subscribe to be notified for events
that occur for the folder. The person can be added to any route whose scope is the
folder. Because all subfolders and document content inherit the person’s access for
the parent folder, a person with Read access for the folder can view all subfolders and
document content for the fol der.

* Read Write—A person with Read Write accessto afolder can perform the tasks
described for Read access. Write access applies only to editing content and therefore
doesn’t allow the person to perform any additional actions for the folder. Since all
content inherits the folder access though, a person with Read Write access to the
folder can edit all of its content.

e Add—A person with Add access to afolder can perform al Read and Write actions
and can also add content to the fol der.

* Remove—A person with Remove accessto afolder can perform all Read and Write
actions and can also remove items from the folder.

* Add Remove—A person with Add Remove accessto afolder can perform all Add
and Remove actions.

Any workspace member with at least Read access to afolder can list the accesses for the
folder. For help understanding how the accesses are inherited and added, see
Under standing Folder and Subfolder Access.

To list the workspace members who have access to a folder or subfolder

1. Accessthe category list and Properties page for the folder or subfolder. For details,
see Viewing Information for a Folder or Subfolder.
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2. From the folder content page, click Accessin the category list.

The Folder Access page opens, listing al the workspace members and their access
levels for the folder. Top-level foldersinherit all default accesses set at the workspace
level and subfoldersinherit the accesses from their parent folder. These inherited
accesses are listed in the Inherited A ccess column. Workspace L eads cannot change a
person’sinherited access. Workspace L eads define a higher access level for amember
and remove accesses that have been added (those that are not inherited). Accesses that
have been added for the folder and are not inherited are listed in the Access column.

To filter the list so it shows only people added to the workspace individually, choose
Persons from the list in the upper right corner. To filter the list so it shows only
persons added to the workspace because they are assigned to an associated Buyer
Desk, choose Buyer Desk Person. To filter the list so it only shows roles, choose
Roles.

+-] Design Docurnents (323 [~

WorkspaceFolder5000: Access

{20 Desian Reviews (511 [~
{2 chanae Documents (173 4

dl | Hi
ﬁ Workspace-5000 =
O Access

O Discussions

¥ O Folders

¥ (1 workspaceFolder-
- Bccess
O Discussions
S Properties
S Routes

H Subfolders

O Meetings
O Routes

O Subscriptions ‘LI

e A e o e N A IR (R B

Actions * ||§ _?lJ |

I I N e e e e
.ﬂ‘ Billings, Maura & "‘ﬂ Person Beckworth & Co. Read Read
@ Buyer Role Beckworth & Co. Add Remove Add Remove
@ Buyer Manager Role Beckworth & Co. Add Remove Add Remove
.ﬂ‘ Cannaberge, Florence "‘ﬂ Buyer Desk Person Beckworth & Co. Read Read
@ Design Engineer Role Beckworth & Co. Add Remove Add Remove
@ Engineer Role Beckworth & Co. Add Remove Add Remove
.ﬂ" Fullbright, Lars m& Buyer Desk Person Beckworth & Co. Read Read
.ﬂ‘ Irujo, Javier Persan Beckworth & Co. Read Writs Read Writs
.ﬂ" Japoli, Dctavia Buyer Desk Person Beckworth & Co. Read Write Read Write
.ﬂ" Maguire, Padraig "‘E Person Beckworth & Co. Add add
.ﬂ‘ Nixon, Peter Person Beckworth & Co. Read Write Read Write
.ﬂ“ Pappadopolous, Ari Person Beckworth & Co. Read Write Read Write

Defining Access to
Folders and
Subfolders

||I| Pagell =] of 10 E

3. To give amember a higher access level than the inherited access or to change an
added access, click Edit Access from the page Actions menu. Thislink isonly
available to Workspace L eads. See Defining Access to Folders and Subfolders.

Only Workspace L eads can assign member access to folders. Assigning member accessto
afolder defines which members can view, add, remove, and work with the folder, its
subfolders, and its content. All top-level foldersinherit the default accesses defined at the
workspace level and subfoldersinherit the accesses defined for the parent folder.
Similarly, content items inherit the accesses defined for the folder they are in. Document
owners and Workspace L eads can add to these inherited accesses (as long as the owner
inherits at |east Read access from the parent folder) but they cannot remove them.
Non-document content items, such as RFQs, inherit the folder access and this access
cannot be increased per item. If you reset a person’s access for a folder, that new access
replaces dl inherited accesses for the folder’s subfolders and content and all additional
accesses are removed.
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This section focuses mainly on the steps for defining folder access. If your system is
configured to allow Global Read access for folders, you can give Read folder accessto all
users, even if they are not members of the workspace. For instructions on assigning Global
Read access to afolder, see Assigning Global Read Access for a Folder.

To assign access permissions for a folder

1. Accessthe category list and Properties page for the folder or subfolder. For details,
see Viewing Information for a Folder or Subfolder.

2. From the category list for the folder or subfolder, click Access.

3. From the Folder Access page, click Edit Access from the page Actions menu.

; Dialog - Microzoft Internet Explorer

WorkspaceFolder5000: Edit Access
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4. From the Edit Access page, choose the access level each member should have for the
folder. You cannot set an access that islower than the inherited access.

The accesses you set for a folder define the minimum accesses for all of its subfolders and
document content. Members can be given higher accesses for individual subfolders and

documents but they cannot be given lower accesses. Accesses for a folder define the exact
accesses for all non-document content. These accesses cannot be changed.

None—A person with None access to afolder or subfolder will not even see the
folder/subfolder listed for the workspace. Such aperson will not be able to view any
item added to the folder (even if theitemisincluded in aroute they arein), participate

in discussions about the folder’s content, or be added to a route whose scope is the

folder.

Read—A person with Read access can view folder properties, participate in
discussionsfor it, view accesses for the folder, and subscribe to be notified for events
that occur for the folder. The person can be added to any route whose scope is the
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Assigning Global
Read Access for a
Folder

Listing Subfolders
in a Folder or
Subfolder

folder. Because all subfolders and document content inherit the person’s access for
the parent folder, a person with Read access for the folder can view all subfoldersand
content for the folder.

Read Write—A person with Read Write access to afolder can perform the tasks
described for Read access. Write access applies only to editing content and therefore
doesn’t allow the person to perform any additional actions for the folder. Since all
content inherits the folder access though, a person with Read Write access to the
folder can edit all of its content.

Add—A person with Add accessto afolder can perform all Read and Write actions
and can also add content to the fol der.

Remove—A person with Remove access to afolder can perform all Read and Write
actions and can aso remove items from the folder.

Add Remove—A person with Add Remove access to afolder can perform all Add
and Remove actions.

If your systemis set up to allow Global Read access for folders, Workspace Leads can
enable Global Read accessfor afolder or any of its subfolders. Global Read access should
only be enabled for folders whose documents need to be viewed by people from within
another MatrixOne applications, even if they are not workspace members. For example,
when using Team Central in conjunction with the Sourcing Central, Global Read access
should be given to folders that will be used to store standard content documents for RFQ
templates. When these documents are added to RFQ templates and then to RFQs that are
based on the templates, al buyers and suppliers who have access to the RFQ will be able
to view the documents. Except for these very special cases, Global Read access should not
be given.

Global Read access appliesto al content within the folder or subfolder that is given the
access and not to any subfolders under the folder. Note that Global Read accessisfor
viewing files from other applications. Users within Team Central will till not be able to
view filesin Global Read folders unless they have Read access to the folder.

To assign Global Read access for a folder

1. Accessthe category list and Properties page for the folder or subfolder. For details,
see Viewing Information for a Folder or Subfolder.

2. From the Properties page, click Edit Details from the page Actions menu.

3. From the Edit Workspace Folder Details page, for Security, choose Global Read
Access.

To turn off Global Read access and have the system use standard accesses based on
the folder’s accesses, choose Wor kspace Access.

4. Click Done.

Anyone with Read access to afolder or subfolder can list its subfolders.

To list the subfolders within a folder or subfolder

1. Fromthe My View page, click the Name of the workspace.
Or
Click My Desk > Team > Wor kspaces. Then click the Name of the workspace.
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The workspace's category list and Properties page opens.
Click afolder name from the folderslist.
Or

From the workspace category list, click Folder s and from the Folders page, click the
Name of the folder.

The folder’s category list and Properties page open.

To view subfolders for a subfolder, click the plus sign to expand the subfolder list in
the Structure Navigator and click the Name of the subfolder.

Or

Click the folder's Name from the Folders page. Then click Subfolder s from the
folder’s category list. Continue drilling down (clicking the subfolder’s Name and then
Subfolder from the subfolder’s category list) until you see the category list and
Properties page for the subfolder you want to view information for.

From the category list for the folder or subfolder, click Subfolders.

The Subfolders page opens, listing all subfolders that has been added to the folder/
subfolder.

+ [:I WorkspacanIder-SDDD 1
+-C0 Design Documents (323 [~

WorkspaceFolder5000: Subfolders

3 Design Rewviews (51 [~
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Actions « ||§ "7|J |
I I — )
[T (] Subfolder-A =mith, Michael
[T [] Subfolder-B 11 Smith, Lisa
[T (] subfolder-C g Cameron, Beth

For each subfolder, the page shows:

Name—The name of the subfolder. To get information about the subfolder, including
its content and subfolders, click the Name.

Content—The number of items added to the subfolder and all of its subfolders
combined.

Owner—The person who added the folder to the workspace.

4. Work with the subfolders as needed:
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Listing Routes for
a Folder or
Subfolder

Deleting a Folder

Moving Content
Between Folders

To view the content of folder, click its Name. See Listing the Content of a Folder
or Subfolder.

To add a new subfolder, click Create New from the page Actions menu
(Workspace Leads only). See Creating a Folder or Subfolder.

To delete a subfolder, check it and click Delete from the page Actions menu
(Workspace Leads only). See Deleting a Folder.

To see a description of how routes work, see “Routes” in the Common Components User
Guide.

Workspace L eads and designated workspace members can delete afolder or subfolder but
only if it has no content, routes, or discussions. Subfolders within the folder/subfolder also
cannot have content, routes, or discussions. This procedure describes how to delete both
folders and subfolders.

To delete a folder or subfolder

1.

From the My View page, click the Name of the workspace.

Or

Click My Desk > Team > Wor kspaces. Then click the Name of the workspace.

The workspace's category list and Properties page opens.

From the workspace category list, click Folder.
To delete afolder:

a)
b)

c)

On the Folders page, check the folder.
Click Delete from the page Actions menu.
At the confirmation page, click OK.

To delete a subfolder:

a)
b)

On the Folders page, click the Name of the folder that contains the subfolder.

From the category list for the folder, click Subfolder.

If the subfolder is a sub-subfolder, drill down through the subfolders by repeating
Stepsaand b until you have the Subfolders page that lists the subfolder you want
to delete.

From the Subfolders page, check the subfolder.
Click Delete from the page Actions menu.
At the confirmation page, click OK.

Folder content can be moved within or across workspaces by users who have Remove
access in the source folder and Add access in the destination folder. Files that are locked
for edit and any item in aroute cannot be moved until they are unlocked or removed from
theroute.
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Removing an Item
from a Folder

To move content between folders

1. Click thefolder nameto view its content.

For instructions on accessing the category list and Content page for afolder, see
Viewing Information for a Folder or Subfolder.

From the Content page, check the item(s) you want to move.

Click M ove from the page Actions menu.

If one or more selected documents are locked or in aroute, you will receive an error
message. Deselect the item(s) and click Move Selected again.

The Select Workspace Folder page shows all folders for which you have Add access.

/§ Dialog - Microsoft Internet E xplorer

Select Workspace Folder

'% Workspaces

= '% workspace-5000
(5 Design Documents
f‘@ Specifications
(5 Testing Methads

&3 '% workspace-5001

@M @ Zancel

Select the folder where you want to put the items.

Click Done.

Items are removed from the original folder and can now be found in the folder you
selected.

Theitem owner and anyone with Remove access for a folder/subfolder can remove an
item from the folder or subfolder. Files that are locked for edit and any item in aroute
cannot be removed until they are unlocked or removed from the route. When removing
content from afolder or subfolder, you can choose between three options:

remove all versions from the folder

For example, if the current version is 3, no version of the document will remainin the
folder.

remove all versions from the folder and delete all versions from the database

For example, if the current version is 3, no version will remain in the folder and
versions 1, 2, and 3 are deleted from the database.

delete only the most recent version and connect any discussions and subscriptions to
the previous version
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For example, if the current versionis 3, it is deleted from the database but version 2 is
still in the folder and all discussions and subscriptions are associated with version 2.
Thisoption is especially useful if you check in an updated version by accident.

You can only delete an item if you have Remove access for it and the item is not
connected to another item, aslisted in this table.

To delete this item from
the database:

It cannot be connected to any other:

document folder or subfolder

item, such as an RFQ or package
package folder or subfolder
RFQ folder or subfolder

package

Snce quotations are always connected to an RFQ, they cannot be deleted from the
database.

To remove an item from a folder

1.

/] Dialog - Microsoft Internet E xplorer

Click the folder name to view its content.

For instructions on accessing the category list for afolder, see Viewing Information
for a Folder or Subfolder.

From the Content page, check the items you want to remove.

Click Remove from the page Actions menu.

Remove Content Confirmation

Zhoose the approach for removing the Documents:
{~ Remove the selections from the folder, but leave them in the database.
¢~ Remove the selections from the folder and try to permaently delete the selections from

the database if they do not have other references.

