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Quick Reference Guide

Documents Area Functions
TIIIP H EE Depending upon where you are in the Citadon CW Documents area,
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certain key functions will be available.

View a document

i >
B vew >  Open a document with native app
& Open »  Copy/Move a document
% Copy To »  Download documents
B MoveTo »  Check in file(s) or binder(s).
@ Dowrload... »  Check out (Iocl§ and download) file(s)
= to your local drive.
o) Check In... >  Lock selected file(s) or folder(s) so that
& Check Cut. .. other users cannot modify it
@ Lock »  Unlock selected file(s) or folder(s) so
2 Unlock that other users who have access can
= modify it
X Delete Del | » Delete files and binders
BB Show Previous Revisions. . »  Show Previous Revisions of a
= . document
L& Show Reference Files... »  Show reference files (if any) in a
s Ttk e s s 1 5 & Security... compound document
) ) e »  View/Set security
The Citadon CW folders have the look and feel of Windows Explorer. - »  View document properties
The name of the selected folder appears above, and the folder's Gy  History »  View document history
contents are displayed in the right frame. Corresponding headings can
be sorted by clicking on the title name. View

To Create a new Folder
Select the location where you want to create your new folder, then
right-click and select New Folder, as shown:

=gl EPC Project
By
|:| Mew Folder -

|:| 110 Project Correspondenc

You can also Click on New->Folder from the menu bar. When the
windows dialog box opens, enter the name of the new folder

Importing Folder Structures

Action

1. From the main menu select the button.

2 Nextselect '-:B Import Folder Structure

3.  Select folder structure from local hard drives or mapped network
drives.
4. Click OK to import the structure.

Over 200 documents can be viewed using the Citadon CW viewer.
Files can be viewed wherever they are encountered in the system, in
the DMS, as attachments, or within binders.

If you have it set as your preference, double-click on the desired file to
launch the viewer. You can also right-click on the file and select

@ Wi

Note: For additional information, see Quick Reference Guide -
Using the Viewer.

from the menu.

Open
If you have the native application on your desktop and Download
privileges for that file, you can use the Open function to open the file.

(= Open
1. To Open a file, right-click on the file and select =PEN from
the menu. If you have it set as your preference, you could also

double-click on the file.

Progress Status

Download in progress

| 23%
Cancel |

2. If you have the Download privileges for this file and an associated
application for this file type, CW will download the file to a temp
directory on your local system and open it using that application.

Note: If CW cannot find an associated application on your local
system, it will open the file using the CW Viewer.
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Copy/Move
Documents, Empty Documents, Binders and Folders can be copied or

moved from one location to another within CW with the following
restrictions:

»  Documents, empty documents and folders can be copied
between folders within a workspace, or between project
workspaces of which you are a member.

Binders can only be copied within the current workspace.

Documents, empty documents, binders, or folders can only

be moved within the current workspace.

Copy requires Download, Publish or Modify permission for

the object being copied

Move requires Full Control permission for the object being

moved.

»  You also must have Publish, Modify, or Full Control on the
destination folder in order to copy or move items to that
location.

»  Copying to another workspace requires administrative rights
or membership in both workspaces

YV V VYV

There are two primary methods of copying and moving items within

Citadon CW: 1) Drag and Drop, and 2) the Copy To and Move To
functions.

Copy a Document, Empty Document, Binder or Folder

Documents, Empty Documents, Binders and Folders can be copied
within a workspace via the Copy To function in the right-click menu.

BB 0260_sL(0)F-B2-1000_...

1.  Select the document, empty document, binder or folder you wish

to copy and right-click on it. Select 'lFb L 1O from the
menu.
Select Files to Copy x|

~ Ret Files Found

The following files selected for copying contain reference files. Would you like to include the
reference files?

Filename |
5bﬂyhse2.dwg

Include Reference File | Exclude Reference Files

Help

w

x
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2. If the document is a compound document, you can include or

exclude reference files.

£

For Documents and Binders, the current revision will be copied ta the new
location,

 Copy Item To...

Target Workspace: [cy Production Training Browse. ., |

Select Destination Folder:

W Production Training -
B Documents

(23 100 General Infarmation
CI 200 Project Logs
#1400 Project Controls
L——_||:_L| 500 Engineering

20 Structural
30 Process
40 Piping

50 Mechanical
1 60 Insulation

I~ Inchude annotations in Copy

Copy I Cancel I Help |

If you are copying a folder, document, or empty document, and
the destination folder is in another workspace, click

e o0 and select the workspace. Otherwise skip to the
next step.

—Copy Item To...

