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&% Alfrescor

Overview

This document provides an overview tutorial of lresco™ Open Source Content
Management System to accompany the download cfytstem available at:
http://dev.alfresco.com/downloadsYou can also access an on-line demo by going to:
http://www.alfresco.com/products/ecm/taur/

In this tutorial we will go through the processstdirting to work with Alfresco, right

from the point after it is installed and runningeWill walk through the process of
logging in, adding a new user, and creating andagiaig content. We will also introduce
the concept of a Smart Space, which is a collavarapace that uses rules to simplify
the handling, management and transformation ofectintWe will also show how to use
additional properties and categories to organizefeud content.

Before starting, make sure that your system hag imsgalled properly. The installation
is fast and easy for either Microsoft Windows® amux. If you have any issues in the
installation, you can find help in the Alfresco Bors athttp://forums.alfresco.com/

To begin, if Alfresco was installed from the Tombandle, start the web client from:
http://localhost:8080/alfresco
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&% Alfresco

Starting with Alfresco

When you open your browser to Alfresco the verstfime, you are taken to tiuest
Home This space can be used to hold any contenythatvould like to be available to
anyone who has access to your Alfresco server.

3 My Alfresco - Mozilla Firefox Blﬁ]@

File Edit Miew Go EBookmarks  Tools  Help

G- % (x| f~7ﬂ [ et flcslbunst:Bnanyslfrescojfacesijsp jdsstboardsfeantainier.jsp ¥ 0= G

= U : £

Y rrer— &5 0@ @ raseanissue Fllogniguesty BE-| 00 |
Mavigator = &+ My Alfresca

== My Alfresco Dashboard
.

onfigure this view and build vour personal Alfresco dashboard

My Home

Getting Started

Alfresco Common Tasks

; Demonstration @==| Browse items in your home space
i ‘wakch a demonstration of how Alfresco can be ©== | From the toolbar click My Home ko display a list of items in the spacs.
. used ko create a marketing launch.

% Create a space in your home space
) Mavigate to vour home space. In the space info area, from the menu under
- Create, dlick Create Space and enter information about the space.,

-~ Feature Tour
'5“_‘ Take a tour of some of the key features in
Alfresco,

Add content to your home space
& Mavigate to your home space. In the space info area, click Add Content and
' enter information about the content to be uploaded,

( 7 y Online Help
i Click the help icon to display Alfresca Help topics,

Create content in your home space

Mavigate to your home space. In the space info ares, click Create Content
under Create and enter information about the content to be created.

My Tasks Ta Do

No tasks Found,

el - Supplied free of charge with no support, no certification, po maintenance, no warranty and no indemnity by Alfresco or its Certified Partners. Click here for
&% Alfresco Commurnity . Aliieseo; ot Cotied Pariners Clek here o
(5 support. Alfrezco Sothware Ine. @ 2005-2006 All rights reserved

Done ] Open Matehook

First, a bit of orientation. There are 3 main areathe Alfresco user interface: a toolbar
along the top; the Sidebar; and the main workiegar

Toolbar
i?t:.-;} My Home My Alfresco Jig ,;rﬁ @ Faise an Issue o | Login (guest) | 35w A

The toolbar contains navigation buttons that takéouheHome Spacer you're my
Alfresco Dashboardf you are a guest, and also thempany HomandGuest Homef

you are logged in. There are also icons for opggetiieUser OptionsandAdministration
Console(if you are logged in as an administrator). Tdalar also lets you access the
search and help capabilities. We can also hideshod the Sidebar using the icon to the
left of the help icon, and login as a specific uséou may also click on the Alfresco

logo to get to the About page.
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Alfresco”

i

Sidebar
The Sidebar contains a number of different feattod®lp you navigate, find and work
with content, such as the Navigator, Clipboard,r&ubs, Recent Spaces and openSearch.

Mavigator = QTP

[samfammews |
- J‘) Data Dickionary
» "5 Email Templates
» "5 Presentation Templates
» ' R3S Templates
» 5 Saved Searches
» 15 Scripts
» 4 Space Templates
- J‘) Guest Home
- J‘) User Homes

My Home
Guest Haorme

My &lfresco

Working Area

The working area will change depending on whatrmigtion we are looking at or what
task we are performing. The top of the workingaas@l always have a navigation
breadcrumb that allows us to jump to any part efifeadcrumb path. For information
views we will usually have a summary area alondp\aittions or alternative views. The
details and options will change depending on whatve looking at and doing, as well as
who we are.

