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WOMING DIGITAL ARCHIVES USER MANUAL

Introduction

(A note about terminology: Some of the terms in the software and this manual are used differently than
commonly expected. Please see the Glossary for clarification. )

Wyoming Digital Archives General Facts

he Digital Archives is a secure repository where State and Local Government Agencies can store,

manage, and access electronic records with long-term or permanent value. The Digital Archives

uses the software HPE Content Manager to provide agencies a way to preserve and manage

their electronic records in much the same way the State Records Center does for State Agency
paper records, or the security microfilm vault does for Local Government Agencies. The State Archives
works with participating agencies to provide training on the software and to set up the digital archiving
process in the most efficient way possible.

Benefits /features

e Access: The Digital Archives software has robust search and retrieval capabilities. Staff can
access agency records at their desks using the wyo-portal with the remote server connection.
If desired, Agencies can make records available to the public through the web drawer.

e Seccurity: The Digital Archives has over 100 security level settings. This allows users to
restrict access to records to their own agency or just one person, if necessary.

e Records Management: The Digital Archives allows an agency to apply retention schedules
to its electronic records to ensure that they are managed propetly. This mirrors the process
currently in place for State Agency paper records.

Storage and backup

e Records in the Digital Archives are stored and backed up daily, weekly, monthly on servers
administered by ETS (the State Agency I'T Department); with one set of the backups stored
in the Pacific Northwest.




Storage costs

e The Digital Archives uses StorSimple storage. Currently this type of storage costs
$0.10/GB/month. Agencies are responsible to pay for the storage space its records require.

Software costs

e The Archives has purchased a number of software licenses for use by State and Local
Agencies. The Archives can generally provide one license to each Local Agency and the
Archives will pay the corresponding annual license maintenance fee for the licenses.

e If an agency requires more licenses than the Archives can provide, it will need to purchase
them and pay the corresponding annual maintenance fees.

Record scanning

e The State Archives has drafted Guidelines for the Creation and Preservation of Digital
Files.



https://drive.google.com/file/d/1TH6igwr9OVFMRoqV9Dxq6S3uqCVWJBC9/view?usp=sharing
https://drive.google.com/file/d/1TH6igwr9OVFMRoqV9Dxq6S3uqCVWJBC9/view?usp=sharing
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Getting Started

Archives. Here is a brief outline of the preliminary steps required to begin a project in the Digital

he Wyoming State Archives assists the agencies in developing a strategy for using the Digital
Archives.

Licenses
The licenses are assigned to named users. The State Archives generally has one license available to each

Local Government Agency. If needed, the agency can purchase additional licenses and pay the annual
maintenance fees. The agency provides the uset's name and contact information.

User Types (see appendix for more details)

There are six types of user licenses, with varying levels of capabilities. The licenses range from Inquiry
Users who can only conduct searches and make copies, to Records Coordinators who can perform
advanced work such as editing data entry forms and moving documents between folders.

Access

The State Archives will ask ETS to create log-in credentials for the agency user. ETS will send the user
name and password, with a Token (QR code) to the user for logging into the wyo-portal.

Before attempting to log into the wyo-portal, the user will need to load the Google Authenticator
application on their web browser (preferably Google Chrome) to activate the Token (QR code) (see
appendix for more details).

After successfully logging into the wyo-portal (see appendix for more details), the user will log into the

Digital Archives by using a rdp (remote desktop connection) link . sent by the State Archives (see
appendix for more details).

The uset's password will need to be reset once a month. The easiest option would be to call ETS' Help
Desk and ask them to reset it. The phone number is (307) 777-5000. Otherwise, (see appendix) for
unofficial password reset instructions.




Metadata (Data Entry Form)

The State Archives will create a sample data entry form in the QA (testing) dataset, which will be revised
and edited as needed. The fields used in the form can be used to search or sort the electronic records.

Security Access

The State Archives will work with the agency to assign the security level to the records. The security levels
will be customized for each agency.

Testing

The State Archives will provide preliminary training, using a conference call system if needed- allowing the
State Archives staff to view the user's computer screen and guide the agency through the initial settings.
The agency will add some sample records to make sure they are comfortable using the software and that
the data entry form includes the required fields.

Next Steps

When the agency is ready, the State Archives will transfer the licenses and data entry form to the
Production dataset.

If it hasn't already been created, the State Archives will work with the agency and ETS to set up a Data
Sharing Agreement, which formalizes each group's responsibilities.

Default Settings

Some default settings can be selected when first working in the Digital Archives. They help streamline the
process for archiving the digital records and conducting records searches. The following screen shots
with detailed instructions are included at the back of the manual:

Adding a Dataset: Since the Digital Archives has three datasets (databases); often the default
dataset must be selected or edited for new users (see appendix for more details).

Default Drag & Drop Settings: If the same type of record (Record Type) is used consistently, a
default document type can be selected to eliminate a prompt/message for each document archived
(see appendix for more details).

Search Defaults: There are some folders and documents in the Digital Archives which are open
(unrestricted) records. Unless the search default is selected, searches could bring up extraneous
records (see appendix for more details).

Adding/Editing Column Headings: The columns which appear on the search screen can be
edited, to include the specific fields used in an agency's data entry form (see appendix for more
details).




Custom Screen Colors: The background color for the Digital Archives screen can be changed
from shades of gray to a wide variety of colors (see appendix for more details).
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Creating Folders & Adding
Documents

archiving documents. The agency workflow helps determine which approach works best.
State Archives staff can provide guidance and information concerning the alternatives.

T he Digital Archives offers the agencies a couple of easy solutions for creating folders and

NEW FOLDERS: There are three methods which can be used to create new folders. The agency
can use the first two methods:

Creating a New Folder: Using the + icon on the Home screen, (see appendix for more details).

Copying & Editing an Existing Folder: Copying an existing record and editing it (see appendix
for more details).

Importing a Group of Folders: State Archives staff importing (automatically generating) the
folders from an agency provided spreadsheet with the folder names and data entry info. If the
agency has a spreadsheet with entries showing the folder names and any other pertinent data entry
fields, the State Archives staff can use a tool to automatically create (import) empty folders.

Creating Sub-Folders: (Some agencies choose to use Sub-Folders in addition to Folders) The Sub-
Folders can be created and nested within Folders. In some cases, the system can also be set to
automatically create Sub-folders. Sub-Folders can be manually created as needed (see appendix for
morte details).

ADDING DOCUMENTS: The remote server users require a document queue to add
documents to the Digital Archives. After the documents have been archived, they can be moved
into folders/sub-folders/etc.

Adding Documents - Document Queues: A Document Queue folder can be set up on the
agency computer with a linked queue folder created in the Digital Archives. Any records added to
the agency computer queue folder will be "processed" and placed in the Digital Archives. Unless
the user wants to select the Record Type individually for each document added, the Drag & Drop




Default Setting is recommended (see section above). If there is more than one record dropped into
the Digital Archives, once the record type is determined a Document Queue will appear in the
software. The records will need to be "checked in" (see appendix for more details).

Moving Documents into Folders: After the Document Queue has been processed; the
documents can be easily tagged and moved into the pertinent folder (see appendix for more details).
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Searching, Viewing and Copying

assigned to the user and the record. Both searching and copying tasks are customizable
depending on the agency's need. Training videos have been recorded regarding searching for
records and "supercopying" them. The videos are linked to our website at:

http:/ /wyoarchives.state.wy.us/index.php /wyoming-digital-archives.

S earching and copying records in the Digital Archives can be limited by the security level

Searching: The Digital Archives has powerful search capabilities, allowing the agency to search for
folders or documents recently added, to search by the date a record was added or created in the
system, by the name of the user who added the record, by any information included in the data entry
form, or by Record Type, etc. Simple (one search criteria) searches can be requested (see appendix
for more details), as well as complex (refined) searches (see advanced user appendix for more
details).

Viewing: Documents added to the Digital Archives can be quickly previewed. They can also be
opened using in the document's original software. If the software is unavailable, the document will
be opened using the Digital Archives' viewer. (see appendix for more details)

Copying: The user can copy documents out of the Digital Archives, by "supercopying,” them;
where the user selects a computer folder to place the copies. (see appendix for more details).

If the agency requires copies of a large number of documents, the Archives staff can also assist by
exporting the digital copies.



http://wyoarchives.state.wy.us/index.php/wyoming-digital-archives
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Types of Users

LIST OF DIGITAL ARCHIVES USER LICENSE TYPES (The State Archives staff will assist
in determining the type of license required):

Administrator/Records Manager (Wyoming State Archives Staff):
e Core records management team
e Configure the system
e Set up the policies
e Administer the control data, such as protective markings, retention schedules, classifications etc.
e Mainly use the HP Desktop Client
Records Coordinator (Power Users):
e Search/copy records
o Create records
e Modify records
e Create new parts
e Append to existing notes
¢ Set container
e Change container
e Remove from containers

e Close a container

11



Knowledge Worker (cannot modify records or close a container):
e Search/copy records
e Create Records
e Append to existing notes
e Set container
e Change container
¢ Remove from container

Contributor (primarily used for integrations with other ECM systems, such as WorkSite or MS
SharePoint):

e Search/copy records

Create Records

¢ Set Container

Inquiry User:

Search/copy records
Inquity (cannot add/modify records):

e Search/copy records

TABLE SHOWING PERMISSIONS GRANTED TO EACH USER TYPE

Permission Administrator Records ~ Records Knowledge Contributor Inquiry
Manager  Coordinator Worker User

Create Records Yes Yes Yes Yes Yes No
Modify Records Yes Yes Yes No No No
Delete Records Yes Yes No No No No
Reverse Final Yes Yes No No No No
Declaration

Create New Parts Yes Yes Yes No No No

12



Permission Administrator Records ~ Records Knowledge Contributor Inquiry

Manager  Coordinator Worker User
Reclass Corporate and Yes Yes No No No No
Vital Records
Process Requests Yes Yes Yes No No No
Administer Requests and ~ Yes Yes No No No No
Storage Provider
Locations
Make Requests Yes Yes Yes Yes Yes No
Record Administration Yes Yes No No No No
Record Administration Yes No No No No No
(Restricted)
Record Archivist Yes Yes No No No No
Document Update Yes Yes Yes Yes No No
Document Delete Yes Yes Yes No No No
Append to Existing Yes Yes Yes Yes No No
Notes
Add Records Yes Yes Yes Yes Yes No
Relationships
Remove Records Yes Yes Yes Yes No No
Relationships
Attach Contacts Yes Yes Yes Yes Yes No
Remove Contacts Yes Yes Yes Yes No No
Set Container Yes Yes Yes Yes Yes No
Change Container Yes Yes Yes Yes No No
Remove from Container  Yes Yes Yes Yes No No
Close a Container Yes Yes Yes No No No
Modify Record Security ~ Yes Yes Yes No No No
Set Record Archiving Yes Yes Yes No No No
Dates

13



Permission Administrator Records ~ Records Knowledge Contributor Inquiry

Manager  Coordinator Worker User

Create Communications  Yes Yes Yes Yes No No
Manage Yes Yes No No No No
Communications

Remove Previous Yes Yes Yes No No No
Revisions

Remove Renditions Yes Yes Yes No No No
Approve Record Disposal  Yes Yes Yes No No No

14



Logging into the Remote User
server

Note: Logging into the Remote User Server for the first time requires more steps (see instructions

below)

Using an internet browser, open https://portal2.wyo.gov

The State of Wyoming Portal2 screen will appear:
e Login with the user name and password provided by ETS.

(Note: wyo/does not need to be added to the user name - just the user name)

e Seclect SIGN-IN.

e‘:i«'z‘l.?_'f’?:..':f::-: 2myogerllipalegn

State of Wyoming Portal2

B Chagk Point

® Standard Sign In
User name
|
Pasoward

1) Certilicate Sign 1

| | Use Check Point Secure Workspace

15


https://portal2.wyo.gov/

The MESSAGE CHALLENGE screen will appear. It is requiring the code from the
Authenticator app.

State of Wyoming Portal2

© Copyright 2004.2015 Check Paint Softwane Technologies Lid, All nights reseried

To obtain a code:

e Open CHROME.
@

[
e C(lick on the AUTHENTICATOR ICON $ , (near the upper right-hand corner of the
browser).

<$ HTS x\\_ Idive — X

Email Security

16



The CODE SCREEN will appear:

e Click on the code to copy it.

- Authenticator 22 4

1897562 <

Return to the MESSAGE CHALLENGE screen:
e Paste the AUTHENTICATOR CODE into the message challenge box.

e Select SUBMIT.

W' State of Wyoming Portal2

jhrayw,

Message chalenge

|| [ ]
Kl G 2

© Copyright 2004-2015 Check Point Software Technologies Lid, All Aghts reseroed
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The WYO-PORTAL screen will appear:

o Select CONNECT.

e il il i i Wiy 1, O AT e =]

%m At & ey i
6 = —
i1 AT HED HEME S b g e s S
e a ﬂ o o et & lormiim
S
I e g L 3 ek o
The SSL NETWORK EXTENDER screen will appear:
22 550 Network Extender - Internet Explorer - X
§&} Check Point SSL Network Extender
Connection Mode:  Netw ork mode
Siatus: Connected
Galew ay IIr  porlal2.w yo.gov
Office Mode P 172161171
Curation: 0 Days 00:02:16
Remaining Time: 0 Days 03:51:43

8]

Connection Sale Applications

[Cuick Launch...]

L Copyright 2004-2015 Check Point Software Technologies Ltd. All ights resened.

Disconnec l]—
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The user is logged into the wyo-portal. To access the Digital Archives:
e Double-click on the RDP LINK , called HPE CONTENT MANAGER
e The REMOTE APP publisher screen may appear:
e Click CONNECT.

