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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 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 paper records. 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 desktop client or at any computer by using the
secure web client. 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 paper records.

Storage and backup

e Records in the Digital Archives are stored and backed up daily, weekly, monthly on servers
administered by ETS; 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 Agencies. The
Archives can provide a reasonable number of licenses to each agency and 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.

e The State Archives’ State Imaging Center is able to assist agencies that have large scanning
projects involving paper or microfilmed records. If interested, please contact the State
Archives staff for more information about the services the State Imaging Center provides.



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 has a limited number of licenses available to

each agency. If needed, the agency can purchase additional licenses and pay the annual maintenance fees.
The agency provides each of the users' names and corresponding network user names.

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.

Software

The State Archives will ask ETS to load the softwate on the agency computer/computers. If the agency
has dedicated IT staff available, they can also request a copy of the software package from ETS.

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. 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.

The State Archives will schedule a visit to provide additional training and help with software default
settings.

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 more details).

ADDING DOCUMENTS: The agency can use one of two methods to add documents to
folders/sub-folders/etc.




Adding Documents - Dragging & Dropping: A batch of records can be selected/highlighted in
Windows Explorer and dragged over to a Digital Archives folder/sub-folder/etc. It adds a copy of
the records to the Digital Archives. Unless the user wants to select the Record Type individually for
each document added, it is recommended that the Drag & Drop Default Setting is used (see section
above). If more than one record is highlighted and dropped into the Digital Archives, once the
record type is determined, a Process Documents in Folder screen will appear in the software. The
records will need to be "checked in." (see appendix for more details).

Adding Documents - Document Queues: A Document Queue folder can be set up on the
agency computer with a linked queue folder set up in the Digital Archives. Any records added to
the agency computer queue folder will be "processed" and placed in the Digital Archives. Again,
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).

Note: As a rule, Document Queues are not used when the documents in the Digital Archives need to be
added to individual folders.
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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, 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: There are two primary ways to copy documents out of the Digital Archives. If the
agency only needs a copy of one document, it can be dragged and dropped onto the uset's computer
desktop. If copies of multiple documents are required, they can be "supercopied," 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

10



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

11



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

12



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

13



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

|

14



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].l « 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 Va WYRMADS wyo-trimwgl

2

15



In the OPEN HPE CONTENT MANAGER DATASET screen:

e The dataset will now appear on the list.

Open HPE Content Manage se ﬁﬁ X

Dataset name = Primary HPE Cont...
£ WYRMADS wyo-trimwg1

»

Properties Default Remaove l HTTP Proxy Settings ]

| [

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-trimwg1

: 2

Properties Default Remaove l HTTP Proxy Settings l

Open the default dataset next time you run HPE Content Manager

4wy’ o [ cae ]|

16



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 VIEW MANAGE ADMINISTRATION o e

w1l Record Types [§] ﬂ'ﬁ & Security Levels m = Q = é"bl Q-MAN =
11 = ¥ Security Caveats p 5 £y & h‘ -
o] ~ == [ Online Audit Log  ~MeduIes g Spaces Ad;;z’:a' IR
Records Security Archiving Physical Other

Shortcuts Search for Search by Matching criteria
Recent E4 Records ¥ Date Registered > || yesterday M@
Containers

&

[ Favorites

[Fs Recent

.

Cindy Brown WYRMADS wyo-trimwgl .
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The OPEN HPE CONTENT MANAGER DATASET screen will reappear:

Open HPE Content

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

}

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

18



Default Drag and Drop Settings

Documents can be added to the Digital Archives by selecting them in the uset's network computer folders
and dropping them onto folders in the Digital Archives. Unless a default Dropped File record type is
selected, the software will prompt the user to select a record type for EACH document dropped into the
Digital Archives.

| - 72 Record Types founc

Record Types

'i'-i Name Active Dates -

| Y Administrative Hearings Document Active - Record Type

E Adjutant General Document Active

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

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

mll L aio o Dol FHo BAo sl VEao) Paaioaio A edleae  Memmedd Towm =

<« | 1 |

MName . Administrative Hearings Document

Access Control Can Use: People in (Administrative Hearings, Office
of]

Can Update: People in (Trim Administrators)

Can Modify Access: People in (Trim Administrators)
Can Delete: People in (Trim Administrators)

Retention schedule

H 4 » M Properlies/<Notes

ok || cancel || search || hep

19



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

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

e (lick on OPTIONS.

2 HPE Content Manager - [Rg

1 # M HOME  SEARCH

— Copy
= Open Dataset
- Delet
] Refer
Work Offline
ﬁle

T Work Online

3

B e i 2

=l 2
\\d Desktop Add-Ins E D
2(
@ [ D,
Profile N
a i D,
A Z D,
EQ View Rights E\'l D
| =t
I% Setup Information Z| D
iz D,
Exit [
X = D,

k|| 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 Med Folders Dropzone
Default record type
v|m
| Default Container |
ol

20



e If the RECORD TYPE has been selected BEFORE, you can just click the DROP-DOWN
ARROWE, and select the pertinent RECORD TYPE.

e C(lick OK.

HPE Content Manager options i=h

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

t’:]

Default record type

Default Container

[T] Confirm check in action before continuing
[7] Display data entry form when creating new records

|:| Display Document in Viewer When Processing
If document is a Windows file:
|:| 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 l Get Global l l Help

21



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 ol

.- HPE Content Manager options g X
|
| Viewer Document Store Caching Email Startup Reporter
Locale Appearance | Spelling Search Search Options
' GIS Settings Dropped Files Dropped Faolders Dropzone
Default record type
*CORR* « 1 v |m

Default Container

|:| Confirm check in action before continuing

If document is a Windows file:

|| 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

22



In the SELECT FROM RECORD TYPES screen:

e  Select/Highlight the pertinent RECORD TYPE (for example: CORRECTIONS name line).

e (lick OK
i » ™
'i'-l Select from Record Types - nar Iy . Ef X
I
Record Types
'i'-i MName Active Dates £
& 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
e Make sure that NONE of the boxes ate toggled/checked.

e (lick OK

HPE Content Manager optiol = (=8 X

Viewer | Document Store Caching | Email | Startup | Reporter
Locale | Appearance | Spelling | Search | Search Options
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 l Get Global l l Help

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

24



Search Defaults

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

¢ 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 Manaqge

v HOME SEARCH VIEW MANAGE ADMINISTRATION o v

( l N @ [} Classifications W& Tag Al fl = -
l Y L ﬁl
= kQ Q tal % Untag Al 123 = Yy |
Records Locations Workflows Activities Communications @

T T Count Refine  Save Refresh X

v hd v hd v Search Search As Search
Find Browse Tag Current Search
Shortcuts Search for Search by Matching criteria
Eli B4 Records v Date Registered v [ | this year h 1 |L| @
—_ |
Refine

Then select the REFINE SEARCH icon Search,

% HPE Content Manager - [Records - registeredOn:This Year]
A HOME  SEARCH  VIEW  MANAGE  ADMINISTRATION > MEIENRY

Q q E'.\ .. a [} Classifications W& [ Tag Al T23 ’1 Q c:) <) -
& Q Q & B untag Al YN = D+~
Recirds Locaiions Wor@ows Activvities Commu:ications @ T ] T Count 2::::; Se:rac\:eAs I:::: Q X~
Find Browse Tag Current Search
Shortecuts Search for Search by Matching criteria
Favorites 4 Records * Date Registered * |M | this year |L| @
[ v 'i'-i 4 Record N... Title % Cre «
D | oo e o = o — [T
I Records & |®| D/2018/6 |®| Sub Meg 25889, Gebo Wy, Owl Creek Coal Co LG Bro I

25



The SEARCH FOR RECORDS screen will appear:

o Select the RECORD TYPES tab.