Click "Done" to proceed, or "Cancel” to keep the selections in the folder,

@ Done @ Cancel

Choose how to remove the item:

To remove all versions of the item from the folder but keep the item in the database,
choose Remove the selections from the folder, but leave them in the database. If
the document isin no other folder, it becomes an unmanaged file.
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To have the system attempt to also delete all versions of the item from the database,
choose Remove the selections from the folder and try to permanently delete....
See the table at the top of thistopic for the kinds of items the item cannot be
connected to delete it.

Click Done.
If you chose to remove the items only, the system removes them from the folder.

If you chose to remove the items and del ete them, the system attempts to del ete them.
If you do not have Remove access to one or more of the items, the entire process fails
and no changes are made, including removals from the folder. If you still want to

remove the items, you can repeat the above procedure and choose only to remove the
items. If you have Remove access but one or more items could not be del eted because
they are connected to other items, the system lists the items that could not be del eted.
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Installing the e-Vis
Viewer

Adding a 3D
Document

3D JT Files

A 3D viewer lets people open drawing files that are saved in the .JT format and view the
drawing in a 3D perspective. Using the 3D viewer, you can do some basic manipulation of
theimage, take some measurements, and mark up the drawing with comments and images.
A JT fileisarendered version of an original CAD file and is much smaller than the
original.

If your systemis set up for 3D viewing, people can add 3D JT filesto foldersand routesin
Team Central and people with the appropriate access can view and mark up thesefilesin
the e-Vis Viewer or VisMockUp 3D viewer applications. Users can attach JT filesto any
route or folder that they have add accessto. You can attach a single component JT fileor a
JT file that pointsto an assembly of other JT files. If you attach an assembly JT file, all the
filesthat it points to in the assembly will also be added.

For instructions on registering 2D and 3D viewers, see the Application Exchange
Framework Guide. For instructions on setting up your system so users can check in 3D
files, see the Administrator’s Guide. Your system may be set up so you can choose a
preferred viewer for JT files from your profile page. See the MatrixOne Common
Components User Guide.

This section contains instructions for working with JT files. If your systemis not set up for
3D viewing, then none of the options related to JT files, as described in the following
sections, will be available.

* Installing the e-Vis Viewer

e Adding a 3D Document

*  Viewing and Marking Up a 3D Document
» Deleting JT Files

If you have chosen the e-Vis viewer as your preferred viewer for JT files, you can
download the installation program for the viewer from within Team Central. Choosing a
preferred viewer must be configured by the host company and may not be available for
your system.

To download the eVis viewer
1. Click Tools> Edit Profile.
2. From your Edit Profile page, click Download eVisClient.

3. From the File Download page, right-click Choose Save Target Asfrom the context
menu and choose Save Target As.

4. Savethefileto your machine and run eVisClient.exe to install the viewer.

If your system is set up for 3D viewing, you can add 3D JT filesto folders and routes.
People with the appropriate access can view and mark up these filesin the e-Vis or
VisMockup viewer applications.

When adding a JT file, you can attach a single component JT file or one that is the root of
an assembly of files. If you attach an assembly JT file, all the component filesthat it points
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to will also be added. If the root JT file points to JT filesthat in turn point to assembly
files, then al these files are added and so on.

Unlike other documentsin Team Central, you don’t add new versions of JT files by
locking them for edit and then checking in new versions. The Lock for Edit and Checkin
icons are not available for JT files. Instead, you add new versions of JT files by adding
them asif you were adding the first version, by clicking on Upload External JT File. Then
you'll be given the option of creating anew version if the file already exists, as described
bel ow.

You can also maintain updates to JT files by saving markups in the VisMockUp viewer
application. When you save amarkup in this viewer, Team Central saves the markup with
the document. Every person who viewsthe JT file will be able to see all markupsthat have
been added. For example, in VisMockUp, you save markups as layers and each layer file
is saved along with the JT document. In e-Vis viewer, you save markups by capturing the
image and saving the 2D image that shows your markups as a.CGM file. These CGM
files are not added to Team Central but you can check them into the folder that contains
the JT file.

Also unlike other documents, you cannot add a JT file to multiple workspace folders.

To add a 3D JT file to a folder or route

1. View the content of afolder or route: click the folder name from the folder list or
click Content from the route’s category list.

For instructions on accessing the category list for afolder, see Viewing Information
for a Folder or Subfolder. For instruction on accessing the category list for aroute,
see the MatrixOne Common Components User Guide.

2. From the Content page, click Upload External JT File. (If thisoption isn't available,
then 3D viewing and upload hasn’t been set up for your system.)

Depending on how your system is set up, a File Checkin/Checkout Login page may
appear. If so, enter the same Username and Passwor d that you enter when logging
into Team Central and click L ogin.

Do not use the standard Upload External Filelink for 3D JT files. If you do, the system
will not recognizeit asa JT file and will not open a 3D viewer when users attempt to view
thefile. Thefile also will not be converted to a binary file and will be very large.

3. If asecurity warning dialog appears, click Yes.
The Upload External File page opens.

4. Inthe File box, typethe full path for thefile or click Browse to select the JT file.
File names cannot include any of these special characters: ; \ / ?<>+=: & @ $
P

5. Inthe Checkin Document page, enter a Description for the document.

6. If you are adding the JT file to aroute, specify afolder or subfolder to add the

document to by clicking El for the Wor kspace Folder box. From the list of folders
for which you have Read access, choose afolder. If the route’s scopeis afolder or
subfolder, then only that folder or its subfolders can be chosen.

7. Click JT FileCheckIn.
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A dialog appears, listing options for how you want the system to handle files that are
already added with the same name and how you want the system to show the
document structure.

Uszer's Option E

Select option for azgembly duplicates:

™ iConnect to existing documents

" Feplace root file and version child documents
 Version existing documents

% Fail on duplicate

Select option for Subaszembly creation;
" with Subassemblies
& Mo Subassemblies

Select option for partial azzembly upload:
" Allow Partial dssembly Upload

' Disallow Partial &szembly Upload

Submit | Cancel

|\A-"aming: Applet Windaw

Using the options at the top of the dialog, choose how you want the system to handle
filesthat are already checked in with the same name as the ones you are adding,
including the component files within assembly files. All three options apply to files
being added that aready exist in any folder for which you have Write access within
the current workspace. Also if any of the files already exist in afolder to which you
do not have Write access, then the upload fails and you will receive an error message.

Connect to existing documents—If the system finds existing files with the same
name, it does not add the duplicate files or create new revisions. Instead it adds the
filesthat are not duplicates and connects them to the existing files. The system makes
the connections so the uploaded file structure is maintained. If the top level document
already exists, then the upload fails with an error warning the user of the existence of
the top level file.

Replaceroot file and version child documents—If the system finds existing files
with the same name, then the system adds the files and creates a new version. If the
top level document existsin any folder, then it is replaced with the new file. Also the
system creates all necessary connections to reflect the uploaded structure.

Version existing documents—If the system finds existing files with the same name,
then the system adds the files and creates a new version. If the top level document
existsin the folder being uploaded to, then it is versioned and the file is checked into
the new version. If the top level does not exist in the folder but exists in another
folder, then the upload fails. Also the system creates all necessary connectionsto
reflect the uploaded structure.

Fail on duplicate—If the system finds existing files with the same name, the upload
fails.

Using the two options under Select option for subassembly creation, choose how you
want the system to handle subassembly files within the JT file. If the JT file has no
subassemblies, then these options do not apply.

With Subassemblies—Choose to have the system upload all subassembly and
component fileswithin the JT file. Users can view the entire subassembly structure,
as shown below.
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10.

11.

12.

shing_reel.il

& [Elarag-assembiyit
drag_knuh.il
handle_assemhly_tjt
- [Ehandle.jt

humh_assemhly.il

: - [Ehandie1_2,jt
spnul_assemhhr.il

; huttun_assembly.il
rutnr_assemhly.jt
'rutur.jt
hail_wire_assemhly
- [Elparts jt

- [Ehail_wire2,jt
- [Epantajt
- [Enody,t

No Subassemblies—Choose to have the system upload only the component files
within the JT file. No subassembly files are uploaded. When users view the structure
of thefiles, the system will show theroot JT file and all component files directly
under it, regardless of where they are actually located within the subassembly
structure, as shown below.

shing_reel.il
- [Hhandie.jt
drag_knuh.il

- [Bhandle_2.jt

huttun.it

- [Ehandle1_2jt

: spuul.jt
Epart1,jt

- [Bparta.jt

- [Blbail_wirez jt

- [Bparts jt

 Bhodyt

rutur.'rl

Using the options under Select option for partial assembly upload, choose how you
want the system to handle an assembly that is missing one or more component or
subassembly files:

Allow Partial Assembly Upload—Choose this option to have the system upload an
assembly even if it is missing one or more files.

Disallow Partial Assembly Upload—Choose this option if you want the upload to
fail if the assembly is missing one or more files.
Click Submit.

Thefileis copied from the local directory to the folder. If the JT fileisthe root of an
assembly, all component filesin the assembly are also added. Subassemblies are
added if you chose With Subassemblies.

At the confirmation message, click OK.
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Viewing and
Marking Up a 3D
Document

This procedure describes how to view a 3D JT document that has been added to afolder or
route in Team Central. The procedure also includes instructions for viewing the structure
of an assembly JT file and marking up the file (VisMockUp only). To view a JT file, you
must have at |east Read accessto the file. To mark up a JT file, you must have Read Write
accessto it. You can only perform this procedure if your system has been set up for 3D
viewing and you have a supported 3D viewer installed, such as e-Vis Viewer or
VisMockUp.

If your system has been set up to use more than one 3D viewer for JT files, you must
choose the viewer you prefer to use. See the MatrixOne Common Components User
Guide. If you have the option of choosing a preferred viewer and don’'t select one, the
system won't launch any viewer when you attempt to view a JT file.

Depending on how your systemis set up, a File Checkin/Checkout Login page may appear
when you attempt to view or add documents. If so, enter the same Username and
Password that you enter when logging into Team Central and click Login.

To view a 3D JT document that has been added to a folder or route

1. View the content of afolder or route: click the folder name from the folder list or
click Content from the route’s category list.

For instructions on accessing the category list for afolder, see Viewing Information
for a Folder or Subfolder. For instruction on accessing the category list for aroute,
see the MatrixOne Common Components User Guide.

The Content page lists all itemsin the folder or route, including JT files. Theicon
next to each JT file shows whether the fileis the root assembly file % , asubassembly

file "% , or acomponent file with no files under it .

2. Toview information about a JT file, including the structure of its subassemblies and
component files:

a) Click thefile's Name from the Content page.
The category list and Properties page opens for the JT file.

fishing_reel.jt : Properties

% Workspace-5000
+ WiorkspaceFolder-5000 (13 B

+-C] Design Documents (32} [~
3 Design Rewviews (51 [~
23 chanoe Documents (17} [~

] WorkspaceFolder-5000 {13}
O Access
O Discussions
O Properties
O Routes
O Subfolders
- ?g fishing reel.jt ~ =

U Access

@ Edit Details @ Yiew O Miew Structure @ Download IIIE
Mame fishing_reel.jt

Owner Clark, Rex

Originator Clark, Rex

Originated 5/4/2001

Description

3D Madel of a fishing reel

96

MatrixOne Team Central Guide



b)

c)

Use the category list to view more information about the JT file, as you would
any document.

To view the structure of the JT file, click View Structure from the Properties
page.

The JT File Tree Structure page opens. The page shows the file structure on the
left and details for the selected file on theright. If the JT file has no component
files, no other files are listed on the left. If the JT file contains subassemblies and
the subassemblies were added along with the root file, subassemblies are shown.
Click the plus and minusicons to expand and contract the subassemblies. To
view details about any file within the structure, click the file name. To view the

selected filein the 3D viewer, click the View I3 in the lower right corner of the
window. See Step 3 below for more details.

JT File Tree

shing_reel.jt

[Bhandie1_2.jt
handle.il

drag_knnh.jt
hutlun.il

spunl.jt

Ehandle_2.jt
Epart1,jt

hail_wire2.jt
- Epart4.jt
- [Bparts jt

hnuy.jt

rutur.il

Structure
fishing_reel.jt : Properties
Mame: fishing_reel.jt
Description: 30 Drawing far part
Owner Meg Greene
Creation Date: Apr 9, 2002 4:49:35 PM
¥ersion ]
Yiewer IE

@M

3. Toview aJT filein thee-Visor VisMockUp viewer:

a)

b)

c)

Click the View [3 icon for the file from the Content page for the folder or route.

The Viewer popup window opens and a configured JT viewer launches and
opensthe JT file. If the JT file has child subassemblies or component files, they
are also available. If the file has markups attached (VisMockUp viewer only),
they are also opened. For instructions on viewing markups, see the
documentation that accompanies the viewer.

Work with the file as needed. See the viewer’s documentation for specific
instructions.

You can switch back to Team Central and view another JT fileif needed. The
system will open another Viewer popup window and the second JT file will open
in the Viewer application.

4. Tomark up aJT filein VisMockUp:

a)
b)

View the JT filein VisMockUp as described in Step 3.

Use the viewer’s markup tool to add text and/or line art.
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Deleting JT Files

c) Savethe markup by saving the layers. Each layer fileis saved along with the JT
document.

Any markups that you save in VisMockUp will be attached to the drawing and
available to anyone who subsequently views the drawing from Team Central.