Cornpany Horme

. Company Home &
) This vigw allows yvou ko browse the ikems in this space, %j (0} _dpddd Content  Creates  Mote Actions = Tcon Wiew =
; The company root space

If you want to add and create content, then youveiéd to login. Click the ‘Login’ link.

When Alfresco is installed, it creates an admiaistn user called ‘admin’ with a default
password of ‘admin’. So, let’s login and we’ll taken to the admin’s Dashboard, then
click on ‘Company Home’ in the Toolbar to go to thempany Homéelow.
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) Alfresco Web Client - Mozilla Firefox
Fle Edit ‘“ew Go Bookmarks Tools  Help

<§| T L:J - (X @ ‘@ http:fflocathost: 8080/ alfresco/faces/jspibrowse/browse. jsp VI @ Go ‘@, ‘
) e e

%’ | Company Home 1My Home: Guest Home by Alfresco & 0@ @ raise anIssue [Elogout (admin)  []w Q@
Navigator = &

Company Home
s
Company Home
) This wiew allows you to browse the items in this space. 3‘ )] |_spAdd Conterte Crestewr Mars Actions =] Leon View W
The company root space

- _,\ Data Dictionary
b 7 Email Templates
13 \) Presentation Templates

b 3 R3S Templates ¥ Browse Spaces Items Per Page I'g:_‘
» '} Saved Searches
¥ \) Seripts % Data Dictionary ¢ % Guest Home ¢ % User Homes

User managed definitions = The guest rook space User Homes

» (b Space Templates 9 February 2007 11151 9 February 2007 11:51 9 February 2007 11:51

2 & iy

Page 1of 1 1

- j iEuest Home

- _,\ User Homes

¥ Content Items Ikems Per Page !-__

Mo items ko display, To add an existing document: click ‘add Content' ackion, To create an HTML or Plain Text file click 'Create Content’ action,

Page 10f 1 1

Iy Horne:
Guest Home

My Alfresco

3 - 2 Supplied free of charge with no support, no certification, no maintenance, no warranty and no indemnity by Alfresco or its Certified Partners. Click here for
%’P Ajfremo COI WT"-HTY support. Alfresco Sofware Inc. @ 20052008 All rights resenved.

Done &) Open Matebook

When we have finished using Alfresco, we can jlstesthe browser window without
logging out. The next time you go to Alfresco, ymill automatically go straight to the
login page. If you click ‘Logout’ in the toolband then close the browser window, you
will be taken to the Guest Home the next time yoteas Alfresco.

Monday, 19 February 2007 5



&% Alfresco

Adding New Users

Before we add some new users and define their @ngopal working spaces, we need to
decide how we are going to organise our reposaor/where user home spaces live.
When Alfresco is installed a ‘User Homes’ spacereated automatically so we will use
this to contain all user home spaces. To add ausewwe need to be logged in as an
administrator and then we need to accesg\tministration Consoley clicking the icon

in the toolbar.

é:..“;} Company Home My Home Guest Home My Alfresca (E)§= 0@ @ raise anlssue [Grlogout (admin) | (S I:l Q,

This opens the Administration Console that hasraber of options available.

3 Administration Console - Mozilla Firefox [Z“E]@
File Edit Miew Go EBookmarks  Tools  Help

<:Z| T L' = %‘ L X q} |E| htkp:fflocalhast: 8080/ alfrescoffacesfisp/browsefbrowse jsp o V_ @ Go "@, |
X, =9 mmo G d ] I V|

t\,“‘:! Caompany Home My Home: Guest Home My Slfresco A §= §@ @ raise anlssue [Brlogout (adminy | 3w "8
Mavigator = {E”

Zompany Home

Administration Console
S LUse this view to perform system administration functions,

v _} Data Dictionary

¥ ) Email Templates
r _} Presentation Templates

Close
b A RSS Templates #BManage System Users
¥ A Saved Searches =
> 2Manage User Groups