Search for Records ;..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 Records File - Health - Vital Statistics
W Archive BoxA
= Archive Building Plans
III Archive document
Bl Archive Folder
i Archive Map Case Collection
lﬁ Archive Microfilm
Archives Oral History-Audio Callection
B Archive Photograph
0 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
B' County Clerk Document - Crook County
% County Clerk Document
. County Clerk Document - Fremont County
e County Clerk Document - Goshen County

T T o L T N

Save as Default Record Type Filters

7 |

26



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|

<

Record Type
E Adjutant General Document
= Adjutant General File
"W Adoption Record Box - Health - Vital Statistics
i Adoption Records Docs - Health - Vital Statistics
[ | Adoption Records File - Health - Vital Statistics
W Archive BoxA
= Archive Building Plans
“I Archive document

- Archive Folder

i Archive Map Case Collection Tag Al Ctrl+A
li Archive Microfilm | Untag all Ctrl+U |«
Archives Oral History-Audio Collection Invert all tags
B Archive Photograph
' Artifact Document
v @ Artifact Folder IR ey
v . Audit Document

v Bl Audit Folder

v M Audit Subfolder

v W Audit Sub-subfolder

v * County Clerk Document - Big Horn County

v u County Clerk Document - Carbon County

v 9 County Clerk Document - Crook County

v % County Clerk Document

v ' County Clerk Document - Fremont County

v e County Clerk Document - Goshen County

Tag Every

L R S S S .

Save as Default Record Type Filters

Editor
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o 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 (lick OK

‘ Search | Filter | Recaord Types |Sort | Results |Option5|

v Record Type -
I - County Clerk Folder - Sweetwater County I
[ | County Clerk Folder - Teton County
| County Clerk Folder - Washakie County
e County Clerk Folder - Weston County
) County Clerk Folder
[ | County Clerk Sub-Folder - Crook County
W County Clerk Sub-Sub-Folder - Crook County
E Campbell County School District Document
[ | Campbell County School District Folder
1 . Corrections
v Ef Corrections Folder
i Corrections HR Document
Bl Corrections HR Folder
III Corrections HR MicroFolder
B Corrections HR Subfolder
B Corrections Sub
M Corrections Sub - IU
2 . Corrections - Probation and Parole
v Ml Corrections - Probation and Parole Folder
EE County Treasurer Document - Fremont County
[ County Treasurer Folder - Fremont County
i Document
i Education Document

3 E Engineer Doc -

é&ave as Default Record Type Filters

oK hnoel ] l Qpen ] [ Editor vl [ Help

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

28



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
REGISTERED (added to the Digital Archives) THIS YEAR.

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

HPE Content Manage

A5V HOME SEARCH VIEW MANAGE ADMINISTRATION 0'
Q q G.“\ .. a [} Classifications W Tag All 123
= Q °Q Ral X Untag Al = y 4
Records Locations Workflows Activities Communications @ Invert All Tags Count Refine Save Refresh ’
v v v v v . 2 Search Search As Search
Find Browse Tag Current Search
Shortecuts Search for Search by Matching criteria
o 4 Records + Date Registered v || this year h 1 |L| @
L | N I |

e Right-Click on the COLUMN HEADER LINE.

=8 HPE Content Manager - [Records - registeredOn:This Year - Filtered - No Records found]

- HOME SEARCH VIEW MANAGE ADMINISTRATION

Q a @ ..Q a m Classifications W& Check In Styles ; Tag All 12
L &4, To Do Items z

% Untag All

Recirds Locaiions Wor@ows Activvi'ties Commu:ications @ User Labels % Invert All Tags Co
Find Browse Tag

Shortcuts Search for Search by Matching criteria

Eavorites F* Records * Date Registered EB this year

rLLI | v 'i‘-i B Record Number Title « Date Due for Destruction
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Select FORMAT COLUMNS.

HPE Content Manage eqisteredOr
= HOME SEARCH WVIEW MAMNAGE ADMIMISTRATIOM
l I E Sawve Copy Record M ail . I: -‘j Check In :_=
E Save and Clear X Delete @ Read Barcodes —j Check Out  Aa
Mew . . View Edit . . ==
- [=lil Properties P, Reference Print [;e]
File Documents
Shortcuts Search for Search by Matching criteria
Favorites B Records + Date Registered - |- this year
b v 'i‘-i ¥ Record N... | Title E— =
ort Ascendin
e || =me s —m— o
] ] Sort Descending
Records = % D/2018/6 [ Sub Meg LG
o ef [|m® 2018/3  Ef 2015 Display >
et Bd (@ pbrzo018/7 [E) 2005 Ta Alignment r
Waorkflows @ = D/2018/8 [] 2005 Ta Best Fit
@ @ = D/2018/9 |[[£] 2005 Ta Best Fit All Columns
B¥  [® ps2018/10 [ 2005 Ta Remove This Calumn
Locations 201874 2004
-- 4 - Format Columns...
153 B+ |® bp/zo18/11 [E) Delete 2
The COLUMN PREFERENCES screen will appear with lists of AVAILABLE COLUMNS and
DISPLAYED COLUMNS:
e Sclect the COLUMN NAME from either the Available or Displayed Column list.
e ADD/REMOVE the pettinent columns.
e The displayed columns can also be arranged clicking the UP/DOWN buttons.
e (lick OK

(B o=

|
I Available Columns « 1

123 Accession

m Retention schedule

anccession Number

eAction

 additional Number#

%Addressee

eAdmission Date

W 2dopted child's Bio Sibling (Last N..
W ~dopted child's Birth Name (Last N...
W 2dopted child's DOB

'Adopted Parent Mame (Last Name, ...
E Agency-Author

eAIias(es]

.Alpha Range

4 Alternative container

@Approval Date

Add -»

<- Remove

up

Date Due fi struction

IE'Arrangement

=Y

Displayed Columns « 2

'i'-iRecord Type
Ef Record Number
AaTitle

% Creator
@Container title
4 container

Cancel

| Hep

4 o]
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A NEW Column has been added to the Search Results. In this example, its RETENTION
SCHEDULE.

HPE Content Manage Record eqistered! I
BB  HOME  SEARCH  VIEW  MANAGE  ADMINISTRATION (2 MEIEIE
| E Save Copy Record Mail I: -'] Check In [%‘_; Print Report @ Layouts ~
Save and Clear X Delete EH Read Barcodes " Check Out A XML Export  Jull Statistical =
Niw E-i Properties !;, Reference View  Edit o Print [iél Web Publish =" Print Merge
File Documents Reports
Shortcuts Search for Search by Matching criteri |
Favorites 4 Records ¥ Date Registered v @ | this year |L| @
A .-l 4 Record N... Title m Retention schedule % Creator
I__I}> =|FYl20182  [aml1 LGL-RPR-03 A erown, Cindy
I Records & ¥ D/2018/6 [ Sub Neg 25889, Gebo Wy, Owil ... [&] Brown, Cindy I
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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.