In e-Vis Viewer, you save markups by capturing the image and saving the 2D image that
shows your markups asa .CGM file. The 2D CGM file that you save in e-Visis not saved
with the JT file in Team Central. You can add it to the folder that containsthe JT file using
the standard file checkin.

Like standard files, you must have Remove access for afolder to remove JT files from it
and you cannot delete a JT fileif it is connected to other items. For more information on
the guidelines for removing files, see Removing an Item from a Folder.

You cannot delete a child file until you first del ete the assembly file that containsit and
you cannot delete a subassembly without first deleting the parent assembly file that
containsit. If you attempt to delete afile that cannot be deleted because its parent
assembly file has not been deleted, the system does not del ete the file and presents a
message that tells you the fileisn't deleted. If you selected some files that could be
deleted, the system does delete them. Unless you know the file structure, you will have to
select files that may not be able to be deleted and repeat the del ete procedure until all the
files you want to delete are removed.

For example, suppose you want to delete all files within a structure that has several levels
of subassembly files. You must first delete the parent assembly file, asindicated by a %

icon next to the file. Then you must delete all subassembly files, asindicated by a'® icon
next to the files. The system will only delete the highest level subassembly files. The
lower level subassemblies remain. Note that the system does not distinguish between
levels of subassembly files so you can’t tell which subassemblies can be deleted unless
you know the structure. After deleting these highest subassembly files, you must delete

the next level of subassembly files by choosing all the remaining files with % jcons.

Repeat this until you are left only with child files, asindicated by a . icon. Then you can
delete the child files.

Alternatively, if you don’t want to pay close attention to the icons, you could simply select
all JT filesfor deletion. The system will delete only the highest level subassemblies. Then
you can keep repeating the process, deleting only the highest level subassemblies each
time, until you delete all thefiles.

If you uploaded the assembly without including subassemblies, then the procedure is
much simpler. You need only delete the root assembly file and then you can delete all the
component child files.

To delete a 3D JT document that has been added to a folder

1. View the content of afolder or route: click the folder name from the folder list or
click Content from the route’s category list.

For instructions on accessing the category list for afolder, see Viewing Information
for a Folder or Subfolder.

2. Onthe Content page, check the JT files that you want to delete. For help determining
which files to choose first, see the explanation at the beginning of this topic.
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Click Remove Selected from the page Actions menu.

From the Remove Content Confirmation, choose the second option: Remove the
selections from the folder and try to permanently delete...

You must completely delete the files and not just removed them from the folder.
Click OK.

If you receive a message that says some files could not be deleted because they have
references to other files, then these files are part of an assembly and the system did
not delete them.

If there are additional JT files that you want to delete but could not delete previously
because they were part of an assembly that you deleted in the previous steps, repeat
steps 2 through 5 until all JT files that you want to delete are del eted.
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Subscriptions

This section contains these topics:

e Subscription Overview

e Viewing Your Subscriptions

»  Choosing Alert Events for Others

»  Choosing Alert Events for a Workspace

e Choosing Alert Events for a Route

»  Choosing Alert Events for a Folder or Subfolder
»  Choosing Alert Events for Folder Documents

e Choosing Alert Events for an Item’s Discussions
e Choosing Alert Events for Individual Discussion Messages
»  Receiving Subscription Notifications

e Unsubscribing to an Item

Subscription Subscribing means to indicate that you want to be notified whenever a specific event is

Overview performed for a workspace or workspace component. For example, you could request to
be notified whenever someone locks afile for editing or checksin a new version of the
file.

The application sends the notifications to the email address entered for your profile and to
your lconMail inbox. The following table lists the events you can subscribe to for
workspaces and workspace components.

Items you can Events you can be notified about for each item:
subscribe to:

workspaces member added

member removed

route completed

route started

folder content modified
folder/subfolder created
folder/subfolder deleted

routes content added (not including updated versions of existing files)
content removed
task completed

foldersand content added (not including updated versions)
subfolders content removed

folder created

folder deleted

files file locked for edit (file check out)
updated version checked in (file check in)
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Viewing Your
Subscriptions

Choosing Alert
Events for Others

Items you can Events you can be notified about for each item:
subscribe to:

discussions new discussion (top-level message)

individual messages | new reply
inadiscussion

For more information about these events and instructions on how to subscribe to events
for aparticular kind of workspace component, see:

Choosing Alert Events for a Workspace

Choosing Alert Events for a Route

Choosing Alert Events for a Folder or Subfolder

Choosing Alert Events for Folder Documents

Choosing Alert Events for an Item’s Discussions

Choosing Alert Events for Individual Discussion Messages

You can list all events that you have subscribed to for a workspace.

To see all your subscriptions within a workspace

1.
2.
3.

Click My Desk > Team > Workspaces.
From the Workspaces page, click the Name of the workspace.

From the workspace category list, click Subscriptions.

The Subscription Notice page opens, listing all the events you are currently
subscribed to for the workspace. Thislist does not included subscriptions that another
person has selected for you (“ pushed” subscriptions).

Workspace5000: Subscription Motices

Actions |§ _'?J|
(@heen (e e |
[T Products Launch Workspace Create Folder
[T D5-0989-003 Discussian MNew Reply
|tem—The name of the item you are subscribed to.
Type—A workspace or workspace component, such as folder, route, discussion.
Event—The event for which you are notified. To see alist of all events for each item
type, see Subscriptions.
4. To unsubscribe to an event, uncheck it and click Remove from the page Actions

menu.

The owner of an item can “push” subscriptions for the item to other users who have at
least Read access to the item. Subscriptions cannot be pushed to arole. For example, the
owner of aworkspace can have the system notify specific members whenever arouteis
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started. These pushed subscriptions are added to the subscriptions the members have
chosen for themselves. This meansthat it is possible for a person to receive two
notifications when an event occurs for an item: one for a subscription the recipient
initiated and another for a subscription that was “ pushed” from the item’s owner. The
recipient of the notifications can distinguish between the two notifications though because
pushed natifications indicate who initiated the subscription and that the subscription was
pushed.

The option to push subscriptionsis available to for all workspace items that can be
subscribed to (workspace, folders, routes, documentsin folders, etc.) except

Sourcing Central content, such as RFQs, packages, and quotations. Push subscriptionsis
available only for the owner of an item. Theitem owner can push subscriptions for any
event that they can normally subscribe to for that type of item. Members cannot remove a
subscription that has been pushed to them.

These instructions contain general steps for pushing subscriptions for any item. For
specific instructions on accessing the page that contains the Push Subscription option or
for information on the events that you can subscribe to for each type of item, see:

* Choosing Alert Events for a Workspace

» Choosing Alert Events for a Route

e Choosing Alert Events for a Folder or Subfolder

» Choosing Alert Events for Folder Documents

»  Choosing Alert Events for an Item’s Discussions

»  Choosing Alert Events for Individual Discussion Messages

To push subscriptions to other members

1. Gotothe page that containsthe standard Subscribe option for the item. You must own
the item. Subscribe options are on the Properties page for all items except for
individual messages. The Subscribe option for individual messages within a
discussion are on the page that lists the discussion’s messages.

2. Click Push Subscriptions.

The Push Subscriptions page opens, listing all events that you can subscribe to for the
item. The Recipients column shows the number of people you have pushed
subscriptions to for each event. The following graphic shows the Push Subscriptions
page for a workspace.
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Choosing Alert
Events for a
Workspace

a Dialog - Microsoft Internet Explorer

Workspace5000: Push Subscriptions
& @)| |

Folder Content Maodified

Folder Created
Folder Deleted
Member Added
Member Removed

Route Started

| S = R | U e N [ T LV R Y

Route Cornpleted

@ Done e Cancel

For each event that you want the system to notify other people for:
a) Click the linked number in the Recipients column.

b ) From the Edit Push Subscription Recipients page, click Add Recipientsfrom the
page Actions menu.

c) From the Select Push Subscription Recipients page, select one or more recipients
and click Done.

The system only finds people who have at |east read access to the item.

d) Fromthelist of results, check the people you want to push the subscription to and
click Done.

To prevent the system from sending notifications to people:
a) Click the number in the Recipients column.

b ) Check the people.

c) Click Remove Selected from the page Actions menu.
Click Done.

You can choose to be notified when specific events occur for any workspace of which you
are amember.

To choose notification events for a workspace

1.
2.
3.

Click My Desk > Team > Workspaces.
From the Workspaces page, click the Name of the workspace.

From the Properties page for the workspace, click Subscribe from the page Actions
menu.

The Subscription Options page opens with the alert events listed for the workspace.
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Workspace Subscription Options

¥ Folder Content Madified
" Folder Created

[" Folder Deleted

[ Mermber Added

[ Mermber Removed

[T Route Completed

[T Route Started

Alert Events

@M @ Zancel

4. To subscribe to an event, check the box to the left of it. To unsubscribe to an event,
uncheck the box.

If you choose Then the system will notify you whenever:
this alert event:
Folder Content Any content is added or removed from afolder or subfolder,
Modified or anew version of afileischecked in
Folder Created A folder or subfolder is added to the workspace.
Folder Deleted A folder or subfolder is deleted from the workspace.
Member Added A member is added to the workspace.
Member Removed A member isremoved from the workspace.
Route Completed All tasks are completed for aroute in the workspace.
Route Started A workspace member creates and starts aroute.
5. Click Done.
Choosing Alert You can choose to be notified when content is added or a task is completed for any route

Events for a Route that you create or for which you have atask. Workspace L eads can subscribe to any route
in the workspace. Be aware that the application automatically notifies the route owner
when the route is complete and it notifies people when they have a pending task. These
notifications occur without having to subscribe. You cannot subscribe to routes that have a
Finished status.

To choose notification events for a route

1. Click My Desk > Team > Workspaces.

2. From the Workspaces page, click the Name of the workspace.
3. From the Workspace page, click Routes in the category list.
4

From the Routes page, click the Name of the route.
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Choosing Alert
Events for a Folder
or Subfolder

5. From the Properties page for the route, click Subscribe from the page Actions menu.

The Route Subscription Options page opens with the aert events listed for the route.

a Dialog - Microzoft Internet Explorer

)|

Route Subscription Options

Alert Events

Content Added

[T Task Completed

QM 9 Cancel

6. To subscribe to an event, check the box to the left of it. To unsubscribe to an event,

uncheck the box.

If you choose
this alert event:

Then the system will notify you whenever:

Content Added A route member or the route owner adds content to the route.
This does not include updated versions of files aready in the
route.
Task Completed A route member completes a task.
7. Click Done.

If you are creating or editing a route that has not been started yet, the system returns
you to the last step for creating/editing the route. You can start the route now or later.

You can choose to be notified when content is added or removed for any folder or
subfolder to which you have access. The system sends out notifications for events that
occur for the folder for which the subscription was chosen and not to its subfolders. To be
notified about events for a subfolder, you must subscribe to that subfol der.

To choose notification events for a folder or subfolder

1. Click My Desk > Team > Wor kspaces. Then click the Name of the workspace.

The workspace's category list and Properties page opens.

2. Click afolder name from the folders|ist.

Or

From the workspace category list, click Folder s and from the Folders page, click the

Name of the folder.

To subscribe to a subfolder, click the plus sign to expand the folder list in the
Structure Navigator and click the Name of the subfolder.

Or
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Click the folder's Name from the Folders page. Then click Subfolder s from the
folder’s category list. Continue drilling down (clicking the subfolder's Name and then
Subfolder from the subfolder’s category list) until you see the category list and
Properties page for the subfolder you want to subscribe to.

From the category list for the folder or subfolder, click Properties.

From the Properties page for the folder or subfolder, click Subscribe from the page
Actions menu.

The Folder Subscription Options page opens with the alert events listed for the folder/
subfolder.

a Dialog - Microsoft Internet Explorer

Folder Subscription Options

)|

Alert Events 0 e
[T cContent Removed

@ Done @ Cancel

4. To subscribe to an event, check the box to the left of it. To unsubscribe to an event,

uncheck the box.

If you choose Then the system will notify you whenever:
this alert event:

Choosing Alert
Events for Folder
Documents

Content Added A workspace member adds content to the folder or subfolder.
This does not include updated versions of existing files.
Content Removed A workspace member remove content from the folder or
subfolder.
5. Click Done.

You can choose to be notified when afileislocked for edit or an updated version is
checked in.

To choose notification events for a document in a folder

1. Click My Desk > Team > Wor kspaces. Then click the Name of the workspace.
The workspace's category list and Properties page opens.

2. Click afolder name from the folders list.
Or

From the workspace category list, click Folder s and from the Folders page, click the
Name of the folder.

To subscribe to a document in a subfolder, click the plus sign to expand the folder list
in the Structure Navigator and click the Name of the subfolder.
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Choosing Alert
Events for an
Item’s
Discussions

Or

Click the folder's Name from the Folders page. Then click Subfolder s from the
folder’s category list. Continue drilling down (clicking the subfolder's Name and then
Subfolder from the subfolder’s category list) until you see the category list for the
subfolder you want to subscribe to.

From the Folder Content page, click the Name of the document you want to subscribe
to.

From the folder or subfolder’s category list, click Properties.

From the Properties page, click Subscribe.
The File Subscription Options page opens with the alert events listed for thefile.

File Subscription Options

" File Check Qut

i ba " File Checked In

@M a Cancel

To subscribe to an event, check the box to the left of it. To unsubscribe to an event,
uncheck the box.