[ 3 ) Scripts

¥ 3 Spacs Templates < Category Management
- ) Guest Home
g5 _} User Homes Q}Import

RExport

[ system Information

[{JNode Browser

My Horne:
Guest Home

My Alfresco

v g Supplied fres of chargs with oo suppert, o certificstion, oo maintenance, oo wsrranty and o indemniby by Sliveseo or its Cerbified Partners, Cick hers For
PASECE o #lfresco o its Certified Partners. Click hers For
& Alfresco Community support, Alfrazeo Sothuare ne. @ 20052008 All ights rezened

Done ] Open Matehook

The one we are interested inManage System User<£lick on this and we will be
presented with the manage system users dialog, tbiShow Allbutton to list the
current users, including the pre-configured ‘adnaiocount. We need to select the
Create Useiaction, which will take us to the new user wizard.

Monday, 19 February 2007 6
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» Alfresco

4

The new user wizard prompts us for details of thespn’s name and email in the first
step.

) User - Person Properties - Mozilla Firefox =)
File Edit Miew Go EBookmarks  Tools  Help "t

QEI T L| - 183 @ |@ hkkp:fflocalhast: 6080/ lfrescoffaces/isp/usersfusers.isp VI @ Go |@, |

e | Company Home My Home: Guest Home 1My Affiesco B &5 08 @ raiseanissue [Erlogout (admin) | B+ @&,
Baioeoiwe ﬁ% My Alfresco

A — @  New User Wizard

P
Company Home @ This wizard helps you to add a user to the repositary,
My Horme

Steps

Step One - Person Properties
1, Bt Pibperties Enter information about this persan.

Guest Home

2. User Properties
Person Properties

3. Summary
First Mame: |Bat [
Last Mame! |Smith i
Email; Ibub.smith@alfrescu.urg\ [ #

Other Dptions

Comparry 10 |

To continue click Next,

support. Alfresco Sothware Ine. @ 2005-2006 All rights reserved

e . Suppliad fréa of charge with no support, no cerbification; no maintenance, no warkanty and no indemniby by Slivesco of its Certified Partners, Click hers for  [SOURCER. RGE
&% AffrescoCommurity et

Home Spaces

In the second step we give the user name detailsghh as the name of the user’s home

space and location. For our example, we are gaingé the default home space location
‘User Homes’ created during installation.

Enter the name for the user’s home space: hereevesing ‘Bob Smith’.

Monday, 19 February 2007 7



We can seledtinish now, or go to the next step to see a summaryeoflétails we have
entered and then finish. This will create the nser and their home space and return us

to the list of users. While we are here, you sti@uéate another user for use later on
named ‘Joe Bloggs'.

Monday, 19 February 2007



Creating Spaces and Content

We can now login as the newly created user: dloffoutfrom the toolbar and then login
using the details for the new user. This time,uber is taken to their Alfresco
Dashboard, but they can still easily navigate &rtHlome Space or Company Space and
elsewhere.

The options to create a sub-space and add contenavailable here, however, in this
example we will navigate to the user's home spackcaeate items there. To navigate to
the user’'s home space clitbky Homein the sidebar.

Monday, 19 February 2007 9



Creating a space

Before we add content, we need to decide how wegairey to organise our home space.
In Alfresco we use spacés storing and organizing content and other spaodtat you
can find them easily later, and also for collabioratFor this example we will create a
sub-space called ‘My web documents’ for HTML files.

From theCreatemenu for the user's home space, selaeate SpaceA dialog is opened
that allows you to create a new space.

Enter the name for the space: here we are usingvbtydocuments’. We can optionally
enter other information about the space and chanseon for the space.

Next click Create SpaceThis will create the new folder space and retwsitio the user’s
home space.

Monday, 19 February 2007 10



You may notice that the new space is not showhemavigator sidebar. To synchronise
the sidebar we need to click the refresh icon te#te Navigator header in the sidebar.
Now we are ready to see how we can create web moditectly in the browser.

In-line Content Editing

Navigate to the ‘My web documents’ space (eithecliking on the icon or the name).
From theCreatemenu for the ‘My web documents’ space, sef@eate ContentA
wizard is started that allows you to create newt@an The first step is to give it some
basic properties, such as its name.