Target Workspace: |Citadon Sales & Marketing Library Braowmse. .. |

Select Destination Folder:

EI--- Citadon Sales 8 Marketing Library -
[ Dacuments
21 sales and Marketing
|:| analyst Reports and Magazine Articles

1 Case Studies

[Z] citadon Corporate

=] Citadon Cw

27 Architecture b
(22 BPM Stuff

C| Demonstrations

(] Issues and Enhancements

-1 Competition LI

Copy I Cancel Help |

If you are copying a binder you will only be able to copy within the
current workspace.

If you wish to copy the binder, folder, document or empty
document within this workspace, then select the destination folder

and click o
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Move a Document, Binder, or Folder via Menu

02a0_SL{0F-B2-1000_,.,
@ bflvhsez,.dwg

Vi

Open

Copy To

Move To h

1.  Select the document, binder or folder you wish to move and right-

@ Move To

click on it. Select from the menu.

x

—Move Item To...

Target Workspace: Citadon Sales Marketing Library

Select Destination Folder:

g Citadon Sales & Marketing Library

-y bocuments

=1-C Sales and Marketing

127 Analyst Reports and Magazine Articles
#-[C7 Brochures
(2] Case Studies
(2] Citadon Corporate
=21 Citadon Cw
2] Architecture _—

| »

|:| Product Roadmap
I:l Release Motes

[]—--E| Competition =
Mowe I Cancel Help I

Note: There is no option to select workspaces with the Move
function.

2. Select the destination folder and click &I to move

the document.

Note: Remember that you must have Full Control permissions to
move documents)

Upload

To share documents and drawings with team members in a particular

project workspace folder or organization workspace folder, you must

first upload the file(s) to the appropriate location.

1. In the Documents folder tree, select the folder where you want to
upload files.

2. Right-click on the folder, then select |"_|‘ Uslosidk,
menu

from the

Quick Reference Guide

Look. in: I ] temp

=« @ ek E-

|

File mame: I"Cltadon Business Process - Workflow Design.yv [: Open I
Files of type: [l Files [%7] Eancel |

w

A Windows Select File(s) dialog box will open and provide you
with access to your local and network drives.

Select the file(s) to upload and click . The files will

then be displayed.
uoadFies £
Standacd ttukss | utom Atrtostes | (-
Al regured sttrbotes meust hive vald entres to Contnue, = |
Files to Uplead
T Filname Titin Path e I
210 we |
!] ki bk S Vol b it albise Tol b 1 .dox g L
O Adviesrchomy xmi Adviearchion ol B
@] sctivabelbm ol himl it wl e Tolbier bsd Loy 1.3%R
deje——] 2
* indcates & regured hekd, Fles: 4 Totd Sae: 727060
I Sond Notication Iroort Attrbages | eowky.. | Bemove | Addrles., |

To remove a file from the list, select it and then click
Remove

To add additional ﬁles, select Add Files...

To edit the attributes of the file to be uploaded, select it and then

click into the selected attribute field under the column headings.

_ £
ﬁrz‘;:;(gg;‘g“mm~wmwm To dcoly sitributes from parent, plekse seledt th row or :: I
"Hr‘.w Titke Trvveicn Ameunt Conwdry _I

a] : o
[ Advssarcho om
8] serrvatelser Tolser himl

11 | 2

gy Mbrta it From Paerd
Pz 4 Totel S 727,160

™ Send Notkakion sien | gk | | |

* indcates & regured fekd,

To set custom attribute values click on the Custom Attributes tab.
Note: If custom attributes are required and are not set here, you
will be prompted to complete those when clicking on Upload.

The field becomes editable if it is an attribute that can be edited
To apply attributes from the parent folder to documents, select the
entire row for those documents and click

Apply Attributes From Parent |

Note: Only attributes which are common to both documents and
folders will be applied.
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11. To change the security of a file, click %I

.........................................

12. To send notification of the upload to those who have access to
the target folder check the Send Notification box.

13. To complete the upload, click

C I
anee to discontinue the upload.

Download
Documents and Binders can be downloaded from a particular
Workspace Folder to a local or network drive.

1. In the Documents folder tree, select the folder that contains the
files you want to download.
2.  Select the file(s) to download.

¥
3. Right-click and select l_—' e from the menu.
4. In the Download/Check-Out dialog box, select the local folder to

receive the downloaded files and click Sas

»  If the downloaded file has the same name as a file in the
local download folder, the local file is overwritten.

Check Out Document

After a document has been added to a project workspace folder or
organization workspace folder, members who have permission to edit
will Check Out the file from Citadon CW’s document management
system.

Documents are checked out so that you can download it to your local
drive to make changes to it and at the same time lock it so no one else
can upload a new version.