If you choose this Then the system will notify you whenever a
alert event: workspace member:
File Check In Checks in an updated version of thefile.
File Check Out Locksthefile for editing.
Click Done.

The category list and Properties page for the document redisplays.

You can choose to be notified when a workspace member creates a new top-level
discussion for an item. Workspaces, folders, subfolders, and folder content can have
discussions.

To choose notification events for an item’s discussions

1
2.
3.

Click My Desk > Team > Workspaces.
From the Workspaces page, click the Name of the workspace.

Access the category list for the item whose discussions you want to subscribe to:

— To subscribe to the workspace's discussions, the category list for the workspace
should already be open. (Step 2 should have opened the workspace category list.)

— To subscribe to afolder’s discussions, click the folder Name from the folders list or
click Folder s from the workspace category list and click the Name of the folder.
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Choosing Alert

— To subscribe to a subfolder’s discussions, click the plus sign to expand the folder in
the folder list and click the name of the subfolder, or click Subfolder from the
folder’s category list and click the Name of the subfolder.

— To subscribe to discussions for folder or subfolder content, access the category list
for the folder or subfolder using the above instructions. Then click the Name of the
content.

4. From the category list for theitem, click Discussions.

From the Discussions page, click Subscribe from the page Actions menu.

The Discussion Subscription Options page opens with the alert events listed for the
item’s discussions.

YWorkspace Discussion Subscription Options

Alert Events Mew Discussion

@M @ Zancel

6. To subscribe to an event, check the box to the left of it. To unsubscribe to an event,
uncheck the box to the left of it.

If you choose Then the system will notify you whenever:
this alert event:
New Discussions A workspace member posts anew top-level discussion for the
item.
7. Click Done.

You can choose to be notified when thereis areply to a specific message in adiscussion.

Events for The system will notify you whenever there is areply to the message you subscribe to. Be
Individual aware that you will not receive notifications for repliesto replies and so on. However, you
Discussion can subscribe to replies as well as to top-level messages.
Messages To choose notification events for an individual message in a discussion
1. Click My Desk > Team > Workspaces.
2. From the Workspaces page, click the Name of the workspace.
3. Accessthe category list for the item that contains the discussion message:
— To subscribe to a message in the workspace's discussions, the category list for the
workspace should already be open. (Step 2 should have opened the workspace
category list.)
— To subscribe to a message in afolder’s discussions, click the folder Name from the
folderslist or click Folder s from the workspace category list and click the Name of
the folder.
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— To subscribe to a message in a subfolder’s discussions, click the plus sign to expand
the folder in the folder list and click the name of the subfolder, or click Subfolder
from the folder’s category list and click the Name of the subfolder.

— To subscribe to message in discussions for folder or subfolder content, access the
category list for the folder or subfolder using the above instructions. Then click the
Name of the content.

From the category list for theitem, click Discussions.

From the Discussions page, click the Name of the top-level message for the
discussion that contains the message.

From the page that lists the discussion’s messages, click Subscribe for the message
you want to subscribe to. To expand the list of replies to a message, click the Right
arrow next to the message subject.

Do you know about the ...

)|

- I:_l Test Discussion
This is a test
Momar, 5/5/2001
[ Reply | Subscribe | Attachrnents (39 ]

] Reply #1

Testa gain

Test, 5/5/2001

[ Reply | Subscribe | Attachrnents (3) ]
Q Reply #1

Testa gainZ

Test, 5/6/2001

[ Reply | Subscribe | Attachrments (31 ]

» Reply #1

Q Testa gain3

Test, 5/5/2001

[ Reply | Subscribe | Attachrnents (3) ]

The Reply Subscription Options page opens with the alert event listed for the
message.

/] Dialog - Microsoft Internet E xplorer

Reply Subscription Options
)|

alert Events T Mew Reply

@ Done @ Cancel
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Receiving
Subscription
Notifications

7. To subscribe to an event, check the box to the left of it. To unsubscribe to an event,

uncheck the box to the left of it.

If you choose
this alert event:

Then the system will notify you whenever:

New Reply A workspace member posts areply to this message. You will
not be notified about repliesto replies. To be notified about
repliesto replies, subscribe to the reply.

8. Click Done.

You will receive notifications about the events you subscribe to in IconMail and at the
email address specified in your profile. The subject of the notification will be the event for
which you subscribed, such as Task Completed, Folder Created, or New Reply. The
content of the message includes the name of the workspace component that you
subscribed to and the date and time the event occurred. The message also contains a URL
link to the item you subscribed to. To view details about the item, click the link. The
messages for pushed subscriptions look identical to ones that you subscribe to yourself.

Workspace Sample Notification Text Comments
Component
Workspace “Folder Created” on “Workspace” “ Team Workspace” The number that follows the
“0000000001" at 07-17-2001 03:55 PM name of the workspace represents
the revision number for the
workspace.
Folder “Content Added” on “Workspace Vault” “Production” “Workspace Vault” is another
“0000000001" at 07-17-2001 03:17 PM name for afolder. The number
that follows the name of the
folder representsthe revision
number for the folder.
Route “Task Completed” on “Route” “Review for Design Spec” The number that follows the

“0000000001" at 07-17-2001 03:13 PM

name of the route represents the
revision number for the route.

Folder Content

“File Check Out” on “Document”
“0000000001DesignSpec.doc” “1” at 07-17-2001 03:52
PM

A number is pre-pended to the
name of the file. The number that
followsthefile nameisthe
revision number for thefile.

All discussions for an
item

“New Message” on “ Thread”
“0000000001DesignSpec.doc0” “1” at 07-17-2001 03:23
PM

“Thread” is another word for a
discussion. For discussions about
files, numbers are added to the
beginning and end of thefile
name.

Individual messages
within adiscussion

“New Reply” on“Message” 'auto_531038257842028' ““ at
07-17-2001 01:01 PM

The number after “Message” is
the system-assigned name for the
message. See Discussions.
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Unsubscribing to You can unsubscribe (remove the request to be notified) to any event that you previously
an ltem subscribed to. You cannot remove subscriptions for events someone el se has subscribed to
for you.

To unsubscribe to an item
1. Click My Desk > Team > Workspaces.
2. From the Workspaces page, click the Name of the workspace.

3. From the workspace category list, click Subscriptions.

The Subscription Notices page opens, listing all the events you are currently
subscribed to for the workspace.

Workspace5000: Subscription Notices

Actions v |§ 2] |

Il = R == R
[T Products Launch wWorkspace Create Folder
[T Ds-095%9-003 Discussion Mew Reply

4. Check the events you want to unsubscribe to and click Remove Selected from the
page Actions menu.
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Listing
Discussions for an
[tem

Discussions

A discussion isatop-level message about a particular item and the replies to that message.
Each reply can in turn have replies so there can be many levels within the discussion.
Discussions are also called message threads. Discussions can be created for workspaces,
folders, subfolders, and individual content in folders. You access discussions for an item
by clicking Discussionsin the category list for theitem.

» Listing Discussions for an Item

e Creating a New Discussion for an ltem

e Listing Accesses for a Discussion

» Defining Accessto a Discussion

e Listing and Adding Attachments for a Discussion
* Reading Messagesin a Discussion

* Replying to Messagesin a Discussion

e Deleting a Discussion or Message

All members of aworkspace can list discussions for it. Everyone with Read accessto a
folder, subfolder, or content item can list discussions for it. However, if the creator of a
discussion has removed you as a participant for the discussion, that discussion is not be
included in the list of discussion you see for the item.

To list discussions for an item

1. Navigatetothe category list for theitem using the stepslisted in thistable for theitem
you want to work with.

To list discussions
for a: Follow these steps:

Workspace 1. Click My Desk > Team > Wor kspaces.

2. Click the Name of the workspace.
The category list and Properties page for the
workspace opens.

Folder 1. Click My Desk > Team > Workspaces.

2. Click the Name of the workspace.

3. Click the name of the folder from the folder list.
Or

Click Foldersfrom the workspace category list and
click the Name of the folder.

4. To access the Routes page for the folder, click
Routes from its category list.
To access the Routes page for a subfolder, click
Subfolder s from the folder’s category list. From the
Subfolders page, click the Name of the subfolder.
Continue drilling down the subfolders until you have
the category list for the subfolder. Then click Routes
from the category list.
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To list discussions

for a: Follow these steps:
Subfolder 1. Click My Desk > Team > Wor kspaces.
2. Click the Name of the workspace.
3. Expand the folder from the folder list to see the
subfolder names.
Or
Click Folder sfrom the workspace category list, click
the Name of the folder, and from the folder category
list, click Subfolders.
4. Click the Name of the subfolder.
Continue drilling down the subfolders until you have
the category list for the subfolder.
Folder content item (file, | 1. Click My Desk > Team > Wor kspaces.
package, RFQ, 2. Click the Name of the workspace.
guotation) ) )
3. Click the name of the folder from the folder list.
Or
Click Foldersfrom the workspace category list and
click the Name of the folder.
4. From the Content page, click the Name of the item.

1. Fromthe category list for theitem, click Discussions.

The Discussions page lists all top-level discussions that you have access to for the

item.

WorkspaceFolder£000: Discussions

Actions * ||§ "J|

[ Do you know about the..

[ [

[} Interesting Discussion

) Message about File1234.doc

Q Are the changes ready?

11 2/5/2001 Srmith, John

Z5 S/d4/2001 Jones, Michael
13 7/18/2001 Srnith, Margot
5 1/1z2/2001 Johnson, Lisa

By default, the system includes all discussions for previous versions of a file in the
Discussions list for the latest version of the file. This means that when you click the
Discussions category in the category list for a previous version, the page will be empty
unless someone has created a new discussion for that version after a new version was
added. Alternatively, your system may have been configured so discussions remain with
the version they were originally created for.

For each discussion, the page lists:

Name—The subject of the first message posted for the thread. To read the messages
in adiscussion thread, click its Name.

Replies—The number of replies posted to the first message, including all repliesto

replies.
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Creating a New
Discussion for an
[tem

Last M essage—The date the last message was posted to the discussion thread.
Owner—The person who started the discussion by posting the first message.

2. Usethe Actions menu to work with the discussions as needed:

» To create anew discussion thread, select Create New. See Creating a New
Discussion for an Item.

e To subscribe to be notified when anew top-level discussionisadded for the item,
select Subscribe. See Choosing Alert Events for an Item’s Discussions.

»  To have other people receive natifications when a new discussion is added for
the item, select Push Subscriptions. You can only push subscriptions for the
item’s discussions if you own the item. Push Subscriptionsis not available for
content from Sourcing Central, such as RFQs, packages, and quotations. See
Choosing Alert Events for Others.

» Todelete adiscussion thread, check it and select Remove. You can only delete
discussions that you created and that have no replies. See Deleting a Discussion
or Message.

All members of aworkspace can create new discussionsfor it. Everyone with Read access
to afolder, subfolder, or content item can create discussions for it. After creating a
discussion, you should define the list of people who can participate in the discussion. See
Defining Access to a Discussion.

To create a new discussion for an item

1. Navigateto the category list for theitem using the stepslisted in thistable for theitem
you want to work with.

To list discussions
for a: Follow these steps:

Workspace 1. Click My Desk > Team > Wor kspaces.

2. Click the Name of the workspace.

The category list and Properties page for the
workspace opens.

Folder 1. Click My Desk > Team > Wor kspaces.

2. Click the Name of the workspace.

3. Click the name of the folder from the folder list.
Or

Click Foldersfrom the workspace category list and
click the Name of the folder.

4. To access the Routes page for the folder, click
Routes from its category list.
To access the Routes page for a subfolder, click
Subfolder s from the folder’s category list. From the
Subfolders page, click the Name of the subfolder.
Continue drilling down the subfolders until you have
the category list for the subfolder. Then click Routes
from the category list.
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To list discussions
for a: Follow these steps:

Subfolder 1. Click My Desk > Team > Wor kspaces.

2. Click the Name of the workspace.

3. Expand the folder from the folder list to see the
subfolder names.
Or

Click Folder sfrom the workspace category list, click
the Name of the folder, and from the folder category
list, click Subfolders.

4. Click the Name of the subfolder.
Continue drilling down the subfolders until you have
the category list for the subfolder.

Folder content item (file, | 1. Click My Desk > Team > Wor kspaces.

package, RFQ, 2. Click the Name of the workspace.
guotation)

3. Click the name of the folder from the folder list.
Or

Click Foldersfrom the workspace category list and
click the Name of the folder.

4. From the Content page, click the Name of the item.

1. Fromthe category list for theitem, click Discussions.

2. From the Discussions page, click Create New from the page Actions menu.
The Create Discussion page appears.

; Dialog - Microzoft Internet Explarer

Create Discussion

2|
Fields in red talics are required
Subject
=
Message
=

@ Done @ Cancel

3. Inthe Subject text box, type aword or short descriptive phrase that describes the
content of the message.

4. Inthe Message text box, type your message.
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Listing Accesses
for a Discussion

5. When finished, click Done.

The discussion is added to the Discussions page. At this point, anyone with Read
access to the item being discussed can read and reply to the discussion message. To
limit the number of people who can participate in the discussion, see Defining Access

to a Discussion.

Having access to a discussion means you can fully participate in the discussion, including
reading and replying to any message in it and subscribing to the discussion and individual
messages. Anyone with access to a discussion can get alist of all the workspace members
who have access to the discussion.