] m——pp

| ”
mew  Open Dataset
-
\C!
0 Work Offline h
i Work Online |
e
L (=
E Options « [h
>
o -
\\ Desktop Add-Ins c

Profile

View Rights

Setup Information

wr = Be

X Exit
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The HPE CONTENT MANAGER OPTIONS screen will appear:

o Select the APPEARANCE tab.

HPE Content Manager options ;..i

Viewer | Document Store Caching | Email | Startup | Reporter
@IS 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
GIS 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
Colars: 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.i

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

Use a custom skin

[ Set skin color I« 2

[ Beset skin color l

Double Click Style for documents in HPE Content Manager Desktop

| Edit -|

Double Click Style for documents in HPE Content Manager

|View "

Double Click Style for containers

| Mavigate to Contents - ‘

External Link for record double 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 Sclect the NEW + icon.

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

- HOME <@=3EARCH VIEW MAMNAGE ADMIP
1

2 l I = Save Copy Record lud Mail

Save and Clear X Delete — ey

Niw |E|-i Properties ll Reference E Read Barcodes

| =l
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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

| HPE Content Manager - New I

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

'i‘-i MName A~
B Environmental Quality - Air Document Activ
B Environmental Quality - Water Document Activ
ol File Activ
E2 Folder Activ

] Family Services - Adoptions Document Activ

- Family Services - Adoptions Folder « 2 Activ

E Family Services - Child Support Services Document Activ

[ ] Geological Survey Document Activ
] Geological Survey Document - Open Activ
[ | Geological Survey Folder Activ
III Geological Survey Subfolder Actiu_
i Health - Behavioral Health Document Activ
Bl Health - Behavioral Health Folder Activ
Il Health - Behavioral Health Sub-Subfolder Activ

W Health - Behavioral Health Subfolder - Open Record

L (1L

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. 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.

—

] New Family Services - Adoptions Folder | = || =] ||ﬂh|
General
Classification Legal and Judiciary =
- Legal Matter :
- |m
Management -
Adoptions

Adopted Childs Mew Mame [LastName, FirstMame)  test

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

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

Placement Date

Finalized Date

aEEEEEEEE-

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 existing folders. 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.
B:
- HOME SEARCH VIEW MANAGE ADMINISTRATIC

Q q E:'\ .'. a [} Classificatior

a Q 'hQ ﬁ To Do Items

Records Locations Workflows Activities Communications E' User Labels

Ent Manager - [Records - title:cindy test - 5 Records g

- - - - -
Find E
Shortcuts  Search for Search by
Fa\‘rﬂritEE d RECﬂrdE w TitlE‘ W«Drd -
h v 'i'-i ¥ Record Nu... Title
I__I} ol -} ol 2019/148 M Cindy-Test
Records ol | (ol 2019147 MMl Cindy-Test o
Jok r4 id 2019/62  E# Cindy Sub-folder test
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RIGHT-CLICK on the Folder.

=

B o

Select NEW.

SEARCH

VIEW

Click on COPY RECORD.

MAMNAGE

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

ADMINISTRATION

+ E Save Copy Record lud Mail ._"| Check In E'_: Print Report @ Layouts
E Save and Clear X Delete == Scan I: " Check Out A3 XML Export il Statistic:
Niw E-i Properties E Reference @ Read Barcodes View i Print [@]Web Publish =" Print M¢
File Documents Reports
Shortcuts Search for Search by Matching criteria
Favorites | B4 Records >  Title Word v |[m| Cindy Test

v 'i‘-i 4 Record Nu... Title ~ Date Due for Destruction Di
s d 2019/55 s Cindy Test Archive (Keep Forever) u‘ A

™
1
0
e
Workflows

Locations

([

Classificati...

ot

Thesaurus
Terms

P

Saved
Searches

<3

Templates

=5

9 [+]e4 2019/62
B o8 01952

B4 Cindy Sub-
B8 2018 Cont

2 =

3 <. ES ES = <.

Tag All
Untag all

Inwert all tags

Copy

Ctri+A
Ctri+U

Ctrl+C

R# [ B |2019/137 [ |Cindy Test Bl o on Trigger Date u‘

cified
cified

u‘A:
n‘A:

New

«|

Record Mumber
Title

Date Created
Date Registered

=

M 2019137
[ | Cindy Test
Tuesday, May 21, 2019 3
Tuesday, May 21, 2019 3

Search

MNavigation

Details

Security And Audit
Locations

Requests

Workflow
Communications
Electronic

Archiving
Administrative Tools
Send To

Remove From

@i Properties

Alt+Enter

New Record

w

Copy Record & 3

MNew Version

]

v v v v v v vy vy vy v W

L
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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 |:|Assig_nee

Access Control [V ] owner
Qispasitian [ Home

Attached thesaurus terms DCcntainer
éﬁ.ttacﬂed classification:

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

[¥] Additional Fields

Contacts Select all

Select none

Mumber of copies

LB

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).

28 HPE Content Manager - [Records - 2019/137 plus a copy - 2 Records found]

- HOME SEARCH VIEW MANAGE ADMINISTRATION

E Save Copy Record Mail Ij Check In Print Report @ La

Save and Clear Delete == Scan Check Out = A3 XML Export il St:
Nevw Properties I, Reference @ Read Barcodes View  Edi Print Web Publish Pr
File Documents Reparts
Shortcuts Search far Search by Matching criteria
Favorites B4 Records + Title Word EB Cindy Test
™ v 'i‘-i E* Record Number Title Date Registered
I__I} ol ol 2019137 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:
e RIGHT-CLICK on the New (copied) Folder.

e Sclect PROPERTIES.

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

- HOME SEARCH VIEW MANAGE ADMINISTRATION

[ ] i o
Q a t?a 'Q [} Classifications W& Check In Styles & Tag Al
L & To Do Items @ Untag All

Records Locations Waorkflows Activities Communications

o o o o o El User Labels Invert All Tags
Find Browse Tag
Shortcuts Search for Search by Matching criteria
Favorites 4 Records v Title Word EB Cindy Test
1Y v 'i‘-i 4 Record Number Title Date Registered ~
E} [ I |2019/145 R 07/22/2019 at 2:04 PM 1
B Tag Al Ctri+A
Records ol ol 20190137 | © 05/21/2019 at 11:46 AM
:;* @ Untag all Ctrl+U
Ol Invert all tags
Workflows
Copy Ctrl+C
@ New 14
Locations Search »
m Navigation »
Classificati... Details »
ﬁ Security And Audit »
—_— Locations »
Schedules
Requests »
E Workflow »
Thesaurus Communications »
TS Electronic 14
ﬂ Archiving »
Administrative Tools »
Saved
Searches ||l Send To 4
["* Record Number | [l Remove From »
®e| || rite | [ 2
Templates || Date Created Tus.-s\_D;i peoRSHtics SeLLEntey
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The DATA ENTRY FORM will appear on the screen:

e EDIT it as needed.

e (lick OK
ml Campbell County E Eistn'ct Folder - EDIQJI%iE [
i | Attached thesaurus terms Record jurisdictions Scheduled Tasks i
I General Record Actions Contacts Related records i
Fs
Title (Free Text Part) Cindy Test - New Fnlded i
el (=
Classification Administrative - Education - Student
Records
w |l
<]
Motes
T
Date Created 05/21/2019 11:45:27 AM =