The publisher of this RemoteApp program can't be identified. Do you want to connect
to run the program anyway?

This RemoteApp program could harm your local or remote computer. Do not connect to run this program
unless you know where this program came from or have used it before.

&.’ Publisher: Unknown publisher
¥

<) Type: RemoteApp program

Path: TRIM (1}
Name: HPE ContentManager
Remote computer: WYO-HPRMTS.WYO0.GOV

[ Don't ask me again for connections to this computer

'-_.t'ShowQeta\Is #I Connect lk Cancel J

Then WINDOWS SECURITY SCREEN will appear. The user name field should be auto-filled,
from prior use:

e Enter the assigned PASSWORD.

e C(lick OK.

Enter your credentials
These credentials will be used to connect to WYO-HPRMTS.wyo.gov.

Use another account

["] Remember my credentials
2 #[ OK ” Cancel l

The user is now logged into the Digital Archives.

19



Resetting User's Password

The uset's password will need to be reset once a month. The easiest option is to call ETS' Help
Desk (307-777-5000) and ask them to reset the password. Otherwise, here are some unofficial
instructions explaining how the user can reset the password

In a web browser open: tps.wyo.gov The PASSWORD SERVER LOGIN SCREEN will appear:

e Login with USER NAME and PASSWORD

Update Your Profile Efficiently :

User Registration
Establish your identity via registration

Self Update
Update your contact informatian

Change Passward
Change your password using current password

The Password Server

Wyo.Gov Active Directory Self-Service

User Name:
Password:

Log on to:

|1'na1'tin.m<:ﬁ‘;.r
sesssnssssseencanesesl

[wyo v

| Login

Reset Password
Reset your forgotten password

Unlock Account
Unlock your locked out account

20


https://tps.wyo.gov/showLogin.cc

The ENROLL screen will appear:

e Sclect CLICK HERE to enroll

Welcome! This portal offers you the power of password self-service!

Password self-service: Reset password yourself when you forget it! Don't wait for the
helpdesk!

¢ Self-service Account Unlock: Unlock the computer, when you are locked out of it.

Self-service Directory Update: Update the changes in contact details yvourself! And
more..

Enroll now to enjoy these benefits! E@.ﬂﬁfﬁ «

The SELF UPDATE screen will appear:

e Add ANY INFO that is missing

Self Update
Update your personal information, such as contact details, in this page.

5 3

Groupl

Display Name : ‘ ‘ First name :

E-mail : ‘ ‘ « Last name :
Desk Phone :

Logon name | [Martin.McFly |

Mobile Phone :

If it is the first time the website has been accessed, the USER REGISTRATION screen will appear:
e Complete the fields as needed

o Select ENROLL

. Welcome, Martin.McFly
—M Sign Qut , Personalize

My Info Change Password Enrolimen .

User Registration
The information you provide here will be used to authenticate you when you attempt to reset your password or unlock your account.

Verification Code Google Authenticator
i Your Mobile ber(s) ‘ 1 Register Your Email Address(es)
+ |martin.mcﬂy@wyo.gov| I

—

21



The SELF UPDATE screen will reappear:

e Verify that the INFORMATION on the screen is cortrect

e Select UPDATE

Self
Update your personal information, such as contact details, in this page.

B &

Groupl

Display Name :
E-mail : |

Logon name © | Martin. McFly

The MAIN SCREEN will appear

e Select the CHANGE PASSWORD tab

e Enter the OLD PASSWORD and NEW PASSWORD

e Sclect CHANGE PASSWORD

s Welcome, Martin.McFly
W Sign Cut , Personalize

My Info 2llmant

Change
Change your current domain password.

Domain Password Policy Requirements
The minimum password age is 1
The maximum password age is 60
The minimum password length is 8
No. of Passwords Remembered is 24

The password complexity property is Enabled

First name :
Last name :
Desk Phone :

Mobile Phone : [

Update

0Old Password : [ n R e
New Password : i-----------

Confirm New Password :  |sessssssese

+" | change Password Cancel

22



A prompt screen will appear verifying that the password has been changed successfully:

. Welcome, Martin.McFly
M Sign Out , Personalize

My Info Enroliment

(/] Your password has been changed successfully.

Click on My Info to edit your own details.

23



Adding a Dataset to the Digital
Archives Opening Screen

Since the Digital Archives has three datasets (databases), often the dataset must be selected or edited for
new users.

When Double-Clicking on the HPE Content Manager icon, E the OPEN HPE CONTENT
MANAGER DATASET screen below may appear. To add the Production Dataset:

o Seclect ADD.

Open HPE Content Manage

Dataset name = Primary HPE Cont...

)

l [ Properties l [ Default l I Remove ] [H'I'I'P Proxy Settingsl

[] Open the default dataset next time you run HPE Content Manager

|

24



In the ADD DATASETS - CHOOSE MACHINE screen:

e Type wyo-trimwgl in the HP RECORDS MANAGER WORKGROUP SERVER box
(Note: the QA dataset/training dataset is: wyo-ttimwg3 and the DevDS dataset is: wyo-
trimwg4).

e Seclect NEXT.

Add datasets - Choose

HPE Content Manager Workgroup Server

wyo-trimwg| « 1

In the ADD DATASETS - AVAILABLE DATASETS screen:

e Click to the RIGHT of the DATASET NAME (WYRMADS). A ¥ should appear beside the

Dataset name.

o Select FINISH.

Add datasets - Available Datase

Tag the datasets on “wyo-trimwgl' that you wish to add.

v Dataset name Primary HPE Cont...
1 VAl \WYRMADS wyo-trimwg1l

2

25



In the OPEN HPE CONTENT MANAGER DATASET screen:

e The dataset will now appear on the list.

Dataset name » Primary HPE Cont...
£ WYRMADS wyo-trimwgl

b

Properties Default Remove [ HTTP Proxy Settings I

[ ] Open the default dataset next time you run HPE Content Manager

OK l [ Cancel

To select WYRMADS as the Default dataset:
° High]jght/ Select the dataset name WYRMADS.
e Sclect the DEFAULT button.

e Toggle/Check the box for OPEN THE DEFAULT DATASET NEXT TIME YOU RUN
HPE CONTENT MANAGER.

e C(lick OK

Open HPE Content Manage

Dataset name » Primary HPE Cont...
= WYRMADS wyo-trimwg1l

& 2

m Properties Default Remove [ HTTP Proxy Settings I

Open the default dataset next time you run HPE Content Manager

4mp| o ][ oo
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The Digital Archives (HPE Content Manager) will open:

e Sce the bottom right-hand corner of the screen to confirm which dataset is being accessed.

HOME SEARCH VIEW MANAGE ADMINISTRATION
=1 Record Types [} Eﬁ & Security Levels m = Q = é'ﬂ Q-A =
0~ a= T Security Caveats T I £ B &~
fo] ~ g~ [ Online Audit Log  ~"e0UIes g SPaces M;zz’:"" EAR
Records Security Archiving Physical Other
Shortcuts Search for Search by Matching criteria
Recent E# Records * Date Registered ‘L[:] yesterday

40

Containers
B

[ Favorites

[P Recent

.

Cindy Brown WYRMADS wyo-trimwgl .

To access the DATASET screen again:

e Double-Click on WYRMADS (at the bottom right-hand corner of the screen).

HOME SEARCH ADMINISTRATION

VIEW MANAGE

'i‘-i Record Types @ Eﬁ g Security Levels m = @ é'ﬂ Q-AN =

m - = ¥ Security Caveats o [5 £} [E ﬁ -

fo] ~ == & Online Audit Log ~MedUIes g Spaces Ad;zz’:a' &
Records Security Archiving Physical Other

Shortcuts Search for Search by Matching criteria

Recent Ef Records * Date Registered > |d | yesterday

D

Containers
&

[ Favorites

[F Recent

p—

Cindy Brown WYRMADS wyo-trimwgl

a
i
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The OPEN HPE CONTENT MANAGER DATASET screen will reappear:

Open HPE Content

Dataset name - Primary HPE Cont...
WYRMADS wyo-trimwgl

b

l Add l [ Properties l [ Default l I Remove I [ﬂ'I'I'P Proxy Settings]

Open the default dataset next time you run HPE Content Manager

28



Default Drag and Drop Settings

Unless a default Dropped File record type is selected, the software will prompt the user to select a record
type for EACH document added into the Digital Archives.

2cord vpes - all - 72 Record Types foun

Record Types

'i‘.i MName Active Dates

| ] Administrative Hearings Document Active - Record Type
E Adjutant General Document Active

4 Adjutant General File Active - Record Type
"W Adoption Record Box - Health - Vital Statistics Active

E Adoption Records Docs - Health - Vital Statistics Active - Record Type il

Aal. P T

P =

[ I AT R P o SRR | PR U

< I |

Name B Administrative Hearings Document -

Access Control Can Use: People in (Administrative Hearings, Office E|
of)

Can Update: People in (Trim Administrators)

Can Modify Access: People in (Trim Administrators)

Can Delete: People in (Trim Administrators)

Retention schedule

4 4 F M Properlies/<Not95

ok || cancel || searcn || hep

29



If all the documents being added are the same record type, a default setting could be used instead:

e Select the FILE ICON - near the top left hand corner of the Digital Archives screen.

e (lick on OPTIONS.

1 ——p

HPE Content Manager - [Rg

HOME SEARCH Vi

Copy
Delet
Refer

0 Work Offline
ile

T Work Online

E Options
\\O Desktop Add-Ins

Open Dataset

Z D,
® Profile \_l '
& i D
A Z D,
|EQ View Rights 'Z"l D
| =
I% Setup Information = D
D

Exit [
L

ok | B omo
In the HPE CONTENT MANAGER OPTIONS screen:

e Select the DROPPED FILES tab.

HPE Content Manager opti

Viewer Document Store Caching Email Startup Reporter
Locale Appearance | Spelling Search Search Options

|
| GIS Settings Dropped Files hed Folders Dropzone

Default record type

v|m

| Default Container |

30



e If the RECORD TYPE has been selected BEFORE, just click the DROP-DOWN

b2

ARROW. |, and select the pertinent RECORD TYPE from the list.

e (lick OK.

HPE Content Manager options =k

Viewer | Document Store Caching | Email | Startup | Reporter
Locale | Appearance | Spelling | Search | Search Qptions
GIS Settings Dropped Files | Dropped Folders | Dropzone

Default record type

| o[

Default Container

D Confirm check in action before continuing
|:| Display data entry form when creating new records

|| Display Document in Viewer When Processing
If document is a Windows file:
D Delete document after it has been processed

Update style for an email message that has been processed

Leave the email message as it is

] l Get Global ] l Help

31



e Otherwise, type part of the PERTINENT RECORD TYPE name surrounded by *s (for
example: *CORR¥*) in DEFAULT RECORD TYPE field.

e To narrow down the options, click on the BLUE FOLDER ICON ™,

i Viewer Document Store Caching Email Startup Reporter
Locale Appearance | Spelling Search Search Options
GIS Settings Dropped Files Dropped Folders Dropzone
Default record type
"CORR" < ] v [m

Default Container

If document is a Windows file:

[ ] Confirm check in action before continuing

|| Display data entry form when creating new records

|| Display Document in Viewer When Processing

|:| Delete document after it has been processed

Update style for an email message that has been processed

N

Leave the email message as it is
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In the SELECT FROM RECORD TYPES screen:
e  Select/Highlight the pertinent RECORD TYPE (for example: CORRECTIONS name line).

e (lick OK

'i‘-i Select from Record Types - nar

I
Record Types
'i‘-i MName Active Dates o
& Corrections « 1 Active - Record Typeé
B Corrections HR Document Active - Record Type
B Corrections - Probation and Parole Active - Record Type
< I} b

N

| ok || cancel || search || hep
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The HPE CONTENT MANAGER OPTIONS screen will reappear

Make sure that NONE of the boxes ate toggled/checked.

Click OK.

HPE Content Manager options g

Viewer | Document Store Caching | Email | Startup | Reporter
Search Options

)

Locale | Appearance | Spelling | Search

GIS Settings Dropped Files | Dropped Folders

Dropzone

Default record type

Corrections

Default Container

[] Confirm check in action before continuing
[| Display data entry form when creatin s 1

[ Display Document in Viewer When Processing
If document is a Windows file:
D Delete document after it has been processed

Update style for an email message that has been processed

Leave the email message as it is

] l Get Global l [

Help

The DRAG & DROP DEFAULT SETTING has been selected.
CORRECTIONS DOCUMENT (this saves some clicks/time).

In this example it is:
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Search Defaults

The steps below will turn on the search default filter, which limits the search results to a specific agency's
records:

e In the MATCHING CRITERIA SEARCH BOX, enter a general term. In this example the
search is for any records registered (added to the Digital Archives) this year.

e To run the search, select the MAGNIFYING LENS ICON @or hit ENTER.

HPE Content Manage

v HOME SEARCH VIEW MANAGE ADMINISTRATION e h

Q (1 E;\ .. a [} Classifications W& Tag Al 123 ('1 ; rs
= Q °Q & 4 Untag Al = y 1+
Records Locations Workflows Activities Communications Count Refine  Save Refresh
v v v v v E‘ x Invert All Tags Search Search As Search X
Find Browse Tag Current Search
Shortecuts Search for Search by Matching criteria

Eavorites 4 Records * Date Registered > || this year 1 |L| @

[ %

28

Refine

Then select the REFINE SEARCH icon 5&arch,

% HPE Content Manager - [Records - registeredOn:This Year]

B HOME  SEARCH  VIEW  MANAGE  ADMINISTRATION @-[-][=][x]
Q q E‘.\ .. a [} Classifications W& [ Tag Al 123 q c:) =
= Q °Q ral B untag Al YN = y -
Recirds Locaiions Wor@ows Activvities Commu:ications El Invert All Tags Count 2::22 Se:::AS I::::: Q x .
Find Browse Tag Current Search
Shortecuts Search for Search by Matching criteria
Favorites 4 Records * Date Registered * |M | this year |L| @
9 v 'i‘-i Ef Record N... Title % Cre =
E} =0 20 [
I Records *‘ |®| D/2018/6 |®| Sub Meg 25889, Gebo Wy, Owl Creek Coal Co LG Bro I

The SEARCH FOR RECORDS screen will appear:
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o Select the RECORD TYPES tab.