This procedure describes how to get the list of accesses only. To edit the list, see Defining

Access to a Discussion.

To list the people who can participate in a discussion

1. Navigateto the category list for the item that contains the discussion using the steps
listed in this table for the item you want to work with.

To list discussions
for a:

Follow these steps:

Workspace

1
2.

Click My Desk > Team > Wor kspaces.

Click the Name of the workspace.
The category list and Properties page for the
workspace opens.

Folder

Click My Desk > Team > Wor kspaces.
Click the Name of the workspace.

Click the name of the folder from the folder list.

Or

Click Foldersfrom the workspace category list and
click the Name of the folder.

To access the Routes page for the folder, click
Routes from its category list.

To access the Routes page for a subfolder, click
Subfolder s from the folder’s category list. From the
Subfolders page, click the Name of the subfolder.
Continue drilling down the subfolders until you have
the category list for the subfolder. Then click Routes
from the category list.
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To list discussions
for a: Follow these steps:

Subfolder 1. Click My Desk > Team > Wor kspaces.
2. Click the Name of the workspace.

3. Expand the folder from the folder list to see the
subfolder names.
Or
Click Folder sfrom the workspace category list, click
the Name of the folder, and from the folder category
list, click Subfolders.

4. Click the Name of the subfolder.
Continue drilling down the subfolders until you have
the category list for the subfolder.

Folder content item (file, | 1. Click My Desk > Team > Wor kspaces.

packege, RFQ, 2. Click the Name of the workspace.
quotation) . .
3. Click the name of the folder from the folder list.

Or
Click Foldersfrom the workspace category list and
click the Name of the folder.

4. From the Content page, click the Name of the item.

1. Fromthe category list for theitem, click Discussions.

2. From the Discussions page, click the Name of the discussion thread whose messages
you want to read.

3. From the category list for the discussion, click Access.

The Access page for the discussion opens, listing all people who can participate in the
discussion. If the discussion is for afolder content item and that item isin more than
one workspace, the access list includes members who have access from all
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workspaces. If theitem is also in Sourcing Central, the access list includes the roles
that have access to the item from Sourcing Central, which is usually the Supplier and
Buyer roles.

Do you know about the...: Access Al
Actions v |§ 2] |

O S TR
I ﬂ" Billings, Maura Person Beckworth & Co,
I @ Buyer Role Beckworth & Cao,
I @ Buyer Manager Role Beckworth & Co,
I ﬂ" Cannaberge, Florence Buyer Desk Person Beckworth & Co,
I @ Design Engineer Role Beckworth & Co,
I @ Engineer Role Beckworth & Co,
I ﬂ" Fullbright, Lars Buyer Desk Person Beckworth & Co,
I ﬂ" Irujo, Javier Person Beckworth & Co,
I ﬂ" Japoli, Octavia Buyer Desk Person Beckworth & Co,

For each person, the page shows:
Name—The name of the person or role who can participate in the discussion.

The Workspace Lead @ icon indicates the member is a Workspace L ead. Workspace
L eads can add and remove people from the workspace and assign accesses for
workspace components. They can edit workspace properties, add and remove folders
and subfolders, and have accessto all routes, even those they don’t belong to.
Workspace owners are automatically assigned Workspace L ead access.

The Create Route *& icon means the member can create routes.

Type—For individual persons, this column distinguishes between people added to
the workspace individually (Person) and people added by virtue of being assigned to
the Buyer Desk associated with the workspace (Buyer Desk). If Roleislisted in the
column then the member includes all people in the workspace creator’s company who
are assigned that role, which means all these people can participate in the discussion.

Organization—T he organization the person belongsto. This column is blank for
roles.

Defining Accessto  When aworkspace member creates a discussion for an item, the system automatically

a Discussion takes all the members who have at least Read access to the item and gives them access to
the discussion. Thislist includes people and roles given access to the item from other
workspaces and from Sourcing Central. Having access to a discussion means the person
can fully participate in the discussion, including reading and replying to any messagein it
and subscribing to the discussion and individual messages. The discussion creator can
remove persons and roles from the access list, preventing them from viewing or replying
to any messagein the discussion. But the discussion creator cannot add people to thislist,
which prevents a person who does not have Read access to an item from being able read
discussions about it.
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After the discussion isfirst created, the system does not update the access list for it as new
peopl e are given access to theitem being discussed. However, if a person’s Read access to
the item being discussed is removed, the system removes the person from the discussion’s

access list.

Anyone with access to a discussion can get alist of all the workspace members and roles
who have access to the discussion. Only the person who created the discussion can remove
people from the access list and re-add these removed people by restoring the access list.

To define access for a discussion

1. Navigateto the category list for the item that contains the discussion using the steps
listed in this table for the item you want to work with.

To list discussions

for a: Follow these steps:
Workspace 1. Click My Desk > Team > Wor kspaces.
2. Click the Name of the workspace.
The category list and Properties page for the
workspace opens.
Folder 1. Click My Desk > Team > Wor kspaces.
2. Click the Name of the workspace.
3. Click the name of the folder from the folder list.
Or
Click Foldersfrom the workspace category list and
click the Name of the folder.
4. To access the Routes page for the folder, click

Routes from its category list.

To access the Routes page for a subfolder, click
Subfolder s from the folder’s category list. From the
Subfolders page, click the Name of the subfolder.
Continue drilling down the subfolders until you have
the category list for the subfolder. Then click Routes
from the category list.
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To list discussions
for a: Follow these steps:

Subfolder 1. Click My Desk > Team > Wor kspaces.
2. Click the Name of the workspace.

3. Expand the folder from the folder list to see the
subfolder names.
Or
Click Folder sfrom the workspace category list, click
the Name of the folder, and from the folder category
list, click Subfolders.

4. Click the Name of the subfolder.
Continue drilling down the subfolders until you have
the category list for the subfolder.

Folder content item (file, | 1. Click My Desk > Team > Workspaces.

package, RFQ, 2. Click the Name of the workspace.
quotation) . .
3. Click the name of the folder from the folder list.

Or
Click Foldersfrom the workspace category list and
click the Name of the folder.

4. From the Content page, click the Name of the item.

1. Fromthe category list for theitem, click Discussions.

2. From the Discussions page, click the Name of the discussion thread whose messages
you want to read.

3. From the category list for the discussion, click Access.

The Access page for the discussion opens, listing all people and roles who have
access to the discussion. The system automatically listsall people who have at least
Read access to the item being discussed. To filter the list so it shows only people
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added individually, choose Persons from the list in the upper right corner. To filter the
list so it shows only persons added because they belong to an associated Buyer Desk,
choose Buyer Desk Persons. To filter the list so it only shows roles, choose Roles.

Do you know about the...: Access All
Actions |§ 2] |

O S TR
I ﬂ" Billings, Maura Person Beckworth & Co,
I @ Buyer Role Beckworth & Cao,
I @ Buyer Manager Role Beckworth & Co,
I ﬂ" Cannaberge, Florence Buyer Desk Person Beckworth & Co,
I @ Design Engineer Role Beckworth & Co,
I @ Engineer Role Beckworth & Co,
I ﬂ" Fullbright, Lars Buyer Desk Person Beckworth & Co,
I ﬂ" Irujo, Javier Person Beckworth & Co,
I ﬂ" Japoli, Octavia Buyer Desk Person Beckworth & Co,

4. To remove amember from the access list:
a) Check the member.
b) Click Remove Selected from the page Actions menu.

c) At the confirmation message, click OK.
The member can no longer view or reply to messages in the discussion.

5. Tore-add all membersthat you have removed from the accesslist, click Reset Access
from the page Actions menu.

The system updates the list so it now contains all members who have Read access to
the item being discussed.

Listingand Adding  During the course of adiscussion, a participant may need to attach a document to support

Attachments for a the posted message. Participants can access documents on a discussion as well as

Discussion messages within adiscussion. A file can be uploaded externally or added from a
workspace folder. Attachments can be added to any discussion or reply.

Clicking the Attachment link in the discussion category list displays a summary of all
attachments to the discussion. The owner and all persons that have at |east read access to
the parent object of the discussion have access to this summary and will see al
attachments to the root message as well as al replies. If adocument isin a Team Central
folder, all who have access to the folder also have access to the document. For uploaded
external files, al discussion participants have download, checkout, and checkin accessto
thefile.
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To list the attachments for a discussion

1. Navigateto the category list for the item that contains the discussion using the steps
listed in this table for the item you want to work with.

To list discussions
for a:

Follow these steps:

Workspace

1
2.

Click My Desk > Team > Wor kspaces.

Click the Name of the workspace.

The category list and Properties page for the
workspace opens.

Folder

Click My Desk > Team > Wor kspaces.
Click the Name of the workspace.

Click the name of the folder from the folder list.
Or

Click Foldersfrom the workspace category list and
click the Name of the folder.

To access the Routes page for the folder, click
Routes from its category list.

To access the Routes page for a subfolder, click
Subfolder s from the folder’s category list. From the
Subfolders page, click the Name of the subfolder.
Continue drilling down the subfolders until you have
the category list for the subfolder. Then click Routes
from the category list.

Subfolder

Click My Desk > Team > Wor kspaces.
Click the Name of the workspace.

Expand the folder from the folder list to see the
subfolder names.

Or

Click Foldersfrom the workspace category list, click
the Name of the folder, and from the folder category
list, click Subfolders.

Click the Name of the subfolder.
Continue drilling down the subfolders until you have
the category list for the subfolder.

Folder content item (file,
package, RFQ,
quotation)

4.

Click My Desk > Team > Wor kspaces.
Click the Name of the workspace.

Click the name of the folder from the folder list.
Or

Click Foldersfrom the workspace category list and
click the Name of the folder.

From the Content page, click the Name of the item.

1. Fromthe category list for theitem, click Discussions.

2. From the Discussions page, click the Name of the discussion thread whose
attachments you want to view.

3. From the category list for the discussion, click Attachments.
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The Attachments page for the discussion opens, listing al files that have been added
for the discussion.

Do you know about the...: Attachments

Actions « ||§ "7|J |

B I R

E & D abc.doc

@ [} asdfa.doc

r
E & D ayz.doc
r

D brb.doc

1 This is the description of this item Workspace-5000

1  This is the description of this item Workspace-5000 é_@_%_ﬂ
1 This is the description of this itern Workspace-5000 é_@

1 This is the description of this itern Workspace-5000 é_@_%

For each attachment in the discussion, the page shows the:

Selection check box—The Attachments page contains the standard check boxesin
the left column, which let you select items to work on. If you don’t have accesses for
removing an item, the check box is gray and unavailable for checking. You can still
view information about the item but you can’t remove it from the discussion.

L ocked status—Shows whether the document is locked for edit, asindicated by a

Lock & icon. To see who locked the file, move your mouse pointer over the Lock
icon. When afileislocked for edit, no one else can lock the file for editing or check in
anew version of thefile until the person who is editing it unlocks the file manually or
by checking in anew version. Even if afileislocked, you can still view it and save it
to your computer.

Name—The name of the item. To view more information about an item, click its
Name. The icon to the left of the name indicates the type of item. To see the type
name, move your mouse pointer over the icon.

[ for standard documents

[l for 3D JT files

Ver—The version number for the document. A version of 1 represents the first time
the file was added. Version number 2 means a person checked out the original file for
revising and then checked in a new version. Version number 3 means a person
checked in a second version and so on.

Description—Details of what the attachment is or what the attached file contains.

Workspace—The name of the workspace that contains the discussion. Click the
workspace hame to open a new window showing the workspace navigation pane and
Properties page.

Actions—The Actions column contains icons that et you work with document
content. If aparticular icon is not displayed, then the item’s status does not allow the
action (for example, the Unlock icon isonly available for locked files) or you do not
have access to perform the action.

«  View @ —useto view thefilein the program associated with thefile's
extension, including 2D and 3D viewer programs. To see which program will
open if you click the icon for a particular document, move your mouse pointer
over theicon. Note that thisicon worksjust like the Checkout icon except it does
not lock the file and Checkout can only be used for non-3D documents.
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«  File Download & —Useto save the file to alocal disk. If you plan to make

changesto the file and then check in anew version, use the Lock for Edit & icon
instead of the Download icon. To view the document in an associated program

immediately, without first saving the file to disk, use the View & icon. For
instructions on downloading afile, see the Common Components User Guide.

e Checkout (Lock for Edit) & —Use to lock the document for editi ng. When a
fileislocked, no one else can check in anew version. When you lock afile for
editing and the file€'s extension has an associated program, the application opens
thefilein that program. If thereis no program associated with the file's extension
or thefileis of atypethat can’'t be opened in a browser, the application lets you
savethefiletoalocal disk. You can then openit in the associated program. Once
opened in the associated program, you can edit it, resave it, and check it back in.
See the Common Components User Guide.

«  Checkin & —Useto check in anew version of the document. Thisicon isonly
availableif you checked out the document, which locked it for editing (your
name should be displayed when you move your mouse pointer over the lock icon
in the first column). Checking in a new version automatically unlocks thefile,
making it available for other people to edit it. Alternatively, you can unlock the

file without checking in a new version by clicking the Unlock S icon. Seethe
Common Components User Guide.

«  Unlock & —Useto unlock afile that you checked out and locked for editing.
Manually unlock afile using thisicon only if you decide not to check in anew
version. Checking in anew version automatically unlocks the file. See the
Common Components User Guide.

To add documents that are in a local directory

1.

From the Attachments page, click Upload External File from the page Actions
menu.