2 wmlpy oK Cancel ‘ ‘ Help

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 7o\ @ q [H} Classifications W& Check In Styles & Tag All
l. hd
a Q .": t dh, To Do Ttems E Untag All 123

Recirds Locaiions Wor@ows Activvities Commu:ications @ User Labels Invert All Tags Count
Find Browse Tag
Shortcuts Search for Search by Matching criteria
Favarites B8 Records * Title Word EE] test folder
h v 'i‘-i B Record Nu... Title = Date Registered Date

j2/2019 at 1:56 PM

1 Iu --- Administrat]

Tag All

]
Ctrl+A
Records e [+|e 2019562 EA Cindly Sub-f 1/2019 at 3:10 PM Unsy
o ofl 1)o@ 201571 o Test Foider | B Untagal Cri+U 62019 at 8:23 AM 03/2
2o } Invert all tags
Workflows
Copy Ctrl+C 3
@ 2 * New | NewRecord
Locations
Search . Copy Record
m Navigation g r§+ MNew Version
=N - .. o -

The CREATE NEW RECORD screen will appear:
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e Seclect/Highlight the pertinent SUBFOLDER RECORD TYPE.

e Toggle the CONTAIN NEW RECORD WITHIN (the folder info) box.

e C(lick OK

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

Select record type:

'i‘-i Mame
¥ Health - Public Health Folder
“I Health - Public Health Subfolder

B Livestock Bd - Animal Health

i Livestock Bd -Brand Inspector

E | ivastrrk B - Brand | Init
L

3 =
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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.

—

" 5 New Health - Public Health Subfolder [ E e E

General | Scheduled Tasks i
] i
Fiscal Year - Title (Free Text Part) "

s

Motes

%3
I

:| S
2019/33 i
Enclosed? [

] 4 ‘ ‘ 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 - Dragging &
Dropping

Documents can be dragged and dropped into folders in the Digital Archives, using the steps below:

NOTE:

make sure the appropriate DRAG & DROP DEFAULT RECORD TYPE

OPTION is set to the agency DOCUMENT TYPE (see additional information above).

Highlight/Select the DOCUMENTS on the uset's network/computer dtive to be added to the

Digital Archives.

Note: It is recommended that the uset's network/computer folder is NOT JUST highlighted.
The folder should be expanded, because if there are any sub-folders - their contents will not
automatically be included with the dragged and dropped documents.

Locate the CORRESPONDING FOLDER in the Digital Archives.

DRAG & DROP the uset's network/computer documents directly onto the corresponding
FOLDER in the Digital Archives.

Organize ~ [ open Burn New folder 4= -
RG *  Name
R Mountain Onli
ocky Mountain Online WY PBES
South

Caldera Productions

)
)
Strategic Planni
HELEHIE A ERICH I Fremont County Clerk
)
)

Survey-COSA
Temp

Washakie County Clerk
Wyo History
) Junge's Hard Drive Manifest.xlsx

2018-03 (M L
=
2018-08 (A

| | Transcript-Volume IILPDF

%] Transcript-Volume ILPDF

2018-10 (Oct)

| [&] Transcript-Volume XILPDF

2018-11 (Nov) e

Type: PDF File
Size: 641 MB

3 items selected Date m o
Date modified: 2/21/2019 1:44 PM

ke

HPE Content Manage

HOME

Records

[Records 2019/14, Record fou

MANAGE ADMINISTR#

VIEW

SEARCH

[ save hd Check In = 3~
Save and Clear x — Ij Check Out m M'
s Niw [l Properties B = b (En Print (@) X
= File Documents Reports
hortcuts Search for Search by
Favorites E= Records ~ Record Type EEI ZI

Matching criteri

&Y

Title
*o¥ Cindy-Test

v &1 E Record Number
b ¥ 2019/147

1

—
2

3

o 2019/147
M rre o~ . — L

Record Number

4 4 » » “Properties { Notes A Preview A Previous £ Rendition

Cindy Brow .

-
=
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Note: if only one document is dragged and dropped, it will automatically be added to the folder.
Otherwise:

e The PROCESS DOCUMENTS IN FOLDER screen will appear (if more than one document
was dragged and dropped.

e The document status will appears as DRAFT.

28 HPE Content Manager - [Process Documents in folder - K\Temp\4

- HOME SEARCH WVIEW MANAGE ADMIMNISTRATION

I E Save Copy Record Mail |
Delete = Scan L

Save and Clear

Niw Properties I, Reference @ Read Barcodes View E
File C
Shortcuts Search for Search by
Eavarites ¥ Records ¥ Record Typ EB
b v MName Status
I__I} [Z] Transcript-Volume II Draft
Records [%] Transcript-Volume XII Draft
f";* [Z| Transcript-Vaolume III Draft
- d

To PROCESS THE ITEMS IN THE FOLDER or CHECK IN the records:
e RIGHT-CLICK on any of the documents.

o Select TAG ALL.

&0 HPE Content Manager - [Process Documents in folder - K\Temp\2019-07 (J

- HOME SEARCH VIEW MANAGE ADMINISTRATION

I I save Copy Record lud Mail ﬁ I: &c
Delete B= Scan i C

Save and Clear

Nevw Properties I Reference ¥ Read Barcodes oler e p
File Documents
Shorteuts Search for Search by Matching 1
Favarites Ef Records ¥ Record Type EB :
b v Mame Status Type
Records (] Transcri‘ g Tag Al Ctrl+A
’.;*'- [£| Transcri E Untag all Ctrl+U | File
Invert all tags
Workflows .
Check In
o] .
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e Then RIGHT-CLICK on any of the documents again.

o Select CHECK IN.

- HPE Content Manager - [Process Documents in folder - KA\Temp\20

- HOME SEARCH WIEW MANAGE ADMINISTRATION

[ save Copy Record Ind Mail ﬁ

M

E Save and Clear Delete = Scan
New . 3 ] View  Edit
w (=l Properties B3, Reference = Read Barcodes
File Doc
Shortcuts Search for Search by I
Eavorites Ef Records ¥ Record Type A -l :
b v Mame Status
v e T
Records v [ET ;o lag All Ctrl+A ‘
- Untag all Ctrl+U
:;* v [ET & 9 I
o} Invert all tags
Workflows
§ CheckIn S
A |—u

The DOCUMENTS have been processed/added to the Digital Archives.

e NOTE: the Status column info has changed from DRAFT to ORIGINAL

HPE Content Manager - [Process Documents in folder - K\Temp

- HOME SEARCH VIEW MAMNAGE ADMINISTRATIO

I save Copy Record | Mail ﬁ
E Save and Clear Delete = Scan I
Mew : View
w =l Properties . Reference E Read Barcodes
File
Shortcuts Search for Search by
Favorites F4 Records ¥ Record Typ o
b v Mame Status
I__I} v |E] Transcript-Volume II Original
Records ||V |I5| Transcript-Volume XII Original
tf;* LS Transcript-Volume III Original
L Ja §
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The documents are now in the Digital Archives FOLDER where they were dropped.