Monday, 19 February 2007 11



Notice that by default we have asked to modifypatiperties once the content has been
created. We can now add some HTML content thrahglWYSIWYG editor. We will
add a web page as an example, including text farmgaand images.

We can now either seleblextto take us to a summary page of what new conseging
to be created, or just seldahish now. In all Alfresco wizards, thiéinish button
becomes enabled when there is enough informaticortlete the task, any additional
steps are optional. As we asked to edit all priiggeonce the content has been created,
we are now presented with the full set of properti€he list of properties may vary for
different Types and Smart Spaces (we see thes# late

Monday, 19 February 2007 12



When we seledDK, the properties are saved. If there are prosettiiat we are required
to fill in, the OK button will only become enabled when all theseprtes are
completed.

We have now created our first piece of contenherepository!

Monday, 19 February 2007 13



Managing Properties and Meta-Data
To see the details of the content item we can stHe¥iew Detailsaction, one of the
icons to the right of the content item (not thecgpdetails action in the header).

From the content details page, we can change atheqiroperties by selecting the edit
icon for the Properties panel (right-hand sidehefProperties bar). Selecting ¥iew In
Browserlink in the Links panel will request the contentde viewed or downloaded
through the browser. We may also download theesurib your local disk as a file by
selecting the content icon or name in the spaceden

Monday, 19 February 2007 14



Space Templates

Next, we are going to set up a new project spacrewve can work on some content
with other team members. Navigate to your Homec8geither from the breadcrumb or
the toolbar). This time, rather than create sudesp all by hand, we are going to use a
template space that contains all the standard elesmes need. From thereatemenu,
selectAdvanced Space Wizard

It is possible to create a complete tree of sulzespay basing the new space on an
existing space or a template. We are going tausenplate, so selectibddexttakes us to
a step where we can choose which template.

Working with Space Templates

We are going to use ti&oftware Engineering Projet@émplate, so we choose this and
selectNextto specify the details we want for the new spactiding its name — in this
case ‘Project Voodoo'.

Monday, 19 February 2007 15



Again, we can sele®extto go to the summary page or seléictish now. We can see
that a new space has been created with standarspsigles for an engineering project.

Monday, 19 February 2007 16



Smart Spaces

One of the key features of Alfresco is the abildgydefine rules that affect content within
a space. These rules can be used to providenal$ kif creative solutions to automation
and management of content. Rules are fired whatenbcomes in or out of a space and
may also apply to content directly in the space@ub-spaces. A rule is made up of two
main elements: the conditions on the content ferrtie to match and the actions that are
then performed. Any number of conditions and axtimay be defined in a rule.

For now, we are going to add a few rules to illatgrtheir capabilities. We are going to
make part of our new project space work in a moresired and auditable way. First
we need to navigate to the Project Voodoo Docuntientapace.

Here we can see 4 spaces that contain the documehtsr different stages of
completion, as well as a space with sample contéfd.are going to use the rules to set
up a simple workflow that allows the documentstogpess through these spaces. Also,
since we want to allow several people to work adbcuments, plus keep track of the
different versions as they are edited and be abde¢ who changed the documents and
when, then we are going to make all the conterdiored. Since all the documents are
going to start their lives in draft form, we naviganto the Drafts space and select the
Manage Content Rulexction (undeMore Action$.

Monday, 19 February 2007 17



Adding Rules

To add a new rule, select theeate Ruleaction and we will be taken through the rule
wizard to define it.

The first step allows us to define the conditidmet tare tested on the content before the
action is performed.

Monday, 19 February 2007 18



In this example, we are going to sel@dtitems so that the action is performed on any
content added to the space. We must make suréckele Add To Listbutton to set
any condition settings. Since there are no camisettings in this case, the condition is

added to the list.
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We have no additional conditions to add, so dhlektto define the actions.

Adding Aspects

For the action we are going to selédd aspect to itensince we want to add the
“versionable” aspect to all content. After clicgiBet Values and A¢dve give the
relevant action settings, in this case choosingtieal aspect.