Depending on how your system is set up, a File Checkin/Checkout Login page may
appear. If so, enter the same User name and Passwor d that you enter when logging
into Team Central and click L ogin.

The Upload External File page appears.
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2.

3.

; Dialog - Microzoft Internet Explorer

Upload External File

2) |
Fields in red talics are reguired
File I Browse... |
Workspace Folder I J Clear
=
Description
[

@ Done 9 Cancel

Enter information about the file:

File. Typethe full path for the file, or click Browse to select the file. File names
cannot include any of these special characters; ; \ / ?<>+=:& @ $, * |.

Workspace Folder. Type the name of the folder for thefile, or click to select the

workspace name.
Description. Type details that explain the contents of the file.

Click Done.

To add documents from the workspace

1.

2
3
4.
5

Click Add Files(s) from Wor kspace from the page Actions menu.
Enter search criteria. For help entering criteria, see Searching for Items.
Click Search.

From the results page, check the item(s) you want to add.

Click Select.

When afileis added from aworkspace folder, its security remains unchanged, which
means all discussion participants may not have accessto it.

To remove an attachment from the discussion or reply

The owner of the root message can remove an attachment as well asthe reply owner. If the
Discussion owner (creator of the root message) decides to delete the thread, all
unmanaged documents also get deleted unless they have connections from another
business object.

1.
2.

From the Attachments page, check one or more files that you want to remove.

Click Remove Selected from the page Actions menu.
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If files have been uploaded externally,. an alert is displayed to indicate that they will
be removed from the system.

3. Click OK toremovefiles.

Reading Messages  You canread al the messages in any discussion that you have been given access to.

in a Discussion

To read messages in a discussion

1. Navigateto the category list for the item that contains the discussion using the steps
listed in this table for the item you want to work with.

To list discussions

for a: Follow these steps:
Workspace 1. Click My Desk > Team > Wor kspaces.
2. Click the Name of the workspace.
The category list and Properties page for the
workspace opens.
Folder Click My Desk > Team > Wor kspaces.
2. Click the Name of the workspace.
3. Click the name of the folder from the folder list.
Or
Click Foldersfrom the workspace category list and
click the Name of the folder.
4. To access the Routes page for the folder, click

Routes from its category list.

To access the Routes page for a subfolder, click
Subfolder s from the folder’s category list. From the
Subfolders page, click the Name of the subfolder.
Continue drilling down the subfolders until you have
the category list for the subfolder. Then click Routes
from the category list.
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To list discussions
for a:

Follow these steps:

Subfolder 1. Click My Desk > Team > Wor kspaces.
2. Click the Name of the workspace.
3. Expand the folder from the folder list to see the
subfolder names.
Or
Click Folder sfrom the workspace category list, click
the Name of the folder, and from the folder category
list, click Subfolders.
4. Click the Name of the subfolder.
Continue drilling down the subfolders until you have
the category list for the subfolder.
Folder content item (file, | 1. Click My Desk > Team > Wor kspaces.
package, RFQ, 2. Click the Name of the workspace.
guotation) ) )
3. Click the name of the folder from the folder list.
Or
Click Foldersfrom the workspace category list and
click the Name of the folder.
4. From the Content page, click the Name of the item.

From the category list for theitem, click Discussions.

From the Discussions page, click the Name of the discussion thread whose messages

you want to read.

A page opensthat lists the messages in the discussion thread. The name of the person
who posted the message and the date/time the message was posted islisted below the

message content.
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If amessage hasrepliesto it, thereisan arrow to the left of the message subject. If the
list of repliesis shown, it is a down arrow, which you can click to contract the list. If
thelist of repliesis contracted, it is aright arrow, which you can click to expand the

list.

+

Do you know about the ...

2?
+-1 Design Documents (523 [~ _'J|
1 Desian Reviews (51) = > Q Test Discussion

4]

1 Channe Documents (173 [+

2|

ﬁ Workspace-5000

-

O Access

O Discussions

» Q Do you know abou
hd Q Messaqge about Fil:

U Access

O Attachrents

© History
O Falders

e

This is a test
Wormnar, 5/5/2001
[ Reply | Subscribe | Attachrnents (33 ]

Reply #1

Testa gain

Test, 5/6/2001

[ Reply | Subscribe | Attachrnents (37 ]

I:_l Reply #1
Testa gainZ
Test, 5/6/2001
[ Reply | Subscribe | Attachrnents (39 ]
3 Reply #1
Q Testa gaind
Test, 5/6/2001
[ Reply | Subscribe | Attachrnents (37 ]

To see replies to amessage in the thread, click the right arrow to the left of the

message.

The page expands and shows all repliesto the message. The right arrow changesto a

down arrow.

Use the category list to view more information about the discussion:

For details,

Category Description see:

Access Lists the people who can participate in the Listing Accesses
discussion and lets the discussion owner add | for a Discussion
and remove people from the list.

Attachments Lists the documents attached to the Listing and
discussion and allows uploading external Adding
files or adding files from aworkspace. Attachments for

a Discussion

History Listsalog of actionsthat havetaken placefor | Click the help

the discussion. link on the
History page

5. Using the links under the content for each message, work with the messages as

needed:

» Toreply to amessage, click Reply under the message content. See Replying to
Messagesin a Discussion.
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e To subscribe to be notified when a person replies to a message, click Subscribe
under the message content. See Choosing Alert Events for Individual Discussion

Messages.

e To view attachments for a message, click Attachments.

Replying to You can reply to any message in any discussion that you have been given access to.

Messages in a
Discussion

To reply to messages in a discussion

1. Navigateto the category list for the item that contains the discussion using the steps
listed in this table for the item you want to work with.

To list discussions

for a: Follow these steps:
Workspace 1. Click My Desk > Team > Wor kspaces.
2. Click the Name of the workspace.
The category list and Properties page for the
workspace opens.
Folder 1. Click My Desk > Team > Wor kspaces.
2. Click the Name of the workspace.
3. Click the name of the folder from the folder list.
Or
Click Foldersfrom the workspace category list and
click the Name of the folder.
4. To access the Routes page for the folder, click

Routes fromits category list.

To access the Routes page for a subfolder, click
Subfolder s from the folder’s category list. From the
Subfolders page, click the Name of the subfolder.
Continue drilling down the subfolders until you have
the category list for the subfolder. Then click Routes
from the category list.
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To list discussions
for a: Follow these steps:

Subfolder 1. Click My Desk > Team > Wor kspaces.
2. Click the Name of the workspace.

3. Expand the folder from the folder list to see the
subfolder names.
Or
Click Folder sfrom the workspace category list, click
the Name of the folder, and from the folder category
list, click Subfolders.

4. Click the Name of the subfolder.
Continue drilling down the subfolders until you have
the category list for the subfolder.

Folder content item (file, | 1. Click My Desk > Team > Wor kspaces.

package, RFQ, 2. Click the Name of the workspace.
quotation) . .
3. Click the name of the folder from the folder list.

Or
Click Foldersfrom the workspace category list and
click the Name of the folder.

4. From the Content page, click the Name of the item.

2. From the category list for theitem, click Discussions.

3. From the Discussions page, click the Name of the discussion thread whose messages
you want to read.

A page opensthat lists the messagesin the thread. The name of the person who posted
the message and the date the message was posted is listed bel ow the message content.

If amessage hasrepliesto it, thereisan arrow to the left of the message subject. If the
list of repliesis shown, it is a down arrow, which you can click to contract the list. If
thelist of repliesis contracted, it is aright arrow, which you can click to expand the
list.

4. Find the message you want to reply to. Expand the list of replies as needed to find the
message.

130 MatrixOne Team Central Guide



5. For the message you want to reply to, click Reply.

; Dialog - Microsoft Internet Explorer

Create Reply

2)|
Fields in red talics are reguired
Subject
-
MMessage
[

e Done 9 Cancel

6. Onthe Create Reply page, edit the Subject if needed.

7. Enter the M essage content.

8. Click Done.
Deleting a You can delete any discussion or message within adiscussion as long as you posted it and
Discussion or it has no replies.

Message
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To delete a discussion or message within a discussion

1. Navigateto the category list for the item that contains the discussion using the steps
listed in this table for the item you want to work with.

To list discussions
for a:

Follow these steps:

Workspace

1
2.

Click My Desk > Team > Wor kspaces.

Click the Name of the workspace.
The category list and Properties page for the
workspace opens.

Folder

Click My Desk > Team > Wor kspaces.
Click the Name of the workspace.

Click the name of the folder from the folder list.
Or

Click Foldersfrom the workspace category list and
click the Name of the folder.

To access the Routes page for the folder, click
Routes from its category list.

To access the Routes page for a subfolder, click
Subfolder s from the folder’s category list. From the
Subfolders page, click the Name of the subfolder.
Continue drilling down the subfolders until you have
the category list for the subfolder. Then click Routes
from the category list.

Subfolder

Click My Desk > Team > Wor kspaces.
Click the Name of the workspace.

Expand the folder from the folder list to see the
subfolder names.

Or

Click Foldersfrom the workspace category list, click
the Name of the folder, and from the folder category
list, click Subfolders.

Click the Name of the subfolder.
Continue drilling down the subfolders until you have
the category list for the subfolder.

Folder content item (file,
package, RFQ,
quotation)

4.

Click My Desk > Team > Wor kspaces.
Click the Name of the workspace.

Click the name of the folder from the folder list.
Or

Click Foldersfrom the workspace category list and
click the Name of the folder.

From the Content page, click the Name of the item.

2. From the category list for theitem, click Discussions.

3. Todeleteatop-level discussion that you created and that has no replies:

a) From the Discussions page, check the discussion you want to delete.

b) Click Delete Selected from the page Actions menu.
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c) At the confirmation message, click OK.
4. To delete amessage within a discussion that you created and that has no replies:
a) From the Discussions page, click the Name of the discussion.

b ) Find the message you want to delete. Expand the list of replies as needed to find
the message.

c) For the message you want to delete, click Delete.
d) At the confirmation message, click OK.
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Meetings

Overview of Web Meetings

Workspace teams can use Team Central to schedule, join, and manage Web meetings. A
Web meeting lets you conference with other people—live and over the Internet. Meeting
attendees can share and mark up documents, give presentations, lead Web tours, demo
applications, and share Desktops.

Prerequisites for Working with Web Meetings
Listing Meetings You are Participating In
Viewing Information about a Meeting
Scheduling a New Meeting

Adding or Removing Attendees

Editing Details for a Meeting

Setting Additional Options for a Meeting
Sarting a Meeting

Joining a Meeting

Leaving, Ending, and Closing a Meeting
Deleting a Meeting
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Prerequisites for
Working with Web
Meetings

Listing Meetings
You are
Participating In

Before your company can use the application to schedule Web meetings, these
prerequisites must be satisfied:

Your organization must register with WebEx at http://www.webex.com. Make a note
of your WebEx site ID and site name. The site nameis a URL specific for your
company’s use of WebEXx.

Enter the WebEXx Site ID and Site Name in the Meeting Site ID and Mesting Site
Name boxes for each company and/or business unit that will use Team Centra to
schedule and join Web meetings. For instructions on modifying your organization’'s
profile, see Common Profile in the Common Components User Guide.

All employees who will join or schedule meetings must have a Meeting User Name
and Meeting Password. All employees who will schedule meetings must have the
Host Meetings access set to Yes. For instructions on modifying a person’s profile, see
the Common Components User Guide.

You can see alist of al unfinished meetings for which you are a host or an attendee. You
can get the meeting list for all workspaces or for a specific workspace. Both lists show the
same information for each meeting.

To list the meetings for which you are a host or attendee

1.

To see mestings for all workspaces, click My Desk > Team > Meetings.
Or
To see mestings for a specific workspace only:
a) Click My Desk > Team > Wor kspaces.
b) Click the Name of the workspace.
The workspace's category list and Properties page opens.
c) From the category list, click M eetings.

From the Meetings page, view your list of meetings.

The Meetings page lists all meetings for which you are ahost or attendee except those
that:

— have been deleted by the meeting host (creator)
—you are not the host for and that have a Compl ete status
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Workspace-5000: Meetings

4 |

+1 Design Documents (323 =

@ o s~ | [ R TS [ R

2 chanae Docurnents (173 [+

Actions v ||§ 2] |

@ Meeting-5000 Description of meeting... May 24, 2001 10:00 &M 60 In Progress
@ Meeting-5001 Description of meeting... May 24, 2001 10:00 &AM &0 In Progress @
@ Meeting-5002 Description of meeting... May 24, 2001 10:00 4M 60 Scheduled ER

2]

@ Meeting-5003 DCescription of meeting... May 24, 2001 10:00 AM 60 Complete

ﬁ Workspace-5000
H ACCESS
O Discussions
O Faolders
O Meetings
O Routes
O Subscriptions
O Tasks

[ B B |

@ Meeting-5004 Description of meeting... May 24, 2001 10:00 aM 60 Complete

Name—The name given to the meeting by the meeting creator.
Description—The description entered by the meeting creator.

Start Date—The date and time the meeting starts. If the meeting host isin adifferent
time zone than you, the time has been converted to your local time. For example,
suppose the meeting host isin Japan and specifies the meeting time as 3 pm. If you
arein Germany, the meeting time will display as 7 am.

@(L ength)—The number of minutes the meeting is scheduled to last.