E j intent Manager - [Records - number:2019/147 - 1 Record found]
- HOME SEARCH VIEW MAMNAGE ADMINISTRATION
E Save Copy Record lud Mail = -'i Chec
Save and Clear X Delete == ocan lj ﬁ Chec
Niw E|-i Properties E Reference E Read Barcodes View  kdit . Print
File Documents
Shortcuts Search for Search by Matching crite
Favorites | 4 Records v Record Number v |@| 2019/147
h Vi 'i'-i Ef Record Nu... Title

Records

To see the documents within the folder:
e Click on/Expand the icon.

e The icon will change to the IElicon, and the documents will be listed on the screen.

HPE Content Manager - [Records - number:2019/147 - 1 Record found]

- HOME SEARCH VIEW MANAGE ADMINISTRATION

i save Copy Record lud Mail = I: M Che
Save and Clear X Delete B= Scan -ﬁ Che
N,E'w @-i Properties ﬂ Reference @ Read Barcodes View  Edit o Prin
File Documents
Shortcuts Search for Search by Matching crit
Eavorites ﬂ Records * Record Number M| 2019/147
b 1 v 'i'-i 4 Record Nu.. Title
PLEES 2010
Records ot [E| D19/16 |E| Transcript-Volume I
T ¢ ot [E] D19/15  |E| Transcript-Volume XII «
. -
p ot [Z] D19/14  |E| Transcript-Volume I
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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 set up the Document
Queue in the Digital Archives. 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. However,
the default settings on the Document Queue can be set up to select a specific folder (container). But the
default settings will need to be updated every time a different folder is required.

Therefore, unless the same folder is consistently used, it may be easier to use the Drag & Drop method of
adding documents to the Digital Archives.

There are two options for processing the Document Queue:

e Option 1: Accessing the Document Queue within the Digital Archives.

e Option 2: Accessing the Document Queue on the user's computer.
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OPTION 1, USING THE DOCUMENT QUEUE WITHIN THE 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'te being added to the
Digital Archives.)

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

HPE Content Manager

HOME

SEARCH VIEW

E Save Copy Record
Save and Clear Y Delete
MNew . '
- E-i Properties E Reference
File

Shortcuts Search for

1 # Favorites - Records -

Locations

Classificati...

Thesaurus

wp@
3

Searches
3

Templates

2 # Docﬁnt

Queues
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The DOCUMENT QUEUE 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 MANAGE ADMINISTRATION

o\ @ m Classifications IWE Check In Sty
Q Q QQ .Q a J.j_ To Do Items

Records Locations Workflows Activities Communications

- - - - - @ User Labels
Find Browse
Shortcuts Search for Search by Matching criteri
Eavarites ¥ Records * Date Registered > |l | this year
™ v B8 Name %. Last Updated By

Drmmerle

The records from the computer/netwotk DOCUMENT QUEUE should appear on the PROCESS
DOCUMENT QUEUE list:

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

- HOME SEARCH VIEW MANAGE ADMINISTRATION

O @ [} Classifications
Q& @ q 4
L 44, To Do Items
Becords Locations Workflows Activities Communications El User Labels

- - - - -
Find Brow
Shortcuts Search for Search by !
Favorites Ef Records v Date Registered v |m
% v Mame Status
I__I} Ll Albuquerque Museum 131, stu... Draft
Records ) P99-43_102, New school buildi.. Draft <
:;v*; ¥ 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.

e Select TAG ALL.

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

- HOME SEARCH VIEW MAMNAGE ADMINISTRATION

o @ m Classifications [l
Q & @ q &
- &, To Do Items
Records Locations Workflows Activities Communications @ User Labels

- - - - -
Find Brows
Shortcuts Search for Search by ¥
Favaorites Ef Records ¥ Date Registered - ol | 1
b v Name Status
o m
Tag Al « Ctrl+A
Records | O 29 r
4 | E Untag all 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.

&80 HPE Content Manager - [Process document queue Archives - Test (Doc

- HOME SEARCH VIEW MAMNAGE ADMINISTRATION

QAR @a & fmoe

Records Locations Worlkflows Activities Communications

= = = = = @ User Labels
Find Browse
Shortecuts Search for Search by Matc
Favorites B4 Records * Date Registered EB this
I_—|L} v MName Status
m
Records v [ pgd T Tag All Ctri+A 1pc
<k ||V [E P B Untagal Ctri+U o
’ Invert all tags
Worldlows Y
E Check 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.
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OPTION 2, PROCESSING THE DOCUMENT QUEUE FROM THE COMPUTER
/NETWORK FOLDER

e Move copies of records into the uset's computer/network queue folder.

PREP WORK: The DEFAULT RECORD TYPE will need to be in place prior to processing the
document queue. For instructions see the Default Drag and Drop Settings above. (Note: the records
from the uset's computer/network queue folder will NOT be DELETED as they'te being processed.
The user will need to clear out the folder once the records have been added to the Digital Archives.)

To process the Document Queue:

e RIGHT-CLICK on the QUEUE FOLDER on the USER'S COMPUTER.
e Select SEND TO.

e (lick on HPE CONTENT MANAGER.

Print with DirPrn ...

Add to VLC media player's Playlist
Play with VLC media player

Print Directory Listing

TreeSize Free

7-Zip

CRC SHA

Share with

Restore previous versions

Combine supported files in Acrobat...

Include in library

Send to « 2 | Compressed (zipped) folder
Cut ‘. Documents

Copy 54 Faxrecipient
HP Records Manager
Delete HPE CM Desktop
Hename HPE Content Manager « 3
Properiics HPECM Desktop
HPRM Desktop
' TRIM
| TRIMdesktop
DVD RW Drive (D)
CBROWN1 (\\efs\024_spcr_cr\Archives\Users) (K)
Archive Photos (P:)
Retendata (R:)
ASouth_Data (U2)
Archives_Data (W)
Access_Database (Y:)
Shared Information (Z3)

Create shortcut
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The records from the computer/netwotk DOCUMENT QUEUE should appear on the PROCESS
DOCUMENT QUEUE list:

&5 HPE Content Manager - [Process document queue Archives - Test (

- HOME SEARCH VIEW MAMNAGE ADMINISTRATION

o\ [ m Classifications i
Q&R @ e &
- &1, To Do Items
Records Locations Workflows Activities Communications @ User Labels

- - v - -
Find Brow
Shortcuts Search for Search by !
Favorites Ef Records v Date Registered v -|
b v Mame Status
I__I} Ll Albuquerque Museum 131, stu... Draft
Records || P99-43_102, New school buildi.. Draft «
f:;t || P99-43_117, The Sinks, Popo A.. Draft

To SELECT /TAG all of the records in the Document Queue:
e RIGHT-CLICK on any one of the documents.

o Select TAG ALL.

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

- HOME SEARCH VIEW MAMNAGE ADMINISTRATION

o @ m Classifications
Q& @ &
- &, To Do Items
Records Locations Workflows Activities Communications E‘ User Labels

- - - - -
Find Brows
Shortcuts Search for Search by ¥
Favorites Ef Records v Date Registered - |l | 1

Ctrl+A
Records f

h v Name Status
[ | @
' Tag Al «
@ 1aqg

Untag all Ctrl+U

i

ok
S ¥

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

o Select CHECK IN.