Search for Records 'L.L

| Search | Filter ‘ Record Types | Sort | Results |Opt'|ons‘

Record Type -
s
| Adjutant General File
"W Adoption Record Box - Health - Vital Statistics
i Adoption Records Docs - Health - Vital Statistics
[ | Adoption Recards File - Health - Vital Statistics
W Archive BoxA
= Archive Building Plans
III Archive document
Ml ~rchive Folder
i Archive Map Case Collection
Iﬁ Archive Microfilm
Archives Oral History-Audio Callection
B Archive Photograph
- Artifact Document
€ Artifact Folder
i Audit Document
BEf Audit Folder
B Audit Subfolder
W Audit Sub-subfolder
* County Clerk Document - Big Horn County
u County Clerk Document - Carbon County
Q County Clerk Document - Crook County
% County Clerk Document
. County Clerk Document - Fremont County
e County Clerk Document - Goshen County

L R R T N T e o e T e e LT

Save as Default Record Type Filters

| | Editor T‘ |
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e Right-Click anywhere on the list of RECORD TYPES.

o Select UNTAG ALL.

Search for Records F= Eh X

| Search | Filter | Record Types ‘Sort | Results |OptTons|

v Record Type

v E Adjutant General Document
v 1 Adjutant General File
v W Adoption Record Box - Health - Vital Statistics
v . Adoption Records Docs - Health - Vital Statistics
v i Adoption Records File - Health - Vital Statistics
v W Archive BoxA

v = Archive Building Plans
v

v

v

v

v

v

v

“I Archive document

[ | Archive Folder

‘ Archive Map Case Collection
i? Archive Microfilm Untag all Ctrl+U
Archives Oral History-Audio Collection Invert all tags

Tag All Ctrl+A

B Archive Photograph
1 Artifact Document

v @ Artifact Folder AITET ey

v . Audit Document

v Hf Audit Folder

v [ Audit Subfolder

v W Audit Sub-subfolder

v * County Clerk Document - Big Horn County

v u County Clerk Document - Carbon County

v G County Clerk Document - Crook County

v % County Clerk Document

v . County Clerk Document - Fremont County

v e County Clerk Document - Goshen County

Tag Every

Save as Default Record Type Filters

Editar
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e Click ¥ column beside the pertinent RECORD TYPE/FOLDER (In this case it is TWO
CORRECTIONS DEPARTMENT FOLDERS).

e Seclect/Toggle SAVE AS DEFAULT RECORD TYPE FILTERS box.
e C(lick OK

‘ Search | Filter | Record Types ‘ Sort | Results |Options‘

v Record Type -
I | County Clerk Folder - Sweetwater County I
[ | County Clerk Folder - Teton County
| County Clerk Folder - Washakie County
| County Clerk Folder - Weston County
E County Clerk Folder
[ | County Clerk Sub-Folder - Crook County
B County Clerk Sub-Sub-Folder - Crook County
E Camphbell County School District Document
[ | Camphbell County School District Folder
1 . Corrections
v Ef Corrections Folder
i Corrections HR Document
M Corrections HR Folder
III Corrections HR MicroFolder
B Corrections HR Subfolder
B Corrections Sub
2 M Corrections Sub - 1U

i Corrections - Probation and Parole
v Ml Corrections - Probation and Parale Folder
EE County Treasurer Document - Fremont County
[ County Treasurer Folder - Fremont County
i Document
i Education Document
3 & Engineer Doc -

i&ave as Default Record Type Filters

oK hnoel l [ Qpen l [ Editor v] l Help

The search defaults have now been set; search results will only include the specified record type/types.
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Changing Column Headings

The column headings can be changed to reflect the information included in the record data entry form.

To edit the column headings:

e In the SEARCH BOX, enter a general term. In this example the search is for any records with

the TITLE "cindy test".

e To run the search, select the MAGNIFYING LENS ICON @ or hit ENTER.

1y test® - 6 Records found

HOME SEARCH VIEW MANAGE ADMINISTRATION

-
+ E Save Copy Record ud Mail : -'i Check In
ﬁ Save and Clear X Delete = Scan I: 'ﬁ Check Out
Niw @-i Properties q Reference @ Read Barcodes View  Edit Print
File Documents
Shortcuts Search for Search by Matching criteria

=~ Print Report [ Layouts ~
= & y
A XML Export il Statistical ~

@) Web Publish =& Print Merge
Reports

Favorites  Records * Title Word - |- *cindy test* ILI @
r|_LI | v 'i‘-i Title = Date Registered Date Due for Destruction Dispositior +

¢ Right-Click on the COLUMN HEADER LINE.

HPE Content Manager= [Records - title iy test* - 6 Records found

HOME SEARCH VIEW MANAGE ADMINISTRATION

E Save Copy Record lud Mail L -'j Check In E'_= Print Report @ Layouts ~
E Sawve and Clear x Delete = Scan I: -i Check Out @XML Export M Statistical *
Niw @-i Properties q Reference @ Read Barcodes View  Edit o Print [fé] Web Publish =‘ Print Merge
File Documents Reports
Shortcuts Search for Search by Matching criteria
Eavorites 2 Records * Title Word t[:] *cindy test*™

e &

|_|_LI | v o Title ~ ﬁ Date Registered

Date Due for Destruction

Dispositior *
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e Sclect FORMAT COLUMNS.

20 HPE Content Manager - [Records - title:*cindy test* - 6 Records found]

- HOME SEARCH VIEW MANAGE ADMINISTRATION

I K save Copy Record lud Mail = l: M C
E Save and Clear X Delete == Scan j ¢

MNew N : View  Edit
- E|-i Properties E Reference E Read Barcodes F
File Documents
Shortcuts Search for Search by Matching
Favorites F Records » Title Word v || “cindy t
h v 'i'-i| Title ~ Nata Danictarad
I__I} o -'F Cindy-Test £ Ascenderg ti
Records -- Cindy-Test I LEIEIIE t]
-:;* £ [ Cindy Test Display b5t
o ﬂﬂ Cindy Sub-folder te Alignment T
Workflows £ [ e Cindy - Test Best Fit T
@ M mEEITI e  BestFit All Columns

_ Remove This Column
Locations

m Format Columns... ﬁ
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The COLUMN PREFERENCES screen will appear select the COLUMN NAME from either the
Available or Displayed Column list. In this case it is RECORD NUMBER

e The displayed columns can also be arranged clicking the UP/DOWN buttons.

e Scroll down the AVAILABLE COLUMNS list to locate RECORD NUMBER.
e Highlicht RECORD NUMBER.

e Sclect ADD.

e C(lick OK

Available Columns Displayed Columns

@Program Mame 'i-'iRecord Type

Ad publisher AarTitle

@ Received Date Date Registered

@ Record Class 1 Date Due for Destruction

@ Record Date A Iﬂ Size
- « %- Creator

@ Record Mumber %- owner

.Record Type - Vital Records — @Conteiner title

EI ReHire Date ﬁ Retention schedule
Ef Related record

EI Release Date

% Representative

@ Resource Identifier
Retention Review Date

3#[ OK

41



A NEW Column has been added to the Search Results. In this example, it is RECORD
NUMBER. In this example the record number is: 2019/52

HPE Content Manager - [Records - title:Cindy Test - Filtered - 1 Record found]
- HOME SEARCH VIEW MAMNAGE ADMINISTRATION

Q Q @ .h a [ Classifications W@ Check In St

ﬁ To Do Items
Records Locations Workflows Activities Communications

= = = = = @ User Labels
Find Browse
Shortcuts Search for Search by Matching criteri
Favorites | S Records ~  Title Word v |@| Cindy Test

b .-l 4 Recora Number Title
| J | 2019/52 [ | Administration - Cindy Test

Records
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Custom Screen Colors

The color of the Digital Archives background screen can be customized to match user preferences. The
default setting is shades of blue/gray. To change the colot:

o Sclect the FILE ICON-.

e (lick on OPTIONS.

1 =—p

Open Dataset 4

Work Offline

Work Online

N
& =

I

T

-

o

kg

E Options « lh
\\6 Desktop Add-Ins c
a Profile

FL

View Rights

Setup Information

X Exit
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The HPE CONTENT MANAGER OPTIONS screen will appear:

o Select the APPEARANCE tab.

HPE Content Manager options L.L

Viewer | Document Store Caching | Email | Startup | Reporter
GIS Settings | Dropped Files | Dropped Folders | Dropzone

Locale Appearance & | Search | Search Options

| Set skin color ‘

e Toggle/Select the USE A CUSTOM SKIN box.

e C(lick the SET SKIN COLOR BUTTON.

|
Viewer | Document Store Caching | Email | Startup | Reporter
@IS Settings | Dropped Files | Dropped Folders | Dropzone
Locale Appearance ‘ Spelling | Search | Search Options
1 Use a custom skin

l Set skin color ]« 2

e Tag/Click on any of the color choices.

e C(lick OK

Standard | Custom
Colors: 2

Current
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The HPE CONTENT MANAGER OPTIONS screen will appear in the selected color:
e C(lick OK to finish customizing the screen color.
e  Or to try again, select SET SKIN COLOR.

HPE Content Manager options ;.E.L

Viewer | Document Store Caching | Email | Startup | Repaorter
GIS Settings | Dropped Files | Dropped Folders | Dropzone
Locale | Appearance | Spelling | Search | Search Options

Use a custom skin

l Set skin color l« 2

[ Reset skin color ]

Double Click Style for documents in HPE Content Manager Desktop

|Edit -

Double Click Style for documents in HPE Content Manager

“u’iew A ‘

Double Clidk Style for containers

‘Navigate to Contents V‘

External Link for record doukle click

Get Global
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Creating New Folders - Adding New
Folders

The type of records and existing filing system can help determine how many folders an agency will need
to create and which data entry fields should be used.

To add a New Folder:

o Seclect the HOME tab.

o  Seclect the NEW + icon.

HPE Content Manager - [Records - title:Cindy Test - Filt

- HOME <C=3ZARCH VIEW MANAGE ADMIP
1
2 : I =] Save Copy Record hud Mail

Save and Clear X Delete —Re=]y

N,E_,w |E|-i Properties ﬂ Reference @ Read Barcodes

| gl .
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The HPE CONTENT MANAGER - NEW screen will appear:

e In the RECORD tab, scroll down until the pertinent record type to be created appears (for
example: Family Service - Adoptions Folder).

e Highlight/Select the RECORD TYPE.

e C(lick OK

Origin Document Store | Additional Field | Meeting | Other
Record Workflow | Location | Record Type | Document Queue

'i'-i Mame A~
B Environmental Quality - Air Document Activ
B Environmental Quality - Water Document Activ
Ml Fie Activ
ES Folder Activ
] Family Services - Adoptions Document Activ

| Family Services - Adoptions Folder « 2 Activ

E Family Services - Child Support Services Document Activ

i Geological Survey Document Activ

] Geological Survey Document - Open Activ

[ | Geological Survey Folder Activ
III Geological Survey Subfolder Activ

i Health - Behavioral Health Document ActivH
Bl Health - Behavioral Health Folder Activ [
Il Health - Behavioral Health Sub-Subfolder Activ
"W Health - Behavioral Health Subfolder - Open Record

1 (LI

3 =—p
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The DATA ENTRY FORM will appear:
e Complete the pertinent data entry form FIELDS.
e C(lick OK

e Note: The CLASSIFICATION FIELD correlates to the RETENTION SCHEDULE for
the records. It is usually a REQUIRED FIELD and must be completed. In some cases the
field may already be filled, because it is set to default to a specific Classification.

Please contact the State Archives staff if help is needed selecting the correct
CLASSIFICATION.

e There may be additional required fields, which must be completed. The software will prompt the
user to complete the fields, before the folder can be created.

e ]

1 New Family Services - Adoptions Folder | = || (=] ||£h|
General
Classification Legal and Judiciary C
- Legal Matter W
v |m
Management -
Adoptions

Adopted Childs New Mame [Last Name, First Name)  test

Adopted Child's Birth Mame (Last Mame, FirstName) test

Adopted Child's DOB 01/01/2000
Adopted Parent Name (Last Name, First Name) test
Bio Parent Mame (Last Name, First Mame) test

Placement Date

Finalized Date

5 21 1 1 ) ) )

Place of Birth

OK | ‘ Cancel ‘ ‘ Help ‘

The new folder has been created.
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Creating New Folders - Copying
Folders

New Folders can also be created by COPYING and then EDITING the duplicate folder. Care must be
taken to edit the data entry form; otherwise the new folder will have the exact same title and fields.

To copy an existing folder:

e Scarch for the existing folder.

e HIGHLIGHT/SELECT the folder to copy.