After clicking OK, click Next

Monday, 19 February 2007
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The third step allows us to choose what type d@ s, that is to say, when the rule gets
tested. Currently, the options andound which means when content is copied, created
or added to the spacajtbound when content is moved or deleted from the spaoe,
updated when content is updated in the space. We canayiitle to identify the rule as
well as a brief description — in this case we gille it the title ‘All versioned’. We can
now choose to finish the rule wizard, or go to mmary page to check the details of the
rule before adding it.
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We also want to add a rule that applies a simplkflaw to content in this space, so
selectCreate Ruleagain. Work through the wizard, again with a dbad of All Items
For the actions, selegidd simple workflow to itemnd clickSet Values and Add fill in
settings for thépprove Flow For the name of the approve step, enter ‘Request
approval’, leave the setting to the defaulMifveand then select the space where it
should be moved — in this example, ‘Pending AppFov@nally, selectNo for providing
a reject step and clidRK. Define it as an inbound rule with title ‘All spte workflow’.

You may clickFinish at this point to complete the wizard. Now we héreshed
defining rules on the Draft space, we can navitgatee Pending Approval space to add
the next step in the workflow. Click tli@@osebutton from the list of rules or select
Documentatiorfrom the navigation breadcrumb and navigate irgodthg Approval.
Again, select thdlanage content ruleaction and define a simple workflow rule:
1. SelectCreate Ruleand give it a title ‘Add simple workflow’;
2. SelectAll items
3. SelectAdd simple workflow to item
4. Enter ‘Publish’ as the name for the approve sigihg it as Moveand
selecting the ‘Published’ space in Project Voodaziiments
5. SayYesto providing a reject step and enter ‘Reject'tasiame, again leaving it
as aMoveand then selecting the Draft space for it to Iberned to.
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We can then complete the rule. We do not needdmaule to make all content
versioned, since content should only normally lze@dl in here if it has been through the
Drafts space, in which case it will be versione@adly. To see these rules in action, we
need to add some content.

Using the Clipboard

We have a sample software overview document thatoneated as part of the template
we based our project space on, which can be fautitki Samples space within
Documents. Navigate to the Samples space ancctivkrMore Actionscon next to the
document ‘system-overview.html’ then cli€lopy This will place the item in the
clipboard. A message is displayed to tell us thatdocument was successfully added to
the clipboard.
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Now navigate back to therafts space and then from the menu undere Actionsclick
Paste All This will create a new copy of the content amel ¢ontents of the clipboard are
removed. Alternatively, if we did not want to paateitems in the clipboard we could
selectShelffrom the sidebar drop down menu (currently Nawogeto see the clipboard
contents.
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We then click the Paste icon next to the desiredest item to copy it to the current
space.

If we use theCut action for content, a reference to it is placethmclipboard and the
content remains in its original place until we tisePasteaction, when it is then moved
to the new location. The clipboard contents aterei@ined over login sessions, so if we
cut some content and then logout, the contentstay where it was originally. We can
also paste items as ‘Links’, which creates an itleat “points” to another space or
content, but can have a different name and degmmipt
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Collaborating with Other Users

We want to work with other users on this projeoty& are going to invite them to the
Drafts space. From the More actions menu for plaees, select thlanage Space Users
option. This shows a list of users that have pssian to work on content in the space.

Choose thénvite action to invite a user to the space. This opepage to select the
users and the role they can play in the spacechdose a person we need to search for
them and then pick them from the list along witkitlole and click théddbutton. As
there are not many users in the system, we cawljaktthe Searchbutton without giving
any text to match their name against.
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Choose the user ‘Joe’ and add him with the ‘Consuroke. When we click oiNext we
are given the option to send the invited usersmaailegelling them about being invited.
As we haven't configured email, just select Meoption and finish. Click the Close
button to return to the Drafts space.
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Checking Out Content

Since several people may collaborate to work anc¢bintent, we will do a “check out” of
it to create a working copy, while locking the anigl. Select th€heck outction for
‘system-overview.html’ — if you are not sure whicbn does what action, hold your
mouse over the icon and a tool tip should popujp wstname. The check out action is a
green downward arrow. This brings up a dialog ¢gnats us the choice of checking out
the working copy to the same space as the origimany other space. Some people like
to work with one space that contains all their entiwork-in-progress, so may have
created a specific folder in their home space forkimg copies. We are just going to
keep the working copy in the current space.