&80 HPE Content Manager - [Process document queue Archives - Test (Doc

- HOME SEARCH VIEW MAMNAGE ADMINISTRATION

QAR @a & Lo

Records Locations Worlkflows Activities Communications

= = = = = @ User Labels
Find Browse
Shortecuts Search for Search by Matc
Favorites B4 Records * Date Registered EB this
I_—|L} v MName Status
m
Records v [ pgd T Tag All Ctri+A 1pc
<k ||V [E P B Untagal Ctri+U o
’ Invert all tags
Worldlows Y
E Check In «

Once the records have been checked in, the status of the documents will change from "draft" to
ORIGINAL.

PE Content Manager - [Process Documents in folder - C\Users\cb

- HOME SEARCH VIEW MANAGE ADMINISTRATION

'i'-i Record Types @ Actions Eﬁ Automated Part Rules  §
m Classifications * a8 Requests Origins
HE| Thesaurus Terms * BH Document Queues ~ £
Records
Shortcuts Search for Search by !
Favorites E4 Records v Date Register v |m

b v MName Status
I__I} v ﬂj Document Queue Folder Default Original

Records v |[Z] Document Queue Folder Default Qriginal
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(Note: the records from the uset's computer/network queue folder will NOT be DELETED as they're
being processed. The user will need to clear out the folder once the records have been added to the
Digital Archives.)
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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
BB
=

New
v BT
File

Recent £ Rec

3

Containers

o
Recent
Documents

[ Favorites
(s Recent

&, 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 more 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.)

&8 HPE Content Manager

- HOME SEARCH VIEW MAMNAGE ADMINISTRATION

Q q @ .. a [} Classifications W& Check In Style
a Q Q {,j, To Do Items

Records Locations Workflows Activities Communications El User Label53

- - - - -
Find 1 wse
Shortcuts Search for Searc Matching criteria 4
Eavarites d Recaords + Title Word - - *minutes® «
— I
The results screen will appear: 2

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

- HOME SEARCH VIEW MANAGE ADMINISTRATION

Q q E?\ .'. a m Classifications W& Check In Styles
& Q Q {,j, To Do [tems

Records Locations Workflows Activities Communications

= - - - - @ User Labels
Find Browse
Shortcuts Search for Search by Matching criteria
Favorites | S Records v Title Word EB *minutes*

A v 21 EfRecordN.. Title
e | = o - —
Records ] ﬂ 2017/795 ) Commissioners Minutes «
1':;* - d 2017/850 I Commissioner Minutes BK #DD

- &
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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 Select the SEARCH/RECORDS icon “3*.

HPE Content Manager - [Saved Searches - favori

- HOME SEARCH « WNAGE
2= Q Q @ q1 KX

Records Locations Workflows Activities Communications
- - - - -

Find

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

———
Search for Records

Search |Fi|ter | Record Typesl Sort | Results |Opti0ns|

Search By

Title Word

Enter the words to use for this search

MNew l l Insert 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.

!m!ﬂ'l'aﬂi'a? Manage Records Htleminutes ierer 340 Becords found
HOME SEARCH VIEW MANAGE ADMINISTRATION

’.?\ @ [} Classifications W& 5 Tag Al Q
Q Q kQ .bQ a & H untag Al

=
Records Locations Workflows Activities Communications @
- A4 - - -

Current

o
Tnvert All T:
e = Search ™™

Find Browse Tag
Shortcuts Search for Search by Matching criteria
Trays 4 Records Title Word EB *minutes®

) i.‘i Size 9 Record Number Title (Free Text Part)
38.3 KB |5 D/2015/28124 Minutes 6-28-2010
60.1 KB |5 D/2015/28112 Minutes 6-29-2009
15.0 KB ﬂj D/2015/28101 Minutes 6-3-13
58.6 KB |5 D/2015/28135 Minutes 7-11-2011
1.1 MB |£| D/2015/28104 Minutes 7-14-14
15.9 KB MJ D/2015/28089 Minutes 7-15-13
77.8 KB |5 D/2015/28105 Minutes 7-21-14 (1)
76.0 KB |5 D/2015/28125 Minutes 7-26-2010

126.5 KB |IZ| D/2015/28113 Minutes 7-27-2009
153 KB MJ D/2015/28083 Minutes 7-30-12
16.6 KB ﬂj D/2015/28088 Minutes 8-26-13
157 KB MJ D/2015/28082 Minutes 8-27-12
433 KB = D,'QUI’S‘ESHG Minutes 8-29-2011

Records
Work Tray

Records In

Records

‘i’
L
Records In

ar Due

O ] 1 é |

=1 | Title [ (MINUTES) 2016 4nnual Bear River Commission Meeting

5 Esvor s Audit Events o Click to display

Access Control View Document: Pe in (Engineer's Office (see Record Type 'Engineer Document'))
[T Recent View Metadata: Pel (Engineer's Office (see Record Type 'Engineer Document’)
& Trays Update Document: ple in (Engineer's Office (see Record Type 'Engineer Document'))

Dlndadn Docced Blabadaboy Docela v (. ‘o VB on (onn Docced Toann 'L

M 4 » M ‘Properties /4 Notes /4 Preview/<Prewou5/<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.

= T.'h‘ﬁmﬁm VMianaoe Records - title ninute

HOME  SEARCH VIEW  MANAGE  ADMINISTRATION O-[-][=][«]

Q a &'ia .:Q a ECIassiﬁc&tions | & Q

[ ]

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

Find Browse
Shortcuts Search for Search by Matching criteria
Trays ¥ Records * Title Word + || *minutes* Ij

v 'i'-i Size B Record Number Title (Free Text Part)

| 3s3ke[E]oroisesies Minutes 6-28-2010

Records 60.1 KB &) D/2015/28112 Minutes 6-29-2008
Work Tray 0 P 1 B,

e

i
i

STATE HECORDS COMMITTEE MEETING
Wyoming Department of State Parks and Cultural Resources
Siata Archives

MINUTES Jume 28th 2010

COMMITTEE MEMBERS [N ATTENDANCE:
DUE CHATRMAN: Roger Joyee - Archives and Musezum Mansger
Rysn Schelines, Attomey Genaral (dfice

Pam Robinson, CPA, Public Funds Manager, Dept of Audit

OTHERS IN ATTENMDANCE:

Reco rd5 E] Curtis Greabel = Archives and Micragraphics Sepervisor
Mgk Bewans — Fetonds Analyal
Pl Mewhem - Recands Analvs)

I—_u:hl . Lisa Haslings — Feconds AnalysiFeconder
Favorites Brioe Mastin - Guest ~ Wyneing Tribune Fagle

Roger called the meeting o order a0 2:10 pom,
[ Recent

Foymm moved that the mimtes of the State Records Commitie: mesting held on Mg
TN b aneenved  Pam seeomied  BAntiom aneensd

M, Trays 4 b 4

H 4 F M \Properties /<Notes>\Preview/<PreviuusARendition/

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

%5 D 2015 28124 Minutes e

File Edit View Window Help x

Roe- | D O L | 20BRDLEEE & B ]
a@a;z|@ |é/ \j-/| = & Tools Comment Share

STATE RECORDS COMMITTEE MEETING
Wyoming Department of State Parks and Cultural Resources
State Archives

MINUTES June 28th 2010

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:
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Copying Documents

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

If the agency only needs a copy of ONE document, it can be DRAGGED AND DROPPED onto the
uset's computer desktop.