State—Scheduled, In Progress, Complete. Scheduled means the meeting hasn't
started yet. If you created the meeting, you can start it by clicking the Start Meeting
icon. In Progress means the meeting is currently taking place and you can join the
meeting by clicking the Join Meeting icon. Complete means the original meeting host
has closed the meeting so no one else can joinin.

Actions—Provides links to execute the action available for the meeting, if any. If you
created the meeting and the state is Scheduled, the action is Start Mesting. If the
meeting is In Progress, the action is Join Mesting. If you created the meeting and | eft
the meeting without closing it, the action aso includes Close Meeting. Otherwise, no
actionisavailable. When starting and joining ameeting, you can choose the language
you would like for the text on the meeting pages.

» To start ameeting, click the = icon. See Starting a Meeting.

e Tojoin ameeting, click the @ icon for any In Progress meeting. See Joining a
Mesting.
e To close ameeting that you started and then left, but didn’t close, click the

Edicon. See Leavi ng, Ending, and Closing a Meeting.

If your system has been configured to all the meeting host to specify alanguage, the
Actions column includes a L anguage drop-down list for all meetings for which you
are the host. The language you choose for ameeting is the language the user interface
appears in for all attendees. For information on configuring this option, see the
Administrator’s Guide.

Work with the meetings as needed:
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e To seedetails about a meeting or change the attendees (availabl e for the meeting
creator only), click the meeting name. For more information, see Viewing
Information about a Meeting and Adding or Removing Attendees.

e To create amesting, click Create New from the page Actions menu. See
Scheduling a New Meeting.

»  Toremove ameeting, check the box next to its name (available for the meeting
creator only) and click Remove from the page Actions menu. See Deleting a
Meeting.

» To start a Scheduled meeting that you created, click the Start M eeting & icon.
See Sarting a Meeting.

» Tojoin ameeting, click the Join M eeting & icon for any In Progress meeting.
See Joining a Meeting.

» Toclose ameeting that you started and then left, but didn’t close, click the Close
Meeting B8i con. See Leavi ng, Ending, and Closing a Meeting.

Viewing The category list and Properties page for a meeting lists meeting information and
Information about attendees.
a Meeting

To view information about a meeting you will (or did) attend
1. Click My Desk > Team > Mestings.

Or

From the category list for aworkspace, click M eetings.
2. Click the Name of the meeting you want to see details about.

The category list and Properties page for the meeting opens.

4 Meeting-5000 Meeting-6000: Properties

O Attachrnents

0 Attendees Actions ~ |'§ 2J|
Subject Meeting-5000
Meeting Location Conference Room
Description Meeting to talk about the new prototype.
Start Date 5/5/2001
Start Time 5:00 PM
Duration Quarter Hour
State Scheduled
Conference Call # 555-555-5555

Conference Call

Access Code Lass

Online Meeting

Provider LEBES
Online Meeting

Instructions

Language English

Subj ect—The name given to the meeting by the meeting creator.
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M eeting L ocation—The specific room or area of the building where the meeting will
be held if the meeting is not an online meeting.

Description—The description entered by the meeting creator.
Start Date—The date the meeting starts.

Start Time—The time the meeting starts. The time is converted to your local time,
even if the meeting host and/or other attendees are in a different time zone. For
example, suppose the meeting host schedules a meeting for 1 pm and sheisin the
Eastern Standard Time (EST) zone. If you arein Pacific Standard Time (PST), the
meeting start time will display as 10 am for you.

Duration—The number of minutes the meeting is scheduled to last.

State—Scheduled, In Progress, Complete. Scheduled means the meeting hasn't
started yet. If you created the meeting, you can start it. In Progress means the meeting
is currently taking place and you can join the meeting. If you created the meeting and
left the meeting without closing it, you can close the meeting. Complete means the
original meeting host has closed the meeting so no one else can join the meeting.

Conference Call #—For online meetings, the telephone number meeting participants
will call to join the meeting.

Conference Call Access Code—For online meetings, the code meeting participants
must enter in order to join the online meeting, similar to a password.

Online M eeting Provider—Web-based meeting integration group, for example,
Webex.

Online Meeting I nstructions—Details of stepsthat meeting participants must follow
to join the meeting. If a URL link isincluded, you can click the link to open your
default Web browser and access the Web page of the meeting provider.

L anguage—The language the text will appear in on the meeting pages. The meeting
host sets the language for all participants.

Using the links at the top of the Properties page, work with the meeting as needed:

» To edit the properties listed, click Edit Details from the page Actions menu.
Only the meeting host can edit this information. The meeting must be in the
Create state. See Editing Details for a Meeting.

» To start a Scheduled meeting that you created, click Start M eeting from the page
Actions menu. See Sarting a Meeting.

e Tojoinan In Progress meeting, click Join M eeting from the page Actions menu.
See Joining a Meeting.

» To close ameeting that you started and then left, but didn’t close, click Close
M eeting from the page Actions menu. See Leaving, Ending, and Closing a
Meeting.

»  To promote a meeting to the Scheduled state, click Promote from the page
Actions menu. Attendees are notified by email.

To see alist of documents attached to the meeting, click Attachments from the
category list. See Listing and Adding Attachments for a Meeting.

To see alist of attendees for the meeting, click Attendees from the category list.

The category list and Properties page for the meeting opens, listing all people who
have been added as attendees. To see a profile of a person, click the person’s Name.
To e-mail an attendee, click the person’s E-mail address. For instructions on adding
and removing attendees, see Adding or Removing Attendees.
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Meeting-5000; Attendees

Actions |§ "J|
R e e O e
ﬂ" Billings, Maura Beckworth & Co, (555) 555-5555 billings@beckwarth.com Absent
Il ﬂ" Cannaberge, Florence Beckworth & Co. {555) 555-5555 cannaberge@beckworth.com  Absent
Il ﬂ" Fullbright, Lars Beckworth & Co, (555) 555-5555 fullbright@beckworth.com Absent
Il ﬂ" Irujo, Javier Beckworth & Co, (555) 555-5555 irujo@beckworth.com Present

Listing and Adding
Attachments for a
Meeting

During the course of a meeting, a participant may need to attach a document. A file can be
uploaded externally or added from a workspace folder. Attachments can be added to any
meeting. Only documents can be attached to the meeting and not other type objects (like
Sourcing central packages, quotations and RFQSs).

The owner of the meeting can delete any attendee’s attachment so that s'he can delete the
entire meeting if desired. All meeting attendees can remove only attachments that they
own. If aworkspace folder document isremoved, it is disconnected from meeting, but still
remains in workspace folder. When a document that is not in aworkspace folder is
removed, it is deleted from the database. A message is displayed to confirm the del ete.

Clicking the Attachment link in the meeting category list displays a summary of all
attachments to the meeting. The owner and all persons that have at least read access to the
parent object of the meeting have access to this summary and will see all attachments to
the root message as well as al replies. If adocument isin a Team Central folder, al who
have access to the folder also have access to the document, which means that all meeting
attendees may not have accessto it. For uploaded external files, all meeting participants
have download, checkout, checkin, view, and unlock access to thefile.

To list the attachments for a meeting
1. Click My Desk > Team > Mestings.
Or
From the category list for the meeting’s workspace, click M eetings.

2. From the Meetings page, click the Name of the meeting you want to view
attachments for.

3. From the category list for the meeting, click Attachments.
The Meeting Attachments page opens, listing all documents added to the meeting.
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Meeting-5000: Attachments

Actions - ||§ '?I_||

I T S S

- &8 D abc.doc

& [[) asdfa.doc

r
- &8 D wyz.doc
r

D brb.doc

This is the description of this item Workspace-5000
1  This is the description of this item Workspace-5000 é_@_%_ﬂ
1 This is the description of this itern Workspace-5000 é_@
1 This is the description of this itern Workspace-5000 é_@_%

For each attachment in the discussion, the page shows the:

Selection check box—The Attachments page contains the standard check boxesin
the left column, which let you select items to work on. If you don’t have accesses for
removing an item, the check box is gray and unavailable for checking. You can still
view information about the item but you can’t remove it from the discussion.

L ocked status—Shows whether the document is locked for edit, asindicated by a

Lock @ jcon. To see who locked the file, move your mouse pointer over the Lock
icon. When afileislocked for edit, no one else can lock thefilefor editing or check in
anew version of the file until the person who is editing it unlocks the file manually or
by checking in anew version. Even if afileislocked, you can still view it and save it
to your computer.

Name—The name of the item. To view more information about an item, click its
Name. Theicon to the left of the name indicates the type of item. To see the type
name, move your mouse pointer over the icon.

[ for standard documents

[ for 3D JT files

Ver—The version number for the document. A version of 1 represents the first time
the file was added. Version number 2 means a person checked out the original file for
revising and then checked in a new version. Version number 3 means a person
checked in a second version and so on.

Description—Details about the contents of the document.
Wor kspace—The workspace folder where the document is stored.

Date—The date and time this version of the item was added to the workspace folder
that containsit.

Actions—The Actions column contains icons that |et you work with document
content. If aparticular icon is not displayed, then the item’s status does not allow the
action (for example, the Unlock icon isonly available for locked files) or you do not
have access to perform the action.

«  View @ —usetoview thefilein the program associated with thefile's
extension, including 2D and 3D viewer programs. To see which program will
open if you click theicon for a particular document, move your mouse pointer
over the icon. For instructions on viewing non-3D documents, see the Common
Components User Guide. For information about viewing and adding 3D
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documents, see Viewing and Marking Up a 3D Document in Chapter 3. Note that
thisicon works just like the Checkout icon except it does not lock the file and
Checkout can only be used for non-3D documents.

«  File Download & —Useto save the file to alocal disk. If you plan to make

changesto the file and then check in a new version, use the Lock for Edit & icon
instead of the Download icon. To view the document in an associated program

immediately, without first saving thefile to disk, use the View ) icon. For
instructions on downloading afile, see the Common Components User Guide.

»  Checkout (Lock for Edit) & —Use to lock the document for editi ng. When a
fileislocked, no one else can check in anew version. When you lock afile for
editing and the file's extension has an associated program, the application opens
thefilein that program. If thereis no program associated with the file's extension
or thefileis of atypethat can’'t be opened in a browser, the application lets you
savethefileto alocal disk. You can then openit in the associated program. Once
opened in the associated program, you can edit it, resave it, and check it back in.
See the Common Components User Guide.

«  Checkin & —Useto check in a new version of the document. Thisicon isonly
available if you checked out the document, which locked it for editing (your
name should be displayed when you move your mouse pointer over the lock icon
in the first column). Checking in a new version automatically unlocks thefile,
making it available for other people to edit it. Alternatively, you can unlock the

file without checking in a new version by clicking the Unlock & icon. Seethe
Common Components User Guide.

«  Unlock & —Useto unlock afile that you checked out and locked for editing.
Manually unlock afile using thisicon only if you decide not to check in a new
version. Checking in a new version automatically unlocks the file. See the
Common Components User Guide.

To add documents that are in a local directory

1.

From the Attachments page, click Upload External File from the page Actions
menu.

Depending on how your system is set up, an Upload External File page may appear. If
so, enter the same User name and Passwor d that you enter when logging into
Team Central and click L ogin.
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/] Dialog - Microsoft Internet Explorer

Upload External File
) |

Fieldz in red italics are reqguired

File | Browse .. |

Workspace Folder I J Clear

Descriplion

e Daone & Cancel

2. Enter information about the file:

File—Type the full path for the file or click Browse to select the file. File names
cannot include any of these special characters; ; \ / ?<>+=:& @ $, * |.

Workspace Folder—Type the workspace folder name for thefile, or click to
select aworkspace fol der.

Description—Type details that explain the contents of thefile.
3. Click Done.

To add documents from the workspace

1. Click Add File(s) from Wor kspace from the page Actions menu.

2. Enter criteriaon the Search page. For help entering criteria, see Searching for Items.
3. Click Search.

4. From the results page, check the item(s) you want to add.

5

Click Select.

When afileis added from aworkspace folder, its security remains unchanged, which
means all meeting participants may not have accessto it.

To remove an attachment from the meeting
The owner of the root message can remove an attachment as well as the reply owner.
1. From the Attachments page, check one or more files that you want to remove.

2. Click Remove from the page Actions menu.

An alert is displayed to indicate that files that have been uploaded externally will be
removed from the System.

3. Click OK toremovefiles.
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Scheduling a New
Meeting

Before you can create a meeting, your company must have a meeting site name and ID,
and you must enter a meeting username and password in your user profile. See the
MatrixOne Common Components User Guide.

When you schedule a meeting, you become the meeting host. Only the meeting host can
start a meeting and mark it as completed. The meeting host cannot leave the meeting
unless the person assigns another host (which can be done using the window available
when conducting the meeting) or ends the meeting.

To schedule a new meeting
1. Click My Desk > Team > Wor kspaces.

2. From the Workspaces page, click the Name of the workspace that you want to create
the meeting for.

3. From the workspace category list, click M eeting.

4. Onthe Meetings page, click Create New from the page Actions menu.

If a page appears that says you do not have a WebEx account, click Close and contact
your Company Representative. The Representative should define a username and
password for you in WebEx and then enter the meeting username and password for
your employee profile.

If a page appears that says your organization site name is incorrect, your Company
Representative must enter a site name for your company.

If a page appears asking for your meeting username and password:

a) Enter aMeeting User Name and M eeting Passwor d. They can be any set of
characters but cannot be the same as an existing username and password set up
for your company in WebEX.

b) The pagesliststhe Email Address entered for your profile. This email address
must not be one that is already entered for a user in WebEX.

c) Click Done.