2nt Manager - [Records - title:cindy test - 5 Records fc

B s

- HOME SEARCH VIEW MANAGE ADMINISTRATIC

QR @ % R/ Do

Records Locations Workflows Activities Communications @ User Labels

- - - - -
Find :
Shortcuts Search for Search by
Favorites d Records - Title Word -
s v 'i'-i ¥ Record Nu... Title
I__I} ol -} ol 2019/148 Ml Cindy-Test
Records ofl | |mfl 2019147 Ml Cindy-Test <
sk B8+ |8 2019/62 B Cindy Sub-folder test
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e RIGHT-CLICK on the Folder.

o Sclect NEW.

e (lick on COPY RECORD.

£ HPE Content Manager - [Records - title:Cindy Test - 4 Records found]

u HOME SEARCH VIEW MANAGE ADMINISTRATION
I E Save Copy Record bud Mail I: ._"| Check In [%'_= Print Report @ Layouts
E Save and Clear X Delete == Scan B Check Out A3 XML Export il Statistic
Niw E|-i Properties ﬂ Reference @ Read Barcodes View Edi Print [jé] Web Publish -_—" Print M
File Documents Reports
Shortcuts Search for Search by Matching criteria
Eavorites ﬂ Records * Title Word > |# | Cindy Test
b v 'i‘-i 8 Record Nu... Title ~ Date Due for Destruction Di
I__I} = ﬂ 2019/55 | Cindy Test Archive (Keep Forever) H‘ A
[ I |2019/137 [ |Cindy Test MBI o on Trigger Date ] Ad
B Tag Al Ctrl+A
a trl+
ok ef[f|e 201962 A Cindysub-{ ¥ cified Eg A
(Vg B E201952 B 2018 Cont| B Untagal Ctri+U Lified Hg A
Workflows Invert all tags
@ Copy Ctrl+C
Locations 2 # New » | New Record
m Search 4 | Copy Record ' 3
Classificati... Navigatien g I5) New version
a Details b
Security And Audit »
SITEIIE Locations 4
E Requests »
Thesaurus Ll 4
Terms Communications >
g Electronic »
Archiving »
Saved
FoerEs 1 | Administrative Tools » 1
|“i Record Number | Il 2019/137 Send To ’
!_._J Title [ | Cindy Test Remaove From >
Templates || Date Created Tuesday, May 21, 2019 3 A
) @h Properties Alt+Enter
ET Date Registered | Tuesday, May 21, 2019 a
- =
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The COPY RECORD SCREEN will appear:
¢ TOGGLE/UNTOGGLE the boxes to match the screen below.

o Then click OK.

Select properties to copy

Security profile DASSig_nee
Access Control [] owner
Disposition [V]|Home
Attached thesaurus terms DCcntainer
ém'tached classification:

Relationships [ |Electronic document
MNotes Retention schedule
Attached actions Date fields

Additional Fields

Contacts Select all

Select none

Mumber of copies

B

Relate the records as "Original/Copy’
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The New (copied) Folder will appear on the screen with the Old Folder.
(Note: To determine which one is the new folder, look at the DATE REGISTERED column).

&8 HPE Content Manager - [Records - 2019/137 plus a copy - 2 Records found]
- HOME SEARCH VIEW MAMNAGE ADMINISTRATION

E Save Copy Record Mail I: Check In Print Report @ La

Save and Clear Delete = 5can Check Out = A3 XML Export  Jll St:
Nevw Properties I, Reference 'g’ Read Barcodes View i Print Web Publish Pr
File Documents Reports
Shortcuts Search for Search by Matching criteria
Eavorites EH Records ¥ Title Word Bﬂ Cindy Test
™ v 'i‘-i E Record Number Title Date Registered
I__I} ol o019/137 Ml Cindy Test 05/21/2019 at 11:46 AM
Records ol ol 2019/146 Bl Cindy Test 07/22/2019 at 2:04 PM «

To EDIT the Title or Data Entry Form of the New (copied) Folder:
¢ RIGHT-CLICK on the New (copied) Folder.

e Sclect PROPERTIES.

&8 HPE Content Manager - [Records - title:Cindy Test - Filtered - 2 Records found]

- HOME SEARCH VIEW MANAGE ADMINISTRATION

Q q t’:?\ .. a [} Ciassifications W& Check In Styles ~ E Tag All
& Q ‘Q &4, To Do Ttems @ Untag All

Records Locations Workflows Activities Communications

o o - o o El User Labels Invert All Tags
Find Browse Tag
Shortcuts Search for Search by Matching criteria
Favorites | % Records ~ Title Word (=[] cindyTest
1Y v 'i-‘i 4 Record Number Title Date Registered ~
|| [2019/146 E— 07/22/2019 at 2:04 PM
B Tag Al Cul+A
Records ol ol 70197137 | ¥ 05/21/2019 at 11:46 AM
- @ Untag all Ctrl+U
b,‘ Invert all tags
Workflows.
Copy Ctrl+C
@ Mew »
Locations FrorEh
E Navigation 4
Classificati... Details 4
ﬁ Security And Audit »
Locations »
Schedules
Requests »
@ Workflow »
Thesaurus Communications. »
[letns Electronic »
g Archiving 4
Administrative Tools 4
Saved
Searches || €L | Send To »
["* Record Number | [l Remove From »
!_._J Title [ | - 2
Templates || Date Created Tueg D:' LECpStties AR Entey |
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The DATA ENTRY FORM will appear on the screen:
e EDIT it as needed.

e (lick OK

mfl Campbell County E Eistn'ct Folder - EﬂlgflﬁiE S

| Attached thesaurus terms Record jurisdictions Scheduled Tasks
General Record Actions Contacts Related records

Title (Free Text Part) Cindy Test - New Fnlded

Classification Administrative - Education - Student
Records

]

Date Created 05/21/2019 11:45:27 AM

2 ——p

The new folder has been created.
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Creating New Sub-Folders

New sub-folders can be added to/nested within EXISTING folders using the method below:

Search for the pertinent folder. Then:
e Highlight/Select the FOLDER which requites a sub-folder.
e RIGHT-CLICK
e Sclect NEW.

e (lick on NEW RECORD.

HPE Content Manager - [Records - title:test folder - 3 Records found]

- HOME SEARCH VIEW MANAGE ADMINISTRATION

Q q O, q [} Classifications W& Check In Styles & Tag Al
a QQ .‘Q - &4, To Do Items E Untag All 123

Records Locations Workflows Activities Communications "] Count
= = - - - @ User Labels Invert All Tags
Find Browse Tag
Shortcuts Search for Search by Matching criteria
Favorites | Records ~ Title Word [=]m] testfolder
1 'i‘-i 2 Record Nu.. Title = Date Registered Date
[ - 2019/33 [ | Administrat] = - W 2/2019 at 1:56 PM
i m Tag All Ctrl+A
Records ﬂﬂ 2019/82 4 Cindy Sub-f 1/2019 at 3:10 PM Unsg
S ol [ |nl 201971 M Test Folder K Untagal Ctr*U 62019 at 8:23 AM 03/2
2o ¥ Invert all tags 3
Workflows
2 I Copy Ctrl+C
@ | New 4 H Mew Record
Locations
Search . Copy Record
m Navigation > r% Mew Version
- . __ _
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The CREATE NEW RECORD screen will appear:
e Select/ Highlight the pertinent SUBFOLDER RECORD TYPE.
e Toggle the CONTAIN NEW RECORD WITHIN (the folder info) box.

e C(lick OK

| [Boere . =

@antein new record within Health - Public Health Folder: 2019/33: Administration
- Test Folder'

Select record type:

'i'.i Mame

¥ Health - Public Health Folder

|| [Health - Public Health Subfolder

& Livestock Bd - Animal Health Active =]

i Livestock Bd -Brand Inspector Active

B ivectnck B - Brand |nit Lrtive v

3 ——p
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The DATA ENTRY FORM will appear on the screen:
e Complete the fields on the DATA ENTRY FORM as needed.

e C(lick OK.

s )

5 New Health - Public Health Subfolder ) ]

General |Scheduled Tasks ¢
R i
Fiscal Year - Title (Free Text Part)
T
Motes
s
I
:| AR
2019/33 d
Enclosed? [

OK ‘ | Cancel ‘ ‘ Help

'The new Sub-Folder has now been created/nested inside the selected Folder.

(Note: if the same Sub-Folders names are constantly used, the State Archives staff can set a default to
automatically create Sub-Folders every time a new Folder is made.)
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Adding Documents - Document
Queues

PREP WORK: The DOCUMENT QUEUE will need to be created both on the uset's network
computer and linked in the Digital Archives. The State Archives staff can help with preliminary set up the
Document Queue in the Digital Archives, but the user will need to link it to the network computer folder.
Or for instructions, see the Advanced User Instructions below.

Note: When the Document Queue is used, the documents are not added directly into a Folder, the
documents are "loose" in the Digital Archives. However, the default settings on the Document Queue
can be set up to select a specific folder (container). But this is not recommended for most users, because
the default settings will need to be updated every time a different folder is required.

To add documents to the Wyoming Digital Archives:

e Move copies of records into the uset's computer/network queue folder. (Note: the records
from the computer/network queue folder will be DELETED as they're being added to the
Digital Archives.)
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In the Digital Archives:

e Under the FAVORITES SHORTCUT TRAY, sclect the DOCUMENT QUEUES icon:

HPE Content Manager

HOME

SEARCH WIEW

E Sawve Copy Record
Save and Clear X Delete
Niw E-i Properties E Reference
File

Shortcuts Search for

1 # Favorites = I Records h

.-‘

3

Workflows

D

Locations

=

Classificati...

g
D}
o

Thesaurus
Terms

D

Saved
Searches

[' o]

Templates

2 =—p B

Document
Queues
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The DOCUMENT QUEUES will appear on the screen:

e Double-Click on the pertinent QUEUE to open it.

£ = HPE Content Manager - [Document Queues - favorite - 1 Document Queue foung

- HOME SEARCH VIEW MAMNAGE ADMINISTRATION

Q q E:\ .'. a [} Classifications W& Check In Sty
a Q ‘Q ﬁ To Do Items

Records Locations Workflows Activities Communications

- - - - - @ User Labels
Find Browse
Shortcuts Search for Search by Matching criteri
Favorites E Records v Date Registered v || this year
b v B8 Name % Last Updated By

Drrmrde

The recotds from the computer/network DOCUMENT QUEUE should appear on the PROCESS
DOCUMENT QUEUE list:

HPE Content Manager - [Process document queue Archives - Test (

- HOME SEARCH VIEW MANAGE ADMINISTRATION

Q q (. o\ .'. a [{} Classifications 1
a Q ‘Q Q.j, To Do Items
Records Locations Workflows Activities Communications E‘ User Labels

- - - - -
Find Brow
Shortcuts Search for Search by I
Favorites Ff Records v Date Registered v|a|
h v Name Status
D | o rersrr—
Records || P99-43_102, New school buildi.. Draft «
-:;v*; |E| P99-43_117, The Sinks, Popo A.. Draft
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To select the records in the Document Queue:
e RIGHT-CLICK on any of the documents.

o Select TAG ALL.

£ HPE Content Manager - [Process document queue Archives - Test (D

- HOME SEARCH VIEW MANAGE ADMINISTRATION

QR @4a A& Do

Records Locations Workflows Activities Communications

= - - - - @ User Labels
Find Brow:
Shortcuts Search for Search by I
Favorites Ef Records ¥ Date Registered EB i

[ v MName Status
[ s
Tag Al «

]
+
Records m| 9 Curi+A
e w| B Untagall Ctrl+U
’ Invert all tags

Then, to add the documents to the Digital Archives:
e RIGHT-CLICK on any of the documents.

o Select CHECK IN.

£ HPE Content Manager - [Process document queue Archives - Test (Doc

- HOME SEARCH VIEW MANAGE ADMINISTRATION

o\ 9 [} Classifications W& C
Q a QQ .Q a ﬁ To Do Items

Records Locations Workflows Activities Communications

= = = = = @ User Labels
Find Browse
Shortcuts Search for Search by Matc
Eavorites Ef Records ¥ Date Registered EB this
I_—|L} v MName Status
g Tag Al Ctri+A
Records Vv [E pgq H JPC
‘,;* v [E pg @ Untag all Ctrl+U e
’ Invert all tags
Workflows E
’E Checlc In
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Once the records have been checked in, the documents will no longer be listed on the screen. They will
automatically be DELETED from the network folder and the records have been added to the Digital

Archives.

The documents will then need to be added to a folder (see instructions below)
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Moving Documents into Folders

In order to add documents to a folder, the user will need to know the RECORD NUMBER for the
FOLDER. To determine the RECORD NUMBER:

e Search for the name of the FOLDER. In this example it is: "Cindy Test".