1. Inthe Documents folder tree, select the folder that contains the
files you want to check out.
2. Select the file(s) you wish to check out.
3. Right-click on the document, and then select r@ (CnEds koo
from the menu.
4. In the Download/Check Out dialog box, select the drive and
folder location you would like to place the file.
5. Click on the Open icon.
»  The file is downloaded and an “X” appears in the in the Lock
Status column to indicate the selected documents are now
Locked.
»  If the checked out file has the same name as a file in the
local download folder, the local file is overwritten.

Check In a Document
After the file has been modified and saved, the individual who checked
out the document will now use the Check In option.

Documents are checked in to Citadon CW to:

»  Populate empty documents that have been created as
placeholders,

»  Upload a new version of an existing file to Citadon CW from
your local drive. Especially useful when the filenames of the
new and existing documents are not the same.

»  Unlock a file, so other users again have full access to it.

Quick Reference Guide

1. In the workspace document structure, select the document(s) you
wish to Check In.

Check In...

2. Right-click on the document and then select
from the menu.

Check In Files x|
Standard Attributes | Custam Attributes | e
Al required sttributes must have valid entries ta continus, p—
~Files to Check —

7 | Filename Tite Path 5 || Advanced... |
3] scriows SCHIDWG Pl File Help
e — i}

* Indicates a required field:
I~ Send Notification fnport acirbies | Seewrty.. | Remove | Browse. L

3. Inthe Check In dialog box, select the file and click

Browse. . to locate the file that you want to check in.

4. Select the file you want to check in and click on .

Check In Files

Standard Attributes | Custom Attributes |

All required attributes must have valid entries to continue.

T | Filename | Title: | Path | Size
SCH1.DWG  SCHLDWG DMS Structures',EPC Projects’,500 Engineering’,50 ... 67.5KB

Files to Check In ‘

The file name and location path appear in the Check in dialog

box.
5. Repeat for each document to be checked in.
Ok
6. Click Sl then when the check in is

successfully completed.

Lock

Lock the selected file(s) so that other users cannot edit or overwrite.

1.  Select the File(s) you wish to lock.
Lock

2. Right click and select from the menu.
3. The system checks for restrictions on each file selected. If any
document is restricted, the Resolve dialog box appears.

After the restrictions have been resolved, or if no restrictions were
detected, the “X” in the Lock Status column disappears, indicating the
selected file(s) are now unlocked.

Unlock

Unlocks the selected files(s) so that other users can edit or overwrite.

1. In the Documents folder tree, select the folder that contains the
files you want to unlock.
2. Select the file(s) you wish to unlock.

3. Right-click on the document, and then select .El Unlock from
the menu.

»  The system checks for restrictions on each files selected. If
any document is restricted, the Resolve Restrictions dialog
box appears.
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»  After the restrictions have been resolved, or if no restrictions
were detected, the “X” in the Lock Status column
disappears, indicating the selected file(s) are now unlocked.

Create Empty Document

An Empty Document is a document that serves as a placeholder for
forthcoming documents. Select the folder you wish to create the Empty
Document.

1. Right-click and select D News Emply Document
2. Name the new empty document.

Binders

A binder is a collection of documents and/or other binders that are
created within Citadon CW using documents already uploaded to the
Citadon CW server. Items can be added to Binders one of two ways:

Dynamic link - documents associated with a binder are automatically
linked to the latest version of the document. If the box is not check to
keep the documents updated they become a static link.

Static link - documents associated with a binder are fixed to the
version at the time the binder is created.

Open a Binder

To open a binder:

=] PO Project Title | Lock... | Date
ocuments E Engineering Review 6/11f2002 09:47 AM
(2 100 General Information ] Mech Pack 4 8/21/2002 12146 PM

EI 110 Project Carrespondence
EI 120 Project Documentation
121 200 Project Logs
23 300 Change Crders
121 400 Project Cantrols
£ 500 Engineering
123 600 Sub-Contrackor
(21 700 ¥endors and Suppliers
23 800 Licensor
121 900 Clients
- Customer
=-E] Binders
(2] customer

£7 Mech Package 4/18/2002 09:34 &M
E Piping and Instrumentat. .. 5/17f2002 12:23 PM

Submittals
ies
1. Navigate to the desired folder under the Binder section of the
DMS.
2. Double click on the desired binder to open. You can also right

']
. . Qpen
click on the binder and select L& from the
menu.
Open Binder x|
Binder Title: |Process Map Activity 1
—Objects
T | Lock... | Title: | Date | Revisian
Oio blpaua-101 12/17/2002 11:18 AM
Bo MC 461 Activities 12/17/2002 11:40 AM
D mechanical dwg 12/17/2002 11:17 aM
-] Piping Drawing Spec Ques...  1{13{2003 07:43 PM 3
D Piping Valve 12172002 11:17 AW
'mi s Yalve Spec 12/17/2002 11:17 aM
0 iLd|
Erint | add || Renoe | vep |
Save fs Draft I Publish | Security | Cancel I

6. To add files to the binder, clic

Quick Reference Guide

The binder contains either static links (S) or dynamic links (D) to each
document. Each document can be accessed as if it was in the DMS
(consistent with the user’s permissions). Binders can contain
documents, empty documents, other binders and business processes.