When the system verifies that your company and profile is set up to create a meeting,
the Create New Meeting page opens.
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; Dialog - Microzoft Internet Explorer

Create New Meeting

)|

| v

Fields in red talics are required

Subject ||

Meeting Location I

Description

| E

Start Date

Start Time |1E|:EID Abd 'I
Duration IQuanerHDur 'I

Conference Call # I

Conference Call I
Access Code

Online Meeting I
Provider

Online Meeting
Instructions

{anguage IEngliSh "I :I
-
@Done 9Cance|

Enter details about the meeting, including the following:
Subject—Thisisthe name al attendees will see for the meeting.

M eeting L ocation—Describe where the meeting will be held. This could be the
name of a building, conference room number or name, etc. You could also type “con
call” if the meeting will be held over the phone.

Description—Describe the purpose of the meeting. For example, you may want to
give a brief description of the agenda, presenters, or items attendees should have
available during the meeting. The description isincluded in the notification that is
sent to meeting attendees.

Start Date—Click the Calendar icon to choose a date for the meeting.

Start Time—Choose the time you want the meeting to start for your local time zone.
When attendees are notified of the meeting, the meeting start time is converted to
their local time.
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Adding or
Removing
Attendees

Dur ation—Enter the estimated time that the meeting will last in minutes. If the
duration exceeds the duration that your company has agreed to with the Web meeting
provider, you will receive an error message. Lower the duration.

Conference Call #—For online meetings, type the telephone number that meeting
participants will call to join the meeting.

Conference Call Access Code—For online meetings, type the code that meeting
participants must enter in order to join the meeting, similar to a password.

Online M eeting Provider—Type the name of the Web-based meeting integration
group, for example, Webex.

Online Mesting I nstructions—Type details of steps that meeting participants must
follow to join the meeting. If a URL link isincluded, you can click the link to open
your default Web browser and access the Web page of the meeting provider.

L anguage—Choose the language that you want the meeting user interface to appear
infor al attendees. For instructions on configuring the system so it shows or hides
this option, see the Administrator’s Guide.

Click Done.
The category list and Properties page for the meeting opens.
Now you should add attendees for the meeting. See Adding or Removing Attendees.

You can add and remove attendees for Web meetings that you scheduled but have not yet
started. Be aware that although you can add as many attendees as you want, the Web
meeting provider may impose alimit to the number of people who can simultaneously join
aWeb meeting. Roles and people who have access to the workspace because they belong
to an assigned role cannot be added as attendees. You can add workspace members, or you
can add people from your company and its collaborated partners.

Removing meeting attendees just removes the connection between the attendee and the
meeting. It has no effect on the person’s other workspace connections.

To add or remove attendees

1.

Click My Desk > Team > Meetings.
Or
From the category list for the meeting's workspace, click M eetings.

From the Meetings page, click the Name of the meeting you want to add or remove
attendees for.

From the category list for the meeting, click Attendees.
The Meeting Attendees page opens, listing all people added as attendees.
To add workspace members:

a) Click Add Member(s) from the page Actions menu.

The Add Workspace Members page for meetings opens, listing all members of
the current workspace (except members already assigned as attendees).
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; Dialog - Microsoft Internet Explorer

Add Workspace Members
)| |

I R S S [ [y

- .ﬂ“ Billings, Maura & "E} Person Beckworth & Co. Read
I .ﬂ“ Pappadopolous, Ari Person Beckworth & Co, Read Write
I .ﬂ“ Schmidt, Becky ﬁ "‘E} Buyer Desk Person Beckworth & Co, Add Remove

9 Daone e- Cancel

b ) Check the workspace members who should attend.
c) Click Done.
5. To add members from outside the workspace:

a) Click Add Member(s).

The Add Memberslink is available only if the eMatrix Business Administrator has
configured Team Central to be able to add people from outside the workspace.

The Find People page for opens, where you can find any person in your company
aswell as any Collaboration Partner companies. For details, see Choosing by
Searching.

b ) From the search results, click the check box(es) for people who should attend.

c) Click Done.

The Meeting Attendees page appears again with the new attendees added. The system
notifies the new attendees about the meeting via email and IconMail. The message
includes the host, description, and meeting date and time. The meeting timeis
converted to the local time for each attendee.

6. To remove attendees:
a) From the Meeting Attendees page, check the attendees you want to remove.
b) Click Remove from the page Actions menu.

c) At the confirmation message, click OK.

The meeting will now be listed on the Meetings page for all attendees. When you go
to the URL for your company’s Web meetings, the meeting islisted in the My
Meetings list. For information on additional options available, see Setting Additional
Options for a Meeting. There are additional options available for your meeting from
the Meeting Center.
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Editing Details for

You can edit the details—such as start time and date, duration, and description—for Web

a Meeting meetings that you have not yet promoted to the Scheduled state. If the meeting has already
been promoted, you must demoteit if you want to edit details. When you promoteit again,
notifications are sent to the meeting attendees to inform them of the changes you have
made.

To edit the details of a meeting
1. Click My Desk > Team > Mestings.
Or
From the category list for the meeting's workspace, click M eetings.
2. From the Meetings page, click the Name of the meeting you want to edit.
3. From the Properties page for the meeting, click Edit Details from the page Actions
menu.
a Dialog - Microsoft Internet Explorer
Edit Meeting Details
)|
Fields in red talics are required (I
Subject
Meeting Location Conference Room
Meeting to talk about ;I
the new prototype.
Description
=
Start Date [5/5/2001 =
Start Time |1D:DIZI A 'I
Duration IOuar‘ter Hour 'I
State Scheduled
Conference Call # |555-555-5555
Conference Call
Access Code II:IEE5
Dnline Meeti
S (7= |
-
Online Meeting
Instructions j
9 Done 9 Cancel
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Setting Additional
Options for a
Meeting

Starting a Meeting

10.

11.

12.

13.

14.

Change the meeting Subject as needed. Thisisthe name all attendees will seefor the
meeting.

Change the M eeting L ocation as needed.

Edit the Description as needed.

For example, you may want to give a brief description of the agenda, presenters, or
items attendees should have available during the meeting. The description isincluded
in the notification that is sent to meeting attendees.

To change the Start Date, click the Calendar icon.

To change the Start Time, choose a new time from the drop-down list. Choose the
time you want the meeting to start for your local time zone.

When attendees are notified of the meeting, the meeting start time is converted to
their local time.

Change the Duration, in minutes, if needed.

Change the Conference Call #, if needed. Type the telephone number that meeting
participants will call to join the meeting.

Change the Conference Call Access Code, if needed. Type the code that meeting
participants must enter in order to join the meeting, similar to a password.

Change the Online M eeting Provider. Type the name of the Web-based meeting
integration group, for example, Webex.

Change or type additional Online M eeting I nstructions. Include details of steps that
meeting participants must follow to join the meeting.

Click Done.

After you create a meeting in Team Central, you can go to the URL for your company’s
Web meetings to access the meeting. From the Meeting Center, click My M eetings from
thelist on the left. To edit the meeting, click the meeting name in the My Meetings list.
For example, you can establish a password for the meeting; choose specific featuresto be
available, such as allowing file transfers, displaying the attendee list, and allowing people
to chat; require registration; and set additional notifications (Team Central automatically
notifies attendees once when you add them as attendees).

For help using the Meeting Center, click Support in thelist on the left.

You can start any meeting that you schedul ed.

To start a scheduled meeting

1.

Click My Desk > Team > Meetings.
Or
From the category list for the meeting's workspace, click M eetings.

From the M eetings page, click the Start M eeting E icon for the meeting you want to
start.
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Joining a Meeting

Leaving, Ending,
and Closing a
Meeting

If thisisthe first time you've started or joined a Web meeting, a Security Warning
dialog box appears and asks if you want to install client software. Click Yes and wait
for afew moments while the software is set up.

A message may also appear indicating that you are going to an outside site. To
continue, click Yes.

The meeting window opens.

3. To share documents or presentations, an application, a Desktop, whiteboard, or Web
page, click the Shar e button in the lower left corner or choose from the Share menu.

4. For help using the meeting window, click Help > Contents.

When you're ready to leave or end the meeting, see Leaving, Ending, and Closing a
Meeting.

After the meeting host has started a meeting, asindicated by a status of In Progress, you
can join the meeting. Aslong as the meeting has not yet ended and has not been closed,
you can also rejoin a meeting that you left.

To join a meeting
1. Click My Desk > Team > M estings.

Or
From the category list for the meeting’s workspace, click M eetings.

2. From the Meetings page, find the In Progress meeting that you want to join.

If thisisthe first time you've started or joined a Web meeting, a Security Warning
dialog box may appear and ask if you want to install client software. Click Yes and
wait for afew moments while the software is set up.

A message may also appear indicating that you are going to an outside site. To
continue, click Yes.

The meeting window opens.
For help using the meeting window, click Help > Contents.

4. Whenyou'reready to leave the meeting, choose File > L eave M eeting in the meeting
window. For more information on leaving and ending meetings, see Leaving, Ending,
and Closing a Mesting.

Overview

When you, a meeting attendee who is not the host, leave a meeting, the meeting window
closes so you no longer see the exchanges that take place between the remaining
attendees. But unless the host ends the meeting, the meeting is still In Progress and the
remaining attendees can continue their exchanges. Until the meeting host closes or ends
the meeting, anyone can rejoin a meeting after leaving it.

If you are the meeting host, you cannot |eave a meeting unless you assign a new host or
end the meeting. If you assign a new host, then you become a standard attendee and can
leave without ending the meeting. Only the current meeting host can end a Web meeting.
When ameeting ends, the meeting attendees can no longer communicate through the
meeting window.
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When the original meeting host (the person who scheduled the meeting) |eaves a meeting
either by assigning a new host or ending the meeting, Team Central asks if the meeting
should be closed. Closing a meeting, which is not the same as ending a meeting, means
that no new attendees can join the meeting. As the meeting host, when you end a meeting,
you should always close the meeting so no one tries to join a meeting that has ended.

But when you leave a meeting by assigning a new host, you might not want to close the
meeting because there may still be attendees who need to join. Or you might want to close
the meeting to prevent anyone else from joining. Closing a meeting that has not ended has
no affect on the current participants. If you do not close the meeting when you leave it,
you need to remember to close it when the meeting has ended or when you want to prevent
people from joining the meeting.

Leaving a meeting

To leave a meeting for which you are an attendee (not a host)
1. Inthe meeting window, choose File > L eave M eeting.

2. Click OK to confirm that you want to leave.

The meeting window closes and the system returns you to the Meetings page. Aslong
as the meeting state is In Progress, you can rejoin the meeting by clicking the Join
Meeting icon.
If you are the meeting host, you cannot |eave the meeting unless you end it or assign
someone else as a host.

To leave a meeting for which you are the host

1. Inthe meeting window, choose Tools > Assign Host and assign one of the
participants as the host. If prompted, enter the host key that is displayed on the
meeting window.

2. ChooseFile > L eave Meeting.

3. Click OK to confirm that you want to leave.

The meeting window closes. If you are not the original meeting host, you are finished
leaving the meeting. If you are the original meeting host (the meeting creator), the
system asksif you want to close the meeting. Proceed to Step 4.

4. To let other attendees join, including letting people who |eave the meeting rejoin,
click Cancel. The system returns you to the Meetings page. The meeting state is still
In Progress and the options to Join Meeting and Close Meeting are available.

Or

To prevent anyone else from joining, click OK. The system returns you to the
Meetings page. The meeting state is how Complete.

If an accidental promotion to the Complete state occurs, the meeting owner can
demote the meeting back to the In Progress state. Attendees will not be removed from
the meeting upon completion so that all have accessto it.

5. If you didn’t close the meeting when you left it, remember to close it by clicking the
Close M egting icon when you no longer want people to join it or when it ends.

Ending a meeting

Only the current meeting host can end a meeting.
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Deleting a Meeting

To end a meeting you are hosting
1. From the meeting window, choose File > End M eeting.

2. At the confirmation message, click OK.

The meeting window closes. If you are not the original meeting host, you are finished
ending the meeting. If you are the original meeting host (the meeting creator), the
system asksif you want to close the meeting. Proceed to Step 3.

3. Click OK.
The system returns you to the M eetings page. The meeting state is now Compl ete.

If an accidental promotion to the Complete state occurs, the meeting owner can
demote the meeting back to the In Progress state. Attendees will not be removed from
the meeting upon completion so that all have accessto it.

Closing a meeting

Use this procedure to close a meeting that you did not close when you first |eft the
meeting. Only the original meeting host can close a meeting.
To close a meeting for which you are the original host (meeting creator)

»  From the Meetings page, click the Close M eeting icon.

The meeting state is now Complete and no one can join the meeting, even if it has not
yet ended.

You may want to del ete meetings that get canceled so they no longer appear on the
meetings list for attendees. To clean up your list of meetings, you may also want to delete
completed meetings that you scheduled. Note that completed meetings do not appear on
the meetings list for standard meeting attendees so there is no need to del ete them to clean
up their lists.

To delete a meeting, the meeting must:
e beonethat you created
* have astate of either Scheduled or Completed but not In Progress
To delete a meeting
1. Click My Desk > Team > Meetings.
Or
From the category list for the meeting's workspace, click M eetings.
2. Check the meeting you want to delete.
Click Delete Selected from the page Actions menu.
4. At the confirmation message, click OK.
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