HPE Content Manager - [Records - title:Cindy Test - Filtered - 1 Record found]

- HOME SEARCH VIEW MANAGE ADMINISTRATION

o\ @ [} Classifications W& Check In !
Q Q t:Q .HQ a 'J.j_ To Do Items

Becords Locations Workflows Activities Communications

- - - - - @ User Labels
Find Browse
Shortcuts Search for Search by Matching crit
Favorites Ef Records + Title Word v |l ‘ Cindy Test

h v 'i'-i Ef Record Number Title
I__I} B |2019/52 | | Administration - Cindy Test

Records

If the RECORD NUMBER column does not appear in the search screen, the columns will need to be
formatted to show it (see instructions for changing column headings):
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To select the documents to put in the folder:
e  Secarch for the PERTINENT DOCUMENTS.

e Right-click on any of the documents, then select TAG ALL (Note: un-tag any documents or
folders that do not need to be moved)

&0 HPE Content Manager - [Records - type:Document-Test - Filtered - §
- HOME SEARCH VIEW MANAGE ADMINISTRATION
) @ Classifications
Q& @ aq L 7
- 44 To Do Items

Records Locations Workflows Activities Communications E‘ User Labels

- - - - -

Find Brows
Shortcuts Search for Search by M
Favorites Ef Records w Title Word - I- (

I:h} v &l Ef¥ Record Number Title

.:‘EHMETAII cu&h
Records ot W D18s3 L) a9 i

e <t W4 p1g/1 B untagall Ctri+U |y
k’p‘ ot Wi pigs2 Invert all tags
Workflows >4 ()
- D19/ Copy Ctrl+C
<t [E D197 o
@ New 4
Locations Search >
m Mavigation »
Classificati... |b. View

ﬁ M edit Ctrl+O
™ Check Out

Schedules w
&Y Checkn
E E‘l—ELI Supercopy

Thesaurus Details [
Terms
Security And Audit »
g Locations »
Saved < | Requests i
Searches Record Number ) Workflow »
[.‘.* Home ) Communications »
—-= J Security Lewvel Acce| ElCEr e s »
Templates - . a
scurity _CCE Archiving »
ﬂi Access Control View
View Administrative Tools »
[\ Favorites Upd Send To »
Upd Dr
[f5 Recent Mod Removwve From »
Dest|
& Trays P @i Properties Alt+Enter

M4 4 & M Pranerties { Notes { Preview A4 Previous A Renditi
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To add the selected documents to the Folder:

¢ Right-Click on any of the documents, then select LOCATIONS.

o (lick on CONTAINER.

£ HPE Content Manager - [Records - type:Document-Test - Filtered - 6 Record

]
QR @u

Records Locations Workflows Activities Communications
-

Shaortcuts

Favorites

et
Records

ok

..'.

Workflows

G

Locations

=

Classificati...

oM

7
[a]
=
]
o
c
]
L

Thesaurus
Terms

P

1 sl
Searches

|3

Templates

3

[% Favorites
(5 Recent

A, Trays

Set Record Container

HOME

SEARCH VIEW MAMNAGE ADMIMNISTRATION

[} Classifications W& Check In Styl
{_j, To Do Items
E‘ User Labels

- - - -
Find Browse
Search for Search by Matching criteria
B4 Records + Title Word EB Cindy Test
v 'i‘-i ) Record Number Title D
vttt s o cu+a [
v by B untagall Cirl+U o
VA - Lser Guide_02_14_ 2018 o
v ot g i 10.5.18 - Clean 0
v ot | Copy Ctrl+C 0
v v:"'_ rrg0101_01_02_00_0114 2. O
MNew »
Search »
Mavigation 3
s Contained Records
&y view
B Edit Ctrl+O
A& Checkout
&Y Checkin
% Supercopy
Details »
Security And Audit 3
| Locations i| " Container * 2
E— Requests » .‘ Series B
Home Workflow » e%: Assignee
Security Communications » Home
Security Electronic » Owner
Access Archiving » *a Attach Contact
Administrative Tools 14 Remowve Contact
Send To L4 @ Show Contacts
Remove From L3
Perform Scheduled Task in [ oreactione
M 4 » Previous /4 Rendition
@i Properties Alt+Enter
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The RECORD CONTAINER screen will appear:
Toggle Apply to: ALL TAGGED ROWS.

Click OK.

B oo SO

(") Currently Highlighted Row Only

Always show This Dialog

| ok | [ Cancel ] l Help

The RECORD CONTAINER - ALL TAGGED RECORDS screen will appear:
¢ Add the RECORD NUMBER in the SET CONTAINER TO field.
¢ Toggle ENCLOSE THE RECORD NOW box.

e (lick OK

(@) Set container To

2019/52 « 1

2 Enclose the record Now

Mote: Unchecking this box will not 'unenclose’ any record.
To 'unenclose’ records use 'locations - assignee’.

() Remove permanently From container

Mew home
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The RECORD CONTAINER - ALL TAGGED ROWS screen will reappear:

e C(lick YESTO ALL

E Record Container - All tagged Records _ u

Wl 4] D182 =

Yes '
~| Test 2
el [ Yestoa

Set the Container for Record 'D18/2" to '2019/52 (Enclosed)'? s

:

The documents have now been added to the folder.

If the user would like to verify that the documents are in the folder (optional):
e Re-run the SEARCH for the folder.

e In this example the search is for the FOLDER with the title "Cindy test".

HPE Content Manager - [Records - title:Cindy Test - Filtered - 1 Record found]

- HOME SEARCH VIEW MANAGE ADMINISTRATION

Q q G:'\ .'. a [} Classifications W& Check In Styles
a Q ‘Q ﬁ, To Do Items

Records Locations Workflows Activities Communications

@ User Labels

- v v - hd
Find Browse
Shortcuts Search for Search by Matching criteria
Cavorites S Records * Title Word * @ | Cindy Test

b v 'i‘-i Ef Record Nu... Title Date |
I__I} [ - 2019/52 [ | Administration - Cindy Test WEY)

Records
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Then EXPAND (+) the folder entry, to see the contents.

HPE Content Manager - [Records - title:Cindy Test - Filtered - 1 Record found]

- HOME SEARCH VIEW MANAGE ADMIMNISTRATION

Q ’1 (.:-"\ .'. a m Classifications W& Check In S
g Q Q ﬁ To Do Items

Records Locations Workflows Activities Communications @ User Labels

- - - - -

Find Browse
Shortcuts Search for Search by Matching criter
Eavarites Ef rRecords ~ Title Word EB Cindy Test

[ -| Ef Record Mu... Title
Ii}' - IEI- 2019/52 || Administration - Cindy Test

Records = D19/7 |l=] Pages from wy-arrg0101_01_02_00_0114 2.,
e .'.'l' &) p1gys [Z] Test 1
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Searching for Documents and
Containers

(See also training video linked to: http://wyoarchives.state.wy.us/index.php /wyoming-digital-
archives.)

The Digital Archives has powerful search capabilities, ranging from simple one term searches up to
complex multi-tiered searches which can be saved for future use. For instructions regarding
complex multi-tiered searches, see the Advanced User Instructions below.

RECENTLY ADDED RECORDS

Users can quickly retrieve records which have recently been added to the Digital Archives by using the
CONTAINER and RECENT DOCUMENTS icons on the RECENT TOOL BAR (right-side of
the screen)

HOME
SREE
=

MNew
v IR
File

Recent ES Rec

3

Containers

Ie
Recent
Documents

[ Favorites
[ Recent

A, Trays
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SIMPLE SEARCHES (using just ONE criteria):

e Sclect a SEARCH CRITERIA in the SEARCH BY option box.

e To see additional SEARCH BY choices, click the DOWN ARROW E .

e For even mote SEARCH BY alternatives, click the BLUE FOLDER icon B—Which will
provide a list of all search options-including any special data entry fields that may have been set up
for the agency's records. (Note: two favorite choices ate TITLE WORD and DATE

REGISTERED))

e Type a word/phrase in the MATCHING CRITERIA field.

(Note: the user may also want to put an ASTERISK * on each side of the word/phrase to get

complete results-—-it serves as a WILD CARD.)

25 HPE Content Manager

- HOME SEARCH WVIEW MAMAGE ADMIMISTRATION

Q q @\ .'. a [} Classifications W& Check In Style
& Q Q {‘j_ To Do Items

Records Locations Workflows Activities Communications
v v v v v @ User Label53

Find 1 owse

Shortcuts  Search for Search by Matching criteria 4

Favorites Ef Records ~ Title Word B | *minutes*

—

— I :
The results screen will appear: 2 1

20 HPE Content Manager - [Records - title*minutes* - 3 Records found]

- HOME SEARCH VIEW MANAGE ADMINISTRATION

Q q G?\ .'. a m Classifications W& Check Tn Styles
& Q \Q ﬁ To Do Items

Records Locations Workflows Activities Communications

- - = - - @ User Labels
Find Browse
Shortcuts Search for Search by Matching criteria
Favorites Ef Records « Title Word EB “minutes”

A v @1 BEfRecordN.. Tile
I__I} e dﬂ Commissioners Minutes BK <
Records dd 2017/795 d Commissioners Minutes
1:;* 4 [+|e 2017/850 E4 Commissioner Minutes BK #DD
- i
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ANOTHER way to access the SEARCH SCREEN is to use one of the FIND icons:
e Click the SEARCH tab.

Q
e Sclect the SEARCH/RECORDS icon “%*,

2 HPE Content Manager - [Saved Searches - favori
- HOME SEARCH MAMNAGE

_
2 QAR @R A

Records Locations Workflows Activities Communications
- - - - -

Find

The SEARCH FOR RECORDS screen will appear, which can be completed as needed:

———
Search for Records

Search | Filter | Record Types | Sort | Results | Options|

Search By

Title Word

Enter the words to use for this search

Delete

H Editor vH Help
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Viewing Documents

There are a couple of options for viewing documents added to the Digital Archives.

FOR A QUICK LOOK, THE DOCUMENTS CAN BE PREVIEWED. note: if the document is
too large, the preview option may not be available (see instructions for viewing below) To

preview the document:

o Seclect the PERTINENT DOCUMENT.

e C(lick the PREVIEW tab.

HPE Content ManagerlRecordsetitle

minuies

HOME SEARCH VIEW MANAGE

Q a @ .:Q a %C\asswﬁcations'&

Records Locations Workflows Activities Communications
hd - hd hd hd

Find

Shortcuts Search for Search by

4 Recards Title Word

Trays

iere

x40 Records found

ADMINISTRATION

2 Tag Al
H untag Al
Invert All Tags

Q

Current
Search ¥

Browse Tag

Matching criteria

Bﬂ minutes®

v ’i‘.i Size I Record Number
383 KB |£| D/2015/28124
60.1 KB |£| D/2015/28112
15.0KB Hj D/2015/28101
58,6 KB |£| D/2015/28135
11 MB |&| D/2015/28104
15.9KB Hj D/2015/28089
77.8 KB |l£| D/2015/28105
76.0 KB |5 D/2015/28125

1265 KB |5 D/2015/28113
153 KB MJ D/2015/28083
16.6 KB MJ D/2015/28088
15.7 KB 9 D/2015/28082
433 KB |5 D/2015/28136

S

Records
Work Tray

¥

el
Records In

Records In

or Due

Title (Free Text Part)
Minutes 6-28-2010
Minutes 6-29-2008
Minutes 6-3-13
Minutes 7-11-2011
Minutes 7-14-14
Minutes 7-15-13
Minutes 7-21-14 (1)
Minutes 7-26-2010
Minutes 7-27-2008
Minutes 7-30-12
Minutes 8-26-13
Minutes 8-27-12
Minutes 8-29-2011

< | 11 'é

O

[ Favorites

Title
Audit Events

= (MINUTES) 201

e Click to display
View Document: Pe
View Metadata: P

Update Document:

Wlmdodn Dmcmed hdoa

Access Control
[Ty Recent

&, Trays

nnual Bear River Commission Meeting

e in (Engineer's Office (see Record Type 'Engineer Document'))
in (Engineer's Office (see Record Type 'Engineer Document”)
ple in (Engineer's Office (see Record Type 'Engineer Document’))

dme Dimmnls G /T

fomm Dimmcedd Tooms IE. .

4 4 » ¥ *Properties { Notes 4 Preview

Previous

Rendition

Cindy Brown WYRMADS wyo-trimwgl
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A preview of the document will appear on the bottom part of the screen. If the document has more
than one page, thumbnails will also appear

e Double-Click on the PERTINENT THUMBNAIL to preview it.

.‘.'h‘ﬁ]ﬂﬁm Manaoe Records - title ninute

HOME  SEARCH VIEW MANAGE  ADMINISTRATION O--|7 [«

Q Q @1 ':Q. a El?cmssiﬁcationsta Q

ey

Records Locations Workflows Activities Communications @ Tag Current
- - - - - - Search ™™

Find
Shortcuts Search for Search by Matching criteria

Trays ¥ Records * Title Word + |dl | *minutes* Ij

i v @i Size 4 Record Number Title (Free Text Part)
¥

|_| I I3l 0/2015/28124 Minutes 6-28-2010

Records 60.1 KB |[£] D/2015/28112 Minutes 6-29-2009
Work Tray 0 o v BB e

&

Records In
STATE BECORDS COMMITTEE MEETING
Wyoming Department of Sfate Parks and Cultural Resaurces
Sigta Archives

MINUTES Tune 28th 2010

Records
Due

COMMITTEE MEMBERS TN ATTENDANCE:

CHATRMAN: Roger Joyee - Archives and Musezum Mansger
Rysn Schelines, Attomey Genaral (dfice
Pam Robinson, CPA, Public Funds M arager, Dept of Audit

OTHERS TN ATTENDANCE:

Records B Curiis Greabel = Archives and Micragrphics Supervisor
Mk Browns — Revonds Analyal
Tt Mewham — Recands Analysl

I-_LL* e Lisa Haslings — Fecords AnalystRecorder
Favaorites Brrine Mariis — Guest - Wyoiming Tribune Eagle

“ Ropier called the meeting o order ar 2:10 pom,
[P Recent |

Rymm moved ﬂul.l.'lu mimvtes of the Stale Resords 'l.mmn e maetang beld om Mg
RUTHEE Pam fed  BAnkicm

M Trays p b ¥

M 4 » M \Properties /<Notes>\Preview/<PreviousARendition/

Cindy Brown WYRMADS
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THE DOCUMENTS CAN ALSO BE VIEWED. To view the document:

Double-Click on the PERTINENT DOCUMENT.