Clicking theCheck Oubutton takes us to a page where we can chooseanlolad the
content for editing in some other program. Click®K takes us back to a view of the
space, now containing 2 items.
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Checking In Content

The lock icon against the original lets us knowt tha cannot change it. The only way
we can modify it is to undo the check out on thekig copy, or to “check in” the
working copy. If there is a key on the lock it meave are able to check in or cancel the
check out. We can see who has checked out thertdoy hovering the mouse over the
lock. First we are going to edit the document add some minor changes to the text.
Once saved, we can now check in the content. QOétartent will stay checked out for
several days while someone makes their changeés liois possible to take a copy of the
content onto the desktop and work with it off-linkwe do this, we can always upload
any alterations to the working copy using Wedateaction (from the popup menu)
without the need to check in.

Selecting theCheck Inaction will overwrite the original with the upddtevorking copy,
making it available for people to edit it again.aké some changes by editing the content
(pencil icon) and check in the content. If we batiore up-to-date copy of the content
on our desktop, we could choose to upload it atpbint and check it in. In this case we
are just going to use the copy that is currentlthaspace, so just click ti@heck In

button.
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As the content is versioned, then the original eonis still available to view from its
version history. Seledatiew Detailsfor ‘system-overview.html’.

Version History

We can expand and contract the version historykibycclicking the triangle alongside
Version History The current version is also listed in the higtor
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Sending Content for Review

Now that we are happy with our content, we can sefad review. Any workflow steps
that are available for an item of content are showits actions, either from the popup
actions available in the space view, or from th#oas on the item’s details view. In this
example, the only available workflow stefgRequest ApprovalSelect this action to
move the content to the Pending Approval spacé,rsmlonger shows in the Drafts
space.

We can define a rule for all content with an actioat will allow email alerts to be sent
to people, which can be used in this case to &afipropriate person know that there is
some content waiting to be approved. If we naedatthe Pending Approval space, we
can see the ‘system-overview.html’ content. Tt if we look at the workflow steps
available we sePublishandReject because the rule for this space added these steps
when the content was moved here. SelecPtitdishaction to move the content on to
the Published space, whereas if we had selecteldjeetaction it would have been sent
back to the Drafts space.

From Alfresco 1.4, there has been a full Businessdéss Management capability
integrated within Alfresco. This does not use $ivaple Workflowolder-based method
of sending content for review, so content can renadiere it is while complex
workflows can operate on it. The BPM-based workfleates tasks for users to
complete, with these showing up in the uséhisTasks To D@ashboard Component.
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Uploading and Transforming Content

In this next example, we are going to define asdfamation rule that will convert

content added to a space into a different formie scenario is that we need to re-use
marketing content, which is available in PDF, witsbome of our software documents, so
getting the basic text of the marketing conteeisy helpful. Navigate back to the

Drafts space in Project Voodoo and selectMlamage Content Rulexction. Create a

new rule named ‘Transform PDFs’ and seléetns which contain a specific value in its
nameas the condition. For the condition setting, eatpattern of *.pdf’.

On the action step, choo$eansform and copy content to a specific spaice for the
action settings, seleBdain Text By default this is the only option unless yowéa
OpenOffice installedvfww.openoffice.ory which enables a wide range of
transformations to be configured for use. Nex¢ahe destination space for the
transformed content: in this case we will keep ithe Drafts space.
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Finish the rule and we will return to the Draft@sp. Now we can upload a file to
exercise the rule. Select tAdd Contengaction within Drafts and browse to a PDF file —
a sample file is available in the Alfresco insttdia folder.

Select theJploadbutton and wait while the file is uploaded to &l&esco server. A
message will appear confirming the upload and ttiek the OK button.
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If the ‘Modify all properties when this dialog ckes checkbox is checked we will get
taken to the modify properties dialog, which has$hme options as we completed for
creating the content within the browser earlien dicking theOK button, we will be
returned to the Drafts space, but there will be e documents: the PDF and the text

version of it.
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Categories and Advanced Search

One of the other features of Alfresco is the aptiit assign categories to items. This
allows information to be classified in any numbgdidferent ways. With this, we can
retrieve items that match combinations of constsaiimcluding categories. The smart
thing that categories provide is that they are awhat they are hierarchical, so searching
for an item in a higher-level category will alsadianything classified below it. In the
following example, we are going to add some contieiat category and then search for it.