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

To SUPERCOPY:

e Sclect/Tag v the PERTINENT DOCUMENTS, by clicking in the FIRST COLUMN.

&0 HPE Content Manager - [Records - registeredOn:This

- HOME SEARCH VIEW MANAGE ADMII

QA @K A I

Records Locations Workflows Activities Communications @ Us

- - - - -
Find
Shortcuts arch for Search by
A v g EfRecordN.. Title
I__I} v B |F D/2018/93 [E] CM9.1_Install
Records v K £ D/2018/94 |[] CM9.1_ShareP
:;* VAN "Il D/2018/95 [P CM9.1_Spec
o} B 2 D/2018/96 [ CM9.1VEO
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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
Q] @u A

Records Locations Workflows Activities Communications

b

Shortcuts
Favorites
I:h}
Records
ok
Sy ¥

L P

SEARCH VIEW

MANAGE

ADMINIE

m Class

{,j,To D

- @ User

e Sclect SUPERCOPY (to copy the tagged documents).

- HPE Content Manager - [Records - type:1125 (Environmental Q|

B o

E Save

Save and Clear X Delete
o @-i Properties

New

Shortcuts

Favorites

7

Record

o

5

Workflows

B

Locations

&

Classificati...

w
(=]
=
i}
o
c
™
v

SEARCH VIEW MANAGE ADMINISTRATI¢
Copy Record hud Mail |h
2= Scan
E Reference @ Read Barcodes View
File

Search for

4 Records

Search by

¥ Record Type

-

v wil Ef Record Number
'3 D21

H

F I E(E S E (R E R

Df2
D/2
D/2
Df2
D/2
D/2
Df2
D/2
D/2
Df2
D/2
D/2
Df2
D/2

Title

Tag All

/]
/]
E Untag all
Invert all tags

Copy
New
Search
Nawvigation
Q, View
9 cedit
e
Y CheckOut
&Y Cheknn

Ctri+A -

Ctrl+U

Ctri+C

Ctrl+O

1982

olume

||3—% Supercopy

<=

- - -
Find

Search for Search by

Ef Records ~ Date Registered

v 'i‘-i F Record Nu.. Title
E [ MnVieTakh Ke¥s L] Al CHotn Annnes Adactnr S

. | & Tag Al Ctri+A |,

B E § untagal Ctri+U e
i =] Invert all tags i
[N =
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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 OK 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.

=
e C(lick the BLUE FOLDER icon to select where the copy of the documents should be
saved.

| E Supercopy Document - All tagged Record u

Extract to

'f::' Offline Records

(@) Local file, as « 1

| 2 == [a]

Always show this dialog

68



The BROWSE FOR FOLDER screen will appear
o Select/Highlight the PERTINENT FOLDER.

e C(lick OK

Browse For Fold E

oL 2019-03 (Mar)
oL 2019-04 (Apr)
koL 2019-05 (May)
L. 2019-06 (Jun)

> b 2019-07 (ul) s |

b} 2019-08 (Aug)
< | Il

Eolder: ~ Temp

| Make New Folder |

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

e C(lick OK

Extract to

@gfﬂl'ne Records

K:\Temp\2019-07 (Jul)

glways show this dialog

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

o Select YES TO ALL.

- __ -
| E Supercopy 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.
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APPENDICES: (ADVANCED USER
INSTRUCTIONS)

51 Adding Documents - Creating A Document Queue

52 Searching for Document/Containers - Complex
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Adding Documents - 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.

- HDMECI—!I_
E Save @ (
2 # Save and Clear X |

[=[lj Properties (2 W

Record Fi
Location
Workflow

Record Type

Document Queue

Document Store
Origin
Additional Field
Meeting

Other

L TR

72



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

e (lick OK

HPE Content Manage

Windows Folder «

B 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 ICONB.

EBS New Document Queue ST ™2™

General | Options | Filters | Access Controls | Notes

Mame of document queue

Cindy Test

Location

Accessible only from the computer:

S024CBROWN7C B

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 L
» & Computer
[> @ Metwork

> L. Droid

| | Test Queue|« 1 B

111

PN
L4

Test Quele A

FEolder:

Make New 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 ICONB. (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 B Y™ 5™

General | Options | Filters Access Controls | Motes

Default reg 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 hd

] 4 | | 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

B State Parks Document Active - Record Type
Wiest pomment Adive- Record Typs
Eif:- TEST-Destroy

Eif} TEST-Destroy no schedule

. Treasurer

‘ Tl P e T e oo

[ I R,
«| I |

Active Dates

Active - Record Type
Active - Record Type

Active - Record Type
l

}

Mame ':"' Test - Document £

Access Control Can Use: Cindy Brown E|

Can Update: People in (Trim Administrators)
Can Modify Access: People in (Trim Administrators)

Can Delete: People in (Trim Administrators)
Retention schedule

Can Move record When Read Only| X No
M 4 » M \Prnperties /<th&5 /

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

e Toggle/Check IF POSSIBLE, SURPESS 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 EenEeR>™

General | Options | Filters Access Controls | Notes

Default record type

i'l'est - Document v -|

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 -

o] 4 ‘ ‘ Cancel | ‘ Help
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The ACCESS CONTROL tab, allows the user to designate who can use and update the queue:

General | Options | Filters | Access Controls E
v Access To Details
Can Use <Unrestricted >
Can Update <Unrestricted >
Can Modify Access <Unrestricted >
Can Delete < Unrestricted >
< | Il b
| Clear ‘ Private | ‘ Custom
OK ‘ Cancel ‘ | Help
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To change the ACCESS CONTROLS sccurity settings:

Select/Click in the ’T COLUMN for whichever access should be edited.

Click the CUSTOM button.

Access Controls

Details

<Unrestricted =

Vv CanUpdate  <Unrestricted>
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

'@:ﬁ' éRestricted to the following locations (and any of their members);

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 - favorite - Access Control location - 1

DCAtlon

@ Locations |
N
I Favorites v & Name & l
[l . Behavioral Health E
Me
My
membersh...
All
L | —m— »
- -
Saved MName Behavioral Health -
Searches Business Phone
E Mobile Phone
Email Address
User All Members | & Click to display
Lakel
M4 4 » M \Properties /<Notes /

| ok || cancel || search || hep
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The PREFIX SEARCH - NAME screen will appear:
e Finishing typing the LAST NAME OF THE USER or AGENCY NAME.

e C(lick OK

E Prefix Search - Nim u

brown | oK I

Prefix is out of range. Try to reselect?