=) —mﬁmm Manaager = [Records - title*minute |
HOME SEARCH VIEW  MANAGE  ADMINISTRATION (2 MEIEIR

Q Q @ .'h a ECIassiﬁcatinns e Q

A

Records Locations Workflows Activities Communications @ Tag  Current
- - - - - - Search ™

Find Browse

Shortcuts Search for Search by Matching criteria

Trays Ff Records * Title Word > |ol | *minutes* IEI

v 'i'-i Size E® Record Number Title (Free Text Part)
. 383 KB [@ DIEDIS,-’ES* Minutes 6-28-2010
60.1 KB ] D/2015/28112 Minutes 6-29-2009

15.0 KB 94 D/2015/28101 Minutes 6-3-13
58.6 KB ] D/2015/28135 Minutes 7-11-2011

1.1 MB || D/2015/28104 Minutes 7-14-14

| 159«s gl D/2015/28089 Minutes 7-15-13
77.8 KB |E] D/2015/28105 Minutes 7-21-14 (1)
76.0 KB ] D/2015/28125 Minutes 7-26-2010

1265 KB |[5| D/2015/28113 Minutes 7-27-2009
< | 10 |

Records
Work Tray

¥

| - |
Records In

8

Records
Due

Record Mumber !l_'] Dy2015/28089
RemrdgE] Security Access with Permission

Classification m Governance and Compliance - Governance - Minutes,
Resolutions, and Ordinances

[fa Recent Container [ | 2014/1: State Records Committee Meeting Minutes
A, Trays Retention schedule m GAC-GOV-03 Minutes and Agendas

— —m e PN

M 4 » M \PmpertiesANoltlesAPrE:‘;r-i;;/<Previ0u5/<Rendition/

Cindy Brown WYRMADS .

(% Favorites
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Depending on the format of the document, it may open in its original software (Acrobat, MS Word, etc).
If it is not in one of the "standardized" format, it will open in the Digital Archives document viewer

155D 2015 28124 Minutes ¢ ErE———)

File Edit View Window Help *®

Beae- | O OB | @02 RDEEER S & R4
a@;;z|@ |\§/ \-E| = B Tools Comment Share

Wyoming Department of State Parks and Cultural Resources
State Archives

MINUTES June 28th 2010

STATE RECORDS COMMITTEE MEETING
COMMITTEE MEMBERS IN ATTENDANCE:

CHAIRMAN: Roger Joyce — Archives and Museum Manager
Ryan Schelhaas, Attorney General Office
Pam Robinson, CPA, Public Funds Manager, Dept of Audit

OTHERS IN ATTENDANCE:

Curtis Greubel — Archives and Micrographics Supervisor
Mark Browne — Records Analyst

Pat Newbern — Records Analyst

Lisa Hastings — Records Analyst/Recorder

Brian Martin — Guest — Wyoming Tribune Eagle

Roger called the meeting to order at 2:10 p.m.

Ryan moved that the minutes of the State Records Committee meeting held on May 24th
2010 be approved. Pam seconded. Motion approved.

Retention Requests:
New: None

Obsolete: None (New section added to Agenda. All refention schedules becoming
obsolete will be reviewed by the SRC for approval) (June Agenda was amended adding
this subject)(Discussion was held)

Accession Requests:

Pam moved that accession requests a thru b be approved & Ryan seconded. Motion
approved. The approved accession requests are as follows:

74



Copying Documents

(See also training video linked to: http: oarchives.state.
archives.)

SUPERCOPYING allows an agency to save copies of one or multiple Digital Archives documents to a
user specified location on their computer.

To SUPERCOPY:

e Seclect/Tag J the PERTINENT DOCUMENTS, by clicking in the FIRST COLUMN.

20 HPE Content Manager - [Records - registeredOn:This

- HOME SEARCH VIEW MANAGE ADMI|

QR @%a A

Records Locations Workflows Activities Communications @ Us

- - b - -
Find
Shortcuts arch for Search by
Favorites Records v Date Regist
A v @1 EfRecordN.. Title
I__I} v B |7 D/2018/93 [E| CM9.1_Install
Records v B [ D/2018/94 [E CM9.1_ShareP
o v o DX - e
e E [Z] D/2018/96 [E] CM9.1_VEO

75


http://wyoarchives.state.wy.us/index.php/wyoming-digital-archives
http://wyoarchives.state.wy.us/index.php/wyoming-digital-archives

Or: to Select/ Tag J ALL the DOCUMENTS on the screen:
e RIGHT-CLICK on anyone of the documents.

o Select TAG ALL.

HPE Content Manager - [Records - registeredOn:This Yea

- HOME SEARCH VIEW MAMNAGE ADMINIE

Q& @ a Q P

Records Locations Waorkflows Activities Communications User

v v v - -
Find
Shortcuts  Search for Search by
Eavorites B4 Records ¥ Date Registered
b v 'i‘-i B2 Record Mu.. Title
Records [ ] L)
:;*‘ B © B untagal Cri+U  [e
L . (] Invert all tags 3
Wl flmaer [ Y [t

e  Sclect SUPERCOPY (to copy the tagged documents).

- HOME SEARCH VIEW MANAGE ADMINISTRATIt

[ save Copy Record bud Mail ﬁ
Save and Clear X Delete = Scan
MNew N ) iew
= @-IPropernes !%Reference @Read Barcodes
File
Shortcuts  Search for Search by
Favorites Ef Records ¥ Record Type E[
I_—i v 'i‘-i 4 Record Number Title
B D -
= BEE 9 g Ctrl+A i
Records & & b2
e E T pp2 B untagall Ctrl+U
o } E [E Do Invert all tags
Workfions t | D2 Copy Ctrl+C
& 5 or
@ E @ o2 New ’
Locations E 3 ppe Search 4
m & & pp2 Navigation »
EEoe 1982
Classificati.. | B [ pj2 &y View blume
ﬁ E & Dp2 9 Edit Ctrl+0
b
B E pp a Check Out
Schedules || B () D/2( €§ Checkln
[y
o | B0 e
E @ np 1
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The SUPERCOPY DOCUMENT screen will appeatr.
o Select the ALL TAGGED ROWS button.

o Then click OK.

Apply To:

(@)All Tagged Rows « 1

© Currently Highlighted Row Only

[¥] Always Show This Dialog

2 0].4 Cancel ‘ | Help

The SUPERCOPY DOCUMENT - ALL TAGGED RECORDS screen will appear. To SAVE a
COPY of the documents to network folder:

e Select/Toggle the LOCAL FILE, AS circle.
| |
o (Click the BLUE FOLDER icon to select where the copy of the documents should be saved.

| E Supercopy Document - All tagged Record n

Extract to

':::' Dffline Records

(@) Local file, as « 1

| 2 =[]

glways show this dialog
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The BROWSE FOR FOLDER screen will appear: (note for the Remote Server Users, finding the
uset's network folder can be tricky, try scrolling down and expanding THIS COMPUTER):

o  Select/Highlight the PERTINENT FOLDER.

e C(lick OK

. 2019-03 (Man) -
© 2019-04 (Apr)
| 2019-05 (May)
_ EDIQ—DE{Jun)« 1
©2019-07 (Jul)

. 2019-08 (Aug) b
< | I} r

A v v v

Folder:  Temp

| Make NewFolder | | ok || Concel

The SUPERCOPY DOCUMENT - ALL TAGGED ROWS screen will reappear:
e The LOCAL FILE, AS field is completed.
e (lick OK.

3 E Supercopy Document - All tagged Record

Extract to

'::' Offline Records

K:A\Temp\2019-07 (Jul)

Always show this dialog

2
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The SUPERCOPY DOCUMENT - ALL TAGGED RECORDS screen will appear:

o Select YES TO ALL.

E Supercopy Doc nt - All Record :
I: D/2019/42 Yes
£ Transcript-Volume I
# Yes to All

Make a supercopy of the electronic document for Record 'D/2019/42'7  »

Copies of the documents have now been saved (SUPERCOPIED) to the designated network folder.
The "original" documents are still stored in the Digital Archives.

If the agency has trouble "supercopying” their documents, the State Archives staff is available to assist.
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APPENDICES: (FIRST TIME USER
INSTRUCTIONS)

5.1

5.2

53

54

Logging into the Remote User Server - First Time
(Authenticator App)

Logging in the Remote User Server - First Time (Wyo-Portal)

Logging into the Remote User Server - First Time (Digital
Archives RDP)

Adding Documents - First Time (Creating A Document Queue)
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Logging into the Remote User
Server: First Time Instructions -
Authenticator

A few preliminary steps need to be taken the first time an agency attempts to access the Digital
Archives remote user server. Before proceeding:

e The assigned agency staff will obtain their USER NAME and PASSWORD from ETS

e ETS will also provide a TOKEN (QR CODE)

The agency will need to load either the GOOGLE AUTHENTICATOR MOBILE APP (iOS or
Android) or an AUTHENTICATOR APP from the Chrome Web Store:

e Make sure that the Chrome browser is installed and used for this process.

e With Chrome open, use the following Chrome Web Store page:
https://chrome.google.com/webstore /detail /authenticator/bhghoamapcdpbohphigoooaddi

npkbai?hl=en
The AUTHENTICATOR screen will appear:

" Authe_nticator

ovERAEW REVIEWSS SUFPORT RELATED.

Auanicaier

12 51526853
L] O
.6 200810

Authenticator

.....
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To install AUTHENTICATOR:

e Seclect the ADD TO CHROME button

— =N "= . Authenticator

Wik s (M7 Eradariiit

OVERIEW REVIEWS. SURPORT RELATED

ok '5_1525353
| |
L §ﬁ991n

++., Authenticato

& W
& Authenticator

4|
# W |

RELATED:

_— - .
QR creatce . Do Mot Marge WiF for L o Blockchain Wallet
C anrerm B = iund’ deed

L

T

Qi Corrpuiics wih ymr devicn

Aughentcacor panarites 2-50ep
Verification codes in your browser,

BACKUF Wi SECTETT Dy i il i
1oy bl

TTwd eomeriann i @0 & R [008 Fiader
¥our clats wil Dt Butn ST wilh Goagle
AecEnate ff 0 Pt bopied in

To puys wha mant th etenmeon buayous
this saberaien has awery wirkt content
weoarity policy, B i impotibie 1o iiert any
Alh inln the exicrris® &5 mshy mone, W

D Repont Abauso

Addizienal Information

e 5010

Upilssed junie 2, 050

Sire: 3818

Langusges: Som all 14 Lights”

[iTubye

"~
o

| T—
I secned. & . JIE
wrdrdd o 70
Tisrrn OH rhee Lietera

HTTPS Fonnsatwds

The ADD "AUTHENTICATOR"? screen will appear:

e Click ADD EXTENSION to finish installing the Browser App.

El‘-: Add "Authenticator"?

' # Add extension

Cancel
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When the extension has finished installing, a new web page will open.

e Close the new web page.

e Close the installation window for the Web Store App (Extension).

m?

The AUTHENTICATOR ICON us will appear near the upper right hand corner of the
Chrome Browser bar

. & HTS X = X

W ' fe

Email Security

Open the e-mail message from ETS with a token (QR Code) similar to the one below. There are
two methods to link the token (QR code) to the Authenticator app:

e C(licking on the TOKEN(QR CODE)

e Or entering the CODE listed below the token.

R3UONCBE2BBGJKUZ2
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To use the TOKEN (QR CODE):

?
e Select the AUTHENTICATOR ICON Cr.- in Chrome

e C(lick and drag a box around the TOKEN (QR CODE) to link it in Authenticator.

Lo ] Authenticator of &

To ENTER THE CODE:

e Copy the TEXT BELOW the TOKEN (QR CODE).
e Select the PENCIL ICON ¢ .

Lo ] Authenticator of &

The+ ICON will appear:
e Sclect the + ICON

e C(lick MANUAL ENTRY

84



The ACCOUNT ENTRY FORM will appear on the screen:
e Complete the ACCOUNT NAME field(for example VPN or Portal).
e Paste the TEXT COPIED FROM THE TOKEN (QR CODE) in the SECRET field.
e Leave TIME BASED in the drop down box

e C(lick OK

X

Account Name

VPN

Secret

Time Based ¥

The Authenticator app is now set up and ready to use as part of the wyo-portal log in.

85



Logging into the Remote User

Server: First Time Instructions -

Wyo-Portal

(Note: in preparation, the computer's JAVA may need to updated) Using an internet browser, open

https://portal2.wyo.gov

The State of Wyoming Portal2 screen will appear:

Login with the user name and password provided by ETS

(Note: wyo/does not need to be added to the user name - just the user name)

e Sclect SIGN-IN

L-acl
The

°S&z|’~'3"’v'“!='

State of Wyoming Portal2

B Chagk Point

® Standard Sign In
Wser name

1) Certilicate Sign 1

|| U Check Point Secure Warkspace
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The MESSAGE CHALLENGE screen will appear. It is requiring the code from the
Authenticator app.

State of Wyoming Portal2

© Copyright 2004-2015  Check Point Software Technologies Lid, All ights reseried

To obtain a code:

e Open CHROME

o]

[
e C(lick on the AUTHENTICATOR ICON $ , (near the upper right-hand corner of the
browser).

(WHs x| ebm - X

Email Security
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The CODE SCREEN will appear:
e (lick on the number

e Note: if it’s the first time the app has been used, Chrome will ask for permission to the app,
click OK.

e Click on the code to copy it.

@ £ Authenticator o 4

897562 <&

To continue logging into the WYO-PORTAL:
o Return to the MESSAGE CHALLENGE screen:
e Paste the AUTHENTICATOR CODE into the message challenge box.

e Select SUBMIT

W ' State of Wyoming Portal2

krayw,

Messags chabenge

—
KN e D [ cuncr |

£ Copyright 2004-2015 Check Paint Saftwane Technolagies Lid, All Aghls resersed.
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The WYO-PORTAL screen will appear:

o Select CONNECT.