The first step is to make the content able to begmaized, which can be done through
the content’s properties page. Navigate to thdishdd space and select tWieew

Details action for ‘system-overview.html’ (one of the iconext to the content, not the
space details). If we expand t@ategoryblock and if the item is not categorized, we can
select theAllow Categorizatioraction. Now we can choose tBbhange Categoricon in

the right-hand corner of the block, which openseanto allow a category to be selected.
Select through ‘Software Document ClassificatioBgftware Descriptions’, ‘Main
Software Descriptions’ and select ‘Short Systemdiipson’.

As we can put this content in any number of catiegoive need to click ‘Add to List’
even though we are only going to set one category.
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We can now use the advanced search to try andHiadontent. The advanced search
page is opened from the popup menu in the tookeich. When we enter text in the
toolbar search, it will search throughout all aahié spaces, although we can constrain it
to just find the text in names or also the conteé3elect theAdvanced Searcbption.

From this page there are a number of options adaillbeyond what text to search for. It
is possible to specify the starting space for gach, so that only content beneath that
space is searched. In this example, we will lawkte text ‘system’ - clicking the
Searchbutton will start the search. We will get a létall content that has ‘system’ in
its name, or somewhere in its content.
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TheDetails Viewis usually the best for viewing search result$soAif we view an
item’s details, we can navigate through the resisisg the Next Iltem and Previous Item
navigation actions.
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We can also choose a category in which the combeist be in to be found. Run the
search again, but set it to look only for contenthie ‘Software Descriptions’ category.
For this example, we only have one document thatmes this, because ‘Short System
Description’ is within the ‘Software Descriptionsategory. If we were to choose a
different category, such as ‘Development Plangntho content would be found. We
can also include other options for the search, sisdie kind of document we are looking
for, or a range of dates for its creation or madifion.
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Forums and Discussions

Alfresco provides an easy way for people to coltab®using forums and discussions.
Forums contaiopicsof discussion and topics contgiostsfrom different users. A

forum space is used to contain a collection ofieguso the first step needed is to use the
New Space Wizard to create a forum space.

A forum space can contain any number of forumgwven other forum spaces if wanted.
In the New Space Wizard seldairum Spacend then select Next to specify the details
we want for the new forum space — in this case Cgmmrce Software, and complete the
wizard.

We decide we will use a sub forum space to helpeti®er organise our forums. From
within our new forum space, seldtteate Forum Spacaction to add a sub Forum Space.
Call the new forum space ‘Open Source Content Mamaagt'.
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Next we want to create a forum in ‘Open Source €ainlanagement’. First we need to
navigate into our new forum space ‘Open Source &uritlanagement’ then select the

Create Forumaction to add a new forum called ‘Projects’.

Next we want to create a topic in the ‘Projectsufo. First we need to navigate into the
forum ‘projects’ by clicking its icon or name, thealect theCreate Topiaction to add a
new topic and the first post to it. You can choasbfferent icon for the post to highlight

the type of posting.
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Once a post is created, it is always possible ioaed change it, or even delete it (the
icons on a post determine what actions you arevaticto take).

Now any other user with the right permissions Wwélable to reply to the post (using the
green reply icon). By default, the most recent at the top, but this can be changed.

Monday, 19 February 2007 41



Discussions are just like a forum attached to agp@ content. Where ever the
document is moved, the discussion goes with iteyTprovide an ideal way to record
decisions or annotations about a document withlbahging the content. To start a
discussion on an item, select thert Discussioraction from its more actions menu.
Once a discussion has been started, other additmpias for discussion can be added
later.

It is easy to see whether there is a discussicandtem, as an icon action to view the
discussion is shown alongside it in the space view.

If you check out a document that has a discussinworking draft will not
automatically have one, but you can start a diseaosm it. When the working copy is
checked in, then any discussions on it are addéubse in the original discussions (with
a date stamp). While content is checked out, tlignal content is locked, but
discussions can still continue on it.
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Summary

We have meandered around much of the Alfrescomsystéith a view to giving you
some ideas about the approaches Alfresco is ta@inganaging content. The
functionality of the system is being expanded cardusly, providing an ever growing
list of Enterprise Content Management features.
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