E

The SELECT FROM LOCATIONS screen will appear:

e Highlight the PERTINENT NAME/NAMES FROM THE LIST.

e C(lick OK

( Select from Locations - name:

Locatmns

avorites M %' Name
T |

@

=

My
membersh...
All
S :
Saved Business Phone -
Searches Accepting Logins | v Yes
Access Control Can Use: <Unrestricted =
Can Update: People in (Trim Administrators)
User Can Modify Access: People in (Trim Administrators)
LabeIEE] Can Delete: People in (Trim Administrators)
Manage Group Items (User Labels, Check In Styles,..):
<No-one>
Can View Details: <Unrestricted >
Active? Active

M 4 ¢ M ProperliesANotes

2 #I 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

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

MName o

[ Brown, Cindy « 1

Bemove

@) No changes, keep current setting

84



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 >
< | 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 = Scan 8 Check Out
Niw @-i Properties '1 Reference E Read Barcodes View  Edi Print
File Documents
Shortcuts Search for Search by Matching criteria
Favorites 4 Records v Date Registered A -] this year

Print
A XML
Web

[ v B8 Name %. Last Updated By Date Last Upd
EL> ] i e —— ] & 0w, Cindy 07/25/2019 3
Tag All Ctrl+A

/]
Records 1 /|
:;* M Untag all Ctrl+U
g Invert all tags
Workflows
Copy Ctrl+C
@ MNew 2
Locations

Copy Document Queue

=

Search »
Classificati... M Notes
ﬁ Process
Schedules Security And Audit r
E g y x Delete
Thesaurus :'aar: > Send To » E Save Reference 3r|+M

* -
Location Remove From 3 * Favorites « F4

@i Properties Alt+Enter

@ o
= =
m

2 C
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Searching for Documents and
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 Sear<h,

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

- HOME SEARCH VIEW MANAGE ADMINISTRATION

N\ [ [[} Classifications W& Check In Styles 5 Tag All
Q a QQ .UQ a ﬁ To Do Items E Untag AIIJ ’Y\

Records Locations Workflows Activities Communications v Count | Refine
- = = = = @ User Labels Invert All Tags Search S
Find Browse Tag
Shortcuts  Search for Search by Matching criteria Refine Se
Eavorites ﬂ Records * Title Word EB “minutes*®
A .-l 4 Record .. Title
i ==| 2017/849 [==| Commissioners Minutes BK #DD EI
Records | .ﬂ 2017/795 I Commissioners Minutes
t’;* - .ﬂ 2017/850 ™ Commissioner Minutes BK #DD E |
U
(]
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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 .g.;. X

Wﬂeqm Typesl Sort | Results |OptTon5|

Search By

Title Word

Enter the words to use for this search

*minutes®

@ano Cor Insert

2
v

title:*minutes*

v |
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Click the BOTTOM search criteria.
Select a SEARCH BY choice/Click the DOWN AMOWB.

For even more SEARCH BY alternatives, click the BLUE FOLDER icon [EI -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 .e.;. X

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

Search By

Title Word

Enter the words to use for this search

*minutes®

@anD ©or | New || nset || Dete | o || nor ||

titler*minutes®

and titler*minutes*®

) o) |
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If the BLUE FOLDER icon IEI is clicked the SEARCH METHODS screen will appear:
e Toggle/Select the ALPHABETICAL citcle (to make the list easier to seatch).

e Select/Highlight the pertinent SEARCH METHOD.

e (lick OK
(7) By Category () By Format
Method Name Caption =

e containsEx Contains (Including Alternate) I
9 cc Copied '
e copyOf Copy Of |

EEE CorrespondencefAuthor Correspondence Author iE'
@ Coverage Coverage i
@ Coveragelocation Coverage/Location i
Gy creator Creator « 2 :
9 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 j

<« | I 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 ;. X

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

Search By

|
e = |
tt]

Enter the Location to search by

Brown, Cindy h 2

3

Select search style for Location

lAn individual Location -

@ AND ®or New H Insert ” Delete H € H NOT “ Reset

title:*minutes® -

and creator:Brown, Cindy h 4

oK I [ Cancel ] [ Open ] [ Editor v] l Help
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This will bring up the filtered (refined) results:

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

- HOME SEARCH VIEW MANAGE ADMIMISTRATION

Q ’1 (':“ .'. a [} Classifications W2 Check In Styles
& Q g Q[_j, To Do [tems

Records Locations Workflows Activities Communications

—

=1 = 22

= — — — — E| User Labels I
Find Browse
Shortcuts Search for Search by Matching criteria
B " Records * Title Word w |ol | *minutes*
A v @1 Ef Record N... Title
p C ‘ommissioners Minutes
ZIRI= 2017755 (2] Commissoners Minues |
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 - Dntent Manager - [Records - registeredOn:This Year - 333 Records found]
- HOME SEARCH VIEW MAMNAGE ADMINISTRATION

Q q G.\ .. a [} Classifications W& Check In Styles 3 Tag A
a Q Q ﬁ, To Do Items E Untat

Records Locations Workflows Activities Communications J
- - - - - User Labels Inver
Find Browse Ta
Shortcuts Search for Search by Matching criteria
Favorites EH Records ¥ Date Registered EB this year
& v 'i‘-i 4 Record Nu.. Title Date Registered
2( t 01/16/2019 at
: :. 8 Tag Al Ctri+a [ o R
Records [ ] [ 01/16/2019 at 1
- Untag all Ctrl+U
ok W[+ w2 eg s ’ 01/16/2019 at 1
o} B [@p Invert all tags on plan 01/16/2019 at 1
Workflows E [Eo o Cirlec fvde 01/16/2019 at 1
@ E [Eo 1 01/16,/2019 at 1
(= P e 0 01/23/2019 at 1
Locations -- 2 ‘ Search « P‘ R Refine Search F7 |¢
m w 'i' 2 Navigation » Open Saved Search £
E “o ) ;
Classificati. THE:? s Contamed|Record= Trays *
ﬁ E %o Details » r) Refresh Search F5 |1
— | [E] D, Security And Audit P 123 Count 2 1
Schedules [ gj D 1
ﬁ B @o Locations 4 Q Save Search As ‘ i
P e P Reguests »
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The NEW SAVED SEARCH screen will appear:
e Type in a NAME for the new saved search.

e Sclect/Toggle ADD TO FAVORITES.

General | Access Controls

Mame

Cindy Temp « 1

Description

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

Owner

Brown, Cindy

Within Search Group

]

@ﬁdd to favorites

3 m—p
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To run the FAVORITE SAVED SEARCH:
e Under the FAVORITES bar.

e (lick on the SAVED SEARCH icon.

= HPE Content M
_ HOME Sl

Q R ¢

Records Locations Wor
- -

Shortouts
1

# Favorites

Sea
A
"
Records
ok
o}
Workflows
Locations
Classifications
Schedules
Thesaurus Terms

Saved Searches
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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 - favorite - 4 Saved Searches found]

- HOME SEARCH VIEW MANAGE ADMINISTRATION

Q (1 .E?\ .. a [} Classifications W@ Check In Styles & Tag Al
a Q g {,j, To Do Items E Untag All

Recirds Loca‘tions Wor@ows Activvities Commu:ications E‘ User Labels Invert All Tags
Find Browse Tag

Shortcuts Search for Search by Matching criteria

Eavorites Ef Records * Date Registered EB today

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

(O8] Cindy Temp Brown, Cindy 04/26/2018 at 2:19 PM

The results will then appear on the screen:

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

- HOME SEARCH VIEW MAMNAGE ADMINISTRATION

7o\ 9 q m Classifications W& Check In Styles E 1
Q 1 o ®
a KQ Q n 44, To Do Items E L

Records Locations Workflows Activities Communications

- - - v - @ User Labels I
Find Browse
Shortcuts Search for Search by Matching criteria
Eavarites Ef Records * Title Word - -| *minutes®
A v @l EfRecordN.. Title
I__I} 4 4 ﬂﬂ 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 security 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.

Folders
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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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