¢ rpeem——
= Tk Poing
PR e ——
Risther Application s LEny 3 Feis
L eew comacied vousdl s v s gl sona.
el [ #
i =
Q e S
AT HET] HEME e e A e d e
ries @i N Dsieia s Dein
pue =
7 a4 Dl
- e Tty
£ Emmt 1908 115t Pt s im0 M s e L ek Pt

If this is the first time using portal2.wyo.gov; the SSL NETWOK EXTENDER screen will
appear. The user will be prompted to install the mobile client CHECK POINT DEPLOYMENT
AGENT. It will need to be installed in order to connect to the Remote User Server:

e Click INSTALL.

a8 551 Network Extender - Internet Explorer - B

| "@ https://portald wyo.gov/SNX/extender a8 |

@ This site might require the Fallawir

If you see a yellow bar at top of the
[ ] % page, click it and select "install ActiveX
Control”.

Information Bar Help

[T —

s Cmttan Lo Sel If you get the following dialog asking

Fantm

(e =] =) you to verify ActiveX Control

installation, select "install”.

T A W
@ e (it Fot i o o st RS DA

This website wants to install the fellowing add-on: ‘Check Point {blems
L Deployment Agent’ from 'Check Point Software Technologies Ltd.", Sun

What's the risk?
| |
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A prompt may appear regarding the ENHANCED PROTECTION MODE:

¢ C(Click RUN CONTROL

= S5L Network Extender - Internet Explorer = d

| & hitps://portal2.wyo.gov/SMNX/ extender & |
PEEEE——

@ This site might require the Followic

If you see a yellow bar at top of the
L ] m page, click it and select "install ActiveX
3 Control”.

Information Bar Help

If you get the following dialog asking
you to verify ActiveX Control
installation, select “install™.

This webpage wants to run ‘SlimClient Class’ which isn't compatible
with Internet Explorer's enhanced security features, If you trust this blems
] site, you can disable Enhanced Protected Mode for this site and | Sun

allow the control te run.

# Run control Don't run

Then the user may need to allow the popup, for this site only. To edit the setting in Internet
Explorer click, TOOLS/INTERNET OPTIONS

G https://www.google.com/?gws_rd=ssl#spf=1566577026722

& Google %
File [edit ites Help
X Convert v BB Select Delete browsing history... Ctrl+Shift+Del
15 :e]Wyoming State Archi InPrivate Browsing Ctri+Shift+P |,

Turn on Tracking Protection —
ActiveX Filtering
About  Store Fix connection problems...

Reopen last browsing session
Add site to Start menu

View downloads Ctrl+]
Pop-up Blocker 4
SmartScreen Filter 4

Manage add-ons
Compatibility View settings

Subscribe to this feed...
Feed discovery ]
Windows Update

Performance dashboard Ctrl+Shift+U
F12 Developer Tools

OneNote Linked Notes
Send to OneNote

Report website problems
2 * Internet options
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The INTERNET OPTIONS screen will appear:
e Under the PRIVACY tab

o (lick the SETTINGS button

| General | Security | Privacy | Content | Connections | Programs A{:hranced|

Settings

Select a setting for £ InJernet Zone.
- Medium

- Blocks third-party cookies that do not have a compact
privacy policy

- Blocks third-party cookies that save information that can
] be used to contact you without your explicit consent

- Restricts first-party cookies that save information that
can be used to contact you without your implicit consent

| Sites || Import || Advanced || Default |

Location

Mever allow websites to request your

Clear Sites |
physical location | —

Pop-up Blocker

Turn on Pop-up Blocker 2 # Settings

InPrivate

Disable toolbars and extensions when InPrivate Browsing starts
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The POP-UP BLOCKER SETTINGS screen will appear:
e Type portal2wy.gov in the ADDRESS OF WEBSITE TO ALLOW box
e Sclect ADD
e (lick CLOSE

e e,

Exceptions
Q Pop-ups are currently blocked. You can allow pop-ups from specific

websites by adding the site to the list below.

Address of website to allow:

poral2wyo.gov « ‘ Add
Allowed sites: 1 2

* state.wy.us Remove
159.238.24.188

etsrequestwyo.gov

mail.google.com

portal2wyo.gov
wysao.hostams.com

Motifications and blocking level:
Play a sound when a pop-up is blocked.

Show MNotification barwhen a pop-up is blocked.

Elocking level:

[Medium: Block most automatic pop-ups - ]

Learn more about Pop-up Blocker 3 #

Click OK.
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The CHECKPOINT screen will appear

e C(lick TRUST SERVER

Check Point “

Check Faint

Check Point Deployment Agent iz providing remote access to pour organization's internal
netwarks.

Important; To protect pour PC, make sure pou allow the Check Point Deployment Agent
connect only to a remote access server in your organization which you trust,

Do pou trust the zerver portal2 woo.gow to run the | neck Point Deplopment Agent’?

[ Always ask me for this web site

Moare Details > Trust Server i Drar't Trust

If prompted again:
e Sclect ALLOW CHECK POINT NETWORK EXTENDER TO MAKE CHANGES.

The SSL NETWORK EXTENDER screen will appear

(2} 851 Network Extender - Internet Explorer - bd

| [®] Check Point SSL Network Extender

Connection Mode:  Netw ork mode
Status: Connected
Gatew ay Ir  ponal2.w yo.gov
Office Mode IP. - 172,161,171
Curation: 0 Days 00:02:16
Remaining Time: 0 Days 03:51:43

@ ot

Connection Safe Applications

[Quick Launch...]

© Copyrght 2004-2015 Check Paint Software Technologies Ltd. All ights resarved.

The user is now logged into the wyo-portal. See next section to access the Digital Archives Remote
User Server
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Logging into the Remote User
Server: First Time Instructions -
Digital Archives RDP

™
The State Archives staff will e-mail an rdp(remote desktop connection) link :
e Download the RDP LINK
e Save the RDP LINK to the computer's DESKTOP

e Double-click on the RDP LINK

The WINDOWS SECURITY SCREEN will appear. Since it's the first time the user has logged
into the Digital Archives:

e Sclect USE ANOTHER ACCOUNT

Enter your credentials
These credentials will be used to connect to WYO-HPRMTS.wyo.gov.

\:” Use another account «

[] Remember my credentials

The use another account fields are now available:
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Type in the USER NAME (the user name must start with wyo\) and PASSWORD.

Click OK

Enter your credentials
These credentials will be used to connect to WYO-HPRMTS.wyo.gov.

wyo\cbrownl

C ——

Domain: wyo

Remember my credentials

2#[ OK H Cancel l

Note: After clicking OK, don't be surprised if the error screen below appears. It generally shows up
the first time users access the server. It means that the user is actually logged into the Digital
Archives Remote Server, but the correct dataset will need to be selected. This will be taken care of
during the initial training session. For further details (see instructions for dataset selection).

f Connection to HP Records Manager dataset WYRMADS failed: Error
connecting to the HP Records Manager dataset "WYRMADS' on HP
Records Manager Workgroup Server "Wyo-TRIMwgd: 1137, The dataset
with the ID 'D5' is not available. Possible causes are: it is registered on a
different HP Records Manager Workgroup Server to the one currenthy
selected, the schema of this dataset is not supported by this HP Records

Manager Workgroup Server or the network connection between the HP
Records Manager Workgroup Server and the database server has failed.

Press OK to select a different database.
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Otherwise, here is the opening Wyoming Digital Archives screen:

h E&E SCrea | |3 st aport B Layouts =

8 Creck Out | fig omc Brpert - Jyif Statistca =

Pivera et 0 P men N Ve Putiah o Prist Merge

And this is the bottom right-hand corner showing the user name:

Cindy Brown QASDS  wyo-trimwg3
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Adding Documents: First Time
Instructions - Creating A Document
Queue

The State Archives staff can assist with setting up a Document Queue. If the user would rather create the
document queue:

e Under the HOME tab, Click NEW (DROP DOWN ARROW) + .

e Sclect DOCUMENT QUEUE.

- HOME H 1
E Save |__D {
2 # + Save and Clear X |

[=|l] Properties A

Record Fi

Location

Workflow

Record Type

Document Queue 3

Document Store
Origin
Additional Field
Meeting

Other

LY TR
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The HPE CONTENT MANAGER - NEW screen will appear:
e Highlight/Select WINDOWS FOLDER.

e (lick OK

HPE Content Manage

I = 1

B8 Extended MAPI Folder
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The NEW DOCUMENT QUEUE screen will appear:
e Typeina DOCUMENT QUEUE NAME.

e Then toggle/click on ALLOW AUTOMATIC PROCESSING OF THE DOCUMENT
QUEUE box (to help save a few steps).

e To select where the queue folder is located on the uset's computer/network click on the BLUE

FOLDER ICONE].

General | Options | Filters | Access Controls | Notes

Mame of document queue

Cindy Test « 1

Location

3 == [a

Accessible only from the computer

S024CBROWNTC ol

[¥] Allow automatic processing of this document queue

OK Cancel Help
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The BROWSE FOR FOLDER screen will appear:
e Browse for and locate the FOLDER.
e Highlight/Select the FOLDER.

e C(lick OK

Browse For Folder

» ] Libraries T
> @& Brown, Cindy -
> & Computer
> @ Network

= ). Droid

| | Test Queue|« 1 B

1

Folder; ~ Test Queue

Make MNew Folder oK Cancel
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The NEW DOCUMENT QUEUE screen will reappear:

e Select the OPTIONS tab.

e To select a DEFAULT RECORD TYPE click on the BLUE FOLDER ICONEI. (Note:
if the field is left blank, the system will ask the user to select a type for EVERY document added.)

B8 New Document Queue e (S

General | Options | Filters | Access Controls | Notes

Default re; Ord type

[ ]

Default container

|:| Automatically view the current document

|:|When checking in all documents, ignore original documents

When a document is being processed:
[ ] Check for internal links to other documents
[ ] Confirm check in action before continuing

If possible, suppress entry form when creating new records

After processing each document:

Delete the document -

] | ‘ Cancel ‘ | Help
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The SELECT FROM RECORD TYPES screen will appear:

e Select/ Highlight the pertinent RECORD TYPE.

e (lick OK

Record Types

'i'-i Mame
i State Parks Document

Eé_f:- TEST-Destroy
%}- TEST-Destroy no schedule

. Treasurer

| O I . W T . Y

«| Il |

P4 Test - Document Active - Record Type

Active Dates
Active - Record Type

Active - Record Type
Active - Record Type
Active - Record Type

il

At Lo

[ 3

Mame

Access Control

Retention schedule

Can Move record When Read Only

':"‘ Test - Document £

Can Use: Cindy Brown E|
Can Update: People in (Trim Administrators)

Can Modify Access: People in (Trim Administrators)

Can Delete: People in (Trim Administrators)

X No

M 4 ¢ M \PrnpertiesANat% /

2 =

| Cancel || Search || Help
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The NEW DOCUMENT QUEUE screen will appear:

e Toggle/Check IF POSSIBLE, SUPPESS ENTRY FORM WHEN CREATING NEW
RECORDS box (the test of the boxes should remain un-toggled/un-checked).

e Under the AFTER PROCESSING EACH DOCUMENT drop down list, select DELETE
THE DOCUMENT. This will clear the queue for the next use/help avoid duplicates - the
document will be deleted from the user's folder on the computer when the queue is processed).

B8 New Document Queue | B S

General | Options |Filters | Access Controls | Notes

Default record type

i'l'est - Document hd -‘

Default container

[] Automatically view the current document

[] When checking in all documents, ignore original documents

When a document is being processed:
|| Check for internal links to other documents
|| Confirm check in action before continuing

If possible, suppress entry form when creating new records

After processing each document:

Delete the document hd

Ok ‘ ‘ Cancel ‘ ‘ Help
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The ACCESS CONTROL tab, allows the user to designate who can use and update the queue:

Access Controls

v Access To Details

Can Use <Unrestricted »
Can Update <Unrestricted »
Can Modify Access <Unrestricted >
Can Delete <Unrestricted >

Private ‘ ‘ Custom
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To change the ACCESS CONTROLS sccurity settings:

e Select/Click in the |T COLUMN for whichever access should be edited.

e (lick the CUSTOM button.

Access Controls

Details

<Unrestricted =

v CanUpdate  <Umestriced>
Can Modify Access <Unrestricted =
Can Delete <Unrestricted >
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The CUSTOMIZE ACCESS (MULTIPLE) - CAN UPDATE screen will appear:

e Seclect/Toggle RESTRICTED TO THE FOLLOWING LOCATIONS (AND ANY OF
THEIR MEMBERS) box.

e (lick ADD.

Customize access (Multiple

() Clear

iii' éRestricted to the following locations (and any of their membera}l?

MName -

Brown, Cindy

() No changes, keep current setting
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The SELECT FROM LOCATIONS - FAVORITE - ACCESS CONTROL LOCATION screen
will appear:

e (lick anywhere in the MIDDLE of the screen.

e Start typing either the LAST NAME OF THE USER or AGENCY NAME.

( Select from Locations - fa

orite - Access Control location - 1 Location ... |

@ Locations |
|
I Favorites v %' Name N
i . Behavioral Health E
Me
My
membersh...
All
ﬂ < I} | >
-1-] -
Saved Mame Behavioral Health B
Searches Business Phone
E Mobile Phone
Email Address
User All Members | ) Click to display
Labeld™]
H 4 » M \PrnperliesANotes /
I (8] 4 I I Cancel ] l Search ] I Help

107



The PREFIX SEARCH - NAME screen will appear:

e Finishing typing the LAST NAME OF THE USER or AGENCY NAME.

e (lick OK

1 E Prefix Search - Name ‘ E

brown

Prefix is out of range. Try to reselect?