Create New Binder
To create a new binder, complete the following steps:

3.  Click the Binder subfolder in which you want the binder to reside.
E] Mew Binder
frol

4. Right click on the folder and select m the
menu.
zl
Binder Title: IWork Package 201
—Objects
T | Lock ... | Title: | Date | Reevision
K1 [ jia|
Print | Add I Remove I Help |
Sawe As Draft | Publish I Security I Cancel |

5. Enter the name of the binder in the Binder Title field.

fdd

I enn peated to Latest version

» A navigation dialog box appears enabling you to navigate to
documents, other binders, or business process instances
within the current project. Click folders to display the
contents in the right frame of the dialog box.

5.  Click the file(s), binders, or business processes, you wish to add

to the binder. If you want the file(s) to be automatically updated to
reflect the latest version, click the checkbox next to Keep Link
Updated to latest version (dynamic link).

fAdd

6.  When you are ready to add the file(s), click =

»  You are returned to the Create Binder dialog box.

»  Alternately, you can add previous revisions of a document.
Highlight the document and click Add Previous Revision.
Select a previous revision and click OK

»  The specific revision is added to the Binder

7. To add additional files to the binder, repeat steps 4 and 5.
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10.

To remove items from the binder, highlight the file(s) and
. Remove
click

To set the security options for a binder, click ﬂl.

»  The Security dialog box appears.

To complete the creation of the binder, cllck_'leIthl-I |

Once a binder is Published it can not be modified without creating
a new revision. To modify an existing binder, see below.

To save the binder so that it can be modified without creating a
new revision, choose the e LT button. When a
binder is saved as a draft, only the creator of the binder will see
that it exists unless the security is specifically modified to allow
others access.

If you wish to cancel out, click L':Ell to return to the

Project screen.

Modify Binder

To modify an existing binder:

1.
2.

Click the Binder subfolder where the desired binder resides.
Right click on the binder you wish to modify and select

2B Modify Binder. ..

from the menu.

Modify Binder x|
Binder Titls: |f3r0cess TMap Activity 1
—Dbjects
T | Lock... | Title | Date Revision
Oo blpaus-101 12/17/2002 11:18 AM
MC 461 Activities 12/17/2002 11:40 &M
D mechanical.dwg 12/17(2002 11:17 &M
o Piping Drawing Spec Ques...  1{13(2003 07:43 PM 3
D Piping Yalve 12{17/2002 11:17 AM
5 Yalve Spec 12/17(2002 11:17 &M
I i
Erint I Add I Remove I Help |
Save As Draft | Publish | Security | Cancel |

To add additional files to the binder, clicl s
pradieens =
Wwirkspacn: [Cw Froduction Traning Uriwse. ..
[t =]

|__ome | we |

T ksep updated o latest versin

11.

13.
14.

15.

16.
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» A navigation dialog box appears enabling you to navigate to
documents, other binders, or business process instances
within the current project. Click folders to display the
contents in the right frame of the dialog box.

Click the file(s), binders, or business processes, you wish to add

to the binder. If you want the file(s) to be automatically updated to

reflect the latest version, click the checkbox next to Keep Link

Updated to latest version (dynamic link).

When you are ready to add the selected file(s),

click Add

»  You are returned to the Create Binder dialog box.

»  Alternately, you can add previous revisions of a document.
Highlight the document and click Add Previous Revision.
Select a previous revision and click OK

»  The specific revision is added to the Binder

To add additional files to the binder, repeat steps 4 and 5.

To remove items from the binder, highlight the file(s) and

. Remove
click

To modify the security options for a binder, cIickﬂI.

»  The Security dialog box appears.

To complete the modification of the binder, click bl

This will create a new version of the binder. To save the binder so
that it can be modified without creating a new revision, choose the

S Ve Wyt button. When a binder is saved as a draft,

only the creator of the binder will see this new potential version of
the binder unless the security is specifically modified to allow
others access.

If you wish to cancel out, click L':Ell to return to the

Project screen.

Citadon Customer Support

Citadon CW

Hours: 6am - 6pm PST
mailto:support@citadon.com