The SELECT FROM LOCATIONS screen will appear:
e Highlight the PERTINENT NAME/NAMES FROM THE LIST.

e C(lick OK

10
e:brown* - Access Control location - 1 Loc... _EL

( Select from Locations - nam

LDCEtIOI"IS

varites v %' Name
i T | |

&

My
membersh...

b
S

=

pJj —T— *

Saved Business Phane -
Searches Accepting Logins | v Yes
Access Control Can Use: <Unrestricted =
Can Update: People in (Trim Administrators)
User Can Modify Access: People in (Trim Administrators)
Label@ Can Delete: People in (Trim Administrators)
Manage Group Items (User Labels, Check In Styles,...):
<Mo-one:x>
Can View Details: <Unrestricted>
Active? Active i

M4 » ¥ Properties/<N0tes

2 #[ oK H Cancel H search H Help
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The CUSTOMIZE ACCESS (MULTIPLE) screen will reappear.

If the name/names look correct:

e C(lick OK

Customize access (Multiple) - Can Update - Cindy Tes

() Clear

'iﬁi' Restricted to the following locations (and any of their members)

Mame - Add

! Brown, Cindy « 1

Add

Bemove

() No changes, keep current setting
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The NEW DOCUMENT QUEUE screen will reappear.

To complete the creation of the Document Queue:

e C(lick OK

General | Options | Filters

Access Controls | Notes

v Access To Details
v Can Use Brown, Cindy
Can Update Brown, Cindy
Can Modify Access <Unrestricted >
Can Delete <Unrestricted
4 | Il
| Clear ‘ ‘ Private Custom
—}‘ oK | | Cancel Help
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The Document Queue will appear on the screen. To save it as a FAVORITE:
e Right-Click on the pertinent DOCUMENT QUEUE.
e Select SEND TO.

e C(lick FAVORITES.

HPE Content Manager - [Document Queues - Cindy Test - 1 Document Queue found]

- HOME SEARCH VIEW MANAGE ADMINISTRATION

E Save Copy Record Mail I: .."| Check In

E Save and Clear X Delete E= Scan & Check Out
Niw @-i Properties ﬂ Reference E Read Barcodes View  Edi Print
File Documents
Shortcuts Search for Search by Matching criteria
Eavorites Ef Records * Date Registered - -l this year

Print
Agq XML
Web

[ v B8 Name % Last Updated By Date Last Upd
EL> ] i a—— ] 50w, Cindy 07/25/2019 2
Tag All Ctri+A

Fl
Records 1 |
:;* B untagal Ctrl+U
g Invert all tags
Workflows
Copy Ctrl+C
@ Mew »
Locations

Copy Document Queue

&

Search 4
Classificati... % Notes
ﬁ Process
Schedules Security And Audit 4

x Delete

L

Thesaurus

Send To > E Save Reference 3rI+M

Remove From » ** Favorites « F4

—
p i
3
L)

@i Properties Alt+Enter

Saved
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APPENDICES: (ADVANCED USER
INSTRUCTIONS)

6.1 Searching for Document/Containers - Complex
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Searching for
Documents/Containers - Complex

(See also training video linked to: http://wyoarchives.state.wy.us/index.php/wyoming-digital-
archives.)

The Digital Archives has powerful search capabilities, ranging from simple one term searches up to
complex multi-tiered searches which can be saved for future use.

COMPLEX/FILTERED SEARCHES

The simple search results can be narrowed down, or more than one search criteria may be used:

After searching for a record, (see instructions above):

n

Refine

e Sclect the REFINE SEARCH (FILTER) icon Search,

- HPE Content Manager - [Records - title*minutes* - 3 Records found]

- HOME SEARCH VIEW MAMAGE ADMINISTRATION

Q a @1 ..Q a [} Classifications W& CheckIn Styles & Tag Al (YI
- &, To Do Items @ Untag All

Records Locations Workflows Activities Communications v Count | Refine
= = = = = @ User Labels Invert All Tags Search St
Find Browse Tag
Shortcuts  Search for Search by Matching criteria Refine Se
Eavorites ﬂ Records w Title Word EB *minutes®
A v 21 EfRecordN.. Title &
I__I} | 2 2017/849 | Commissioners Minutes BK #DD EI
Records | .d 2017/795 I Commissioners Minutes
i ] .d 2017/850 [ Commissioner Minutes BK #DD B I
o ¥
e
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The SEARCH FOR RECORDS screen will appear. To EDIT or REFINE the search results:
e Inthe SEARCH tab.

e Select the NEW button to add a new layer/search by option.

Search for Records _,.L X

WR@m Types | Sort | Results |Options‘

Search By

Title Word

Enter the words to use for this search

*minutes*

@ aND @oal New “ Insert ” Delete H . H NOT ” Reset

titler*minutes®

v |
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o (Click the BOTTOM search criteria.

e Select a SEARCH BY choice/Click the DOWN ARROW E

o For even more SEARCH BY alternatives, click the BLUE FOLDER icon E] -which will
provide a list of all search options-including any special data entry fields that may have been set up
for the agency's records.

Search for Records _,.L X

Search |F|Iter | Record Typesl Sort | Results |Options|

Search By

Title Word

Enter the words to use for this search

*minutes*

title:* minutes®

and title:*minutes®

115



If the BLUE FOLDER icon E] is clicked the SEARCH METHODS screen will appear:
e Toggle/Select the ALPHABETICAL citcle (to make the list easier to seatch).
e Seclect/Highlight the pertinent SEARCH METHOD.

e C(lick OK

(C) By Category (C) By Format 1#

Method Name Cap:c.i.un »~ |E
e containsEx Contains (Including Alternate) I
e cc Copied '
e copyOf Copy Of I
EEE CorrespondencefAuthor Correspondence Author iE'
@ Coverage Coverage i
@ Coveragelocation Coverage/Location i
%. creator Creator « 2 '
e currentVersion Current Version of I
transferredOn Date archived (custody transferred)
archivedOn Date archived (keep forever) :
e DateClosed Date Closed i
createdOn Date Created |
finalisedOn Date Declared As Final |
destroyedOn Date destroyed jE
| T 3

“

3 # OK Cancel ‘ ‘ Help
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The SEARCH FOR RECORDS screen will reappear. In this example:

e A new CREATOR scarch has been added for the name “Brown, Cindy.” to the TITLE search
for *minutes*.

(Note: The NOT button and OR citcle can also be used to filter out words/phrases.

e Toggle/Select the RECURSIVE box, if it appears (it does not necessatily show up for all search
criteria).

e C(lick OK

=

Search for Records

Search ‘Fllter | Record Typesl Sort

<+=1

Enter the Location to search by

| Results | Opt'lons|

Search By

Creator

=7

Brown, Cindy

V| Recursive!

Select search style for Location

An individual Location -

@anD ©or

New “ Insert “ Delete l | [..) H NOT l l Reset
title:*minutes® o
and creator:Brown, Cindy h 4
| »
l OK Cancel l [ Open ] l Editor - l l Help
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This will bring up the filtered (refined) results:

HPE Content Manager - [Records - titles*minutes®* and registeredOn:03/13/2017 to 03/14/.

- HOME SEARCH WIEW MAMNAGE ADMINISTRATION

Q q (-::'\ .'. a [f} Classifications W& Check In Styles
a Q g J.j_ To Do Items

Records Locations Workflows Activities Communications

E3 < NESET e e

= — — — — @ User Labels I
Find Browse
Shortcuts Search for Search by Matching criteria
Eavorites M Records * Title Word w* |l [ *minutes®
h v @l Ef Record N... Title
[ SJERI=1 2017705 L] Commissioners Minutes o |
Records

If the same search is continually used, it can be saved/added to the FAVORITES. To save the search:
e RIGHT-CLICK on any of the documents.
e Sclect SEARCH.

e Sclect SAVE SEARCH AS.

E 'i ontent Manager - [Records - registeredOn:This Year - 333 Records found]
- HOME SEARCH VIEW MANAGE ADMINISTRATION

Q q L‘. o\ .. ﬁ’ l m Classifications & Check In Styles g Tag A
& Q Q {,j, To Do Items E Untag

Rec:rds Loca:ons Wor@ows Act|$t|es Commu:matmns E‘ User Labels Invert
Find Browse Ta
Shortcuts. Search for Search by Matching criteria
Eavorites 4 Records ¥ Date Registered EB this year
I_—|h} v 'i‘-i 4 Record Nu... Title Date Registered
2(] t 01/16/2019 at
: :. g TagAl Cirl+ b e
Records ] w E 01/16/2019 at 1
Untag all Ctri+U
:;* 'i"i‘ 2 . : 01/16/2019 at 1
e} E ©o Invert all tags on plan 01/16/2019 at 1
Workflows E [@o o Cirsc e 01/16/2019 at 1
@' E [@o 1 01/16/2019 at 1
M M — 4 01/23/2019 at 1
Locations -- 2 ‘ Search « }| R Refine Search F7 |¢
E w 'i| 2 Navigation > Open Saved Search 3
i WA o £
it Contained R |
Classificati... 5 'i' 5 s in ecords Trays » 1
@ E %o Details > r) Refresh Search s |]
] [ D, Security And Audit b 123 Count 2 1
Schedules . !D D 1
ﬂ B @o Locations » a Save Search As | .
- - Reouests >
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The NEW SAVED SEARCH screen will appear:
e Type in a NAME for the new saved search.

e Select/Toggle ADD TO FAVORITES.

Access Controls

Cindy Temp « 1

Cescription

Records - titler*minutes* and registeredOn:03/13/2017 to 03/14/2017

Owner

Brown, Cindy

Within Search Group

&

@&dd to famritesé

3 m—p
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To run the FAVORITE SAVED SEARCH:

e Under the FAVORITES bar.

e (Click on the SAVED SEARCH icon.

= HPE Content M

] w——pp

Q &

HOME

sl

€

Records Locations Wor

i i

Shortcuts

Favaorites
et
Records
ok
<5

Workflows

&

Locations

[

Classifications

o

Schedules

S

Thesaurus Terms

0 == Sk

Saved Searches

Sea
A
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The FAVORITE SAVED SEARCHES LIST will appear.
e Select/Highlight the PERTINENT SEARCH.

e Double-Click or hit Enter to RUN THE SEARCH.

- HPE Content Manager - [Saved Searches - favarite - 4 Saved Searches found]

- HOME SEARCH VIEW MAMAGE ADMINISTRATION

Q ('l G:‘\ .0 a [} Classifications W& Check In Styles [ Tag Al
a Q Q ﬁ To Do Items E Untag All

Recirds Loca:i.ons Worfows Activvities Commu:ications E‘ User Labels Imvert All Tags
Find Browse Tag

Shortcuts Search for Search by Matching criteria

Eavorites Ef Records v Date Registered EEI today

I v MName % Cwner Date Last Updated
I__I} Q, Agency License Info Brown, Cindy 11/25/2015 at 2:45 PM
Re

®8 Cindy Temp Brown, Cindy 04/26/2018 at 2:19 PM

The results will then appear on the screen:

- HOME SEARCH VIEW MAMNAGE ADMINISTRATION

q o\ @ (1 [} Classifications W& Check In Styles 5 1
Q o ®
a kQ \Q n ﬁ To Do Items E l

Records Locations Workflows Activities Communications

- v - - v @ User Labels I
Find Browse
Shortcuts Search for Search by Matching criteria
Favorites Ef Records  Title Word - | | *minutes*®

A v 21 EfRecordN.. Title
I__I} ] ﬂ 2017/795 |mm| Commissioners Minutes

Rernrds
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Classifications

Classifications are similar to Retention Schedules. In addition to determining a legally approved timeline
for disposal or archiving of records, Classifications can be used to assign secutity levels/access restrictions.
In the Digital Archives folder data entry form, the Classification field is generally mandatory.

Containers

Just as with paper records, a container is used to group documents. All of these are considered containers:
box, folder, sub-folder, etc.

Datasets

Datasets are similar to databases. Datasets are a group of electronic records, servers, settings and indices
that all tie together to create a collection of digital records. The Digital Archives has three datasets: QA
(user testing environment), Development (IT testing environment) and Production (official use
environment).

Date Created

A search term in the Digital Archives, it refers to the date the scanned/electronic document was created.

Date Registered

A search term in the Digital Archives, it refers to the date when the scanned/electronic document was
added to the Digital Archives.

ETS (Department of Enterprise Technology Services)

ETS is the department in charge of the maintenance and support of all aspects of Information
Technology for Wyoming State government. They are an important partner in the Wyoming Digital
Archives project as they assign user credentials to the remote server, oversee all the servers on which the
datasets are stored, and manage the data backup process.

Files

Files in the Digital Archives are the equivalent of documents.

Foldetrs
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Folders in the Digital Archives are containers, which usually hold documents. Sub-folders could also be
nested within the folders.

Location

Location is another name for users. It can refer to individual users and agencies.

Metadata

Metadata is widely defined as "data about data." For most Digital Archives users, it is primarily
considered the data entry form which includes information about the specific record.

Record Types

Record Types are a group of settings which help customize documents, folders and sub-folders. The
settings help determine the security level of the records, who can access and add a particular type of
records, what fields are used in the data entry form, where the documents are stored on the servers, etc.
Records

Records are information, regardless of medium or characteristics, made or received by an agency in
pursuance of legal obligations or in the transaction of business. In the digital archives “records” is a
general term that applies to documents, files, folders, etc.

Retention Schedules

Retention Schedules are a legally approved timeline for the disposal or archiving of records.

User Type

User Type determines which tasks the licensed user can perform. For example, an Inquiry User, the
lowest type, only permits the user to search and copy records.
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