Placing a document on EDMS

Debbie Greenfield, 20.2.2001
First make sure that you are using Netscape rather than Internet Explorer.

Go to Edit Preferences Advanced Cache and make sure that you have selected 'Direct Connection to the Internet'.

Start from the following URL (bookmark it now!)

http://atlas.web.cern.ch/Atlas/TCOORD/TechCoord/organisational/edms/

Go into EDMS web for anything you need to do (including looking at drawings in CDD). For searching and retrieving documents and drawings you do not need to login. You do need to login if you want to create a document or upload a file.

Once you have logged-in then go to Navigator and find the correct place in the tree  by clicking the + boxes on the LH side. (eg. ATLAS, ATLAS Detector, Inner Detector, SEMI CONDUCTOR TRACKER, PBS - SCT Modules, Silicon Detectors, Barrel detectors)

Enter the relevant area by clicking on the word in the tree structure. Any documents which are in that area will appear in a list on the RHS of the screen

Then click on the yellow 'Create Doc.' button in the top LH corner.

Fill in all the boxes giving as much information as possible. Leave the Group as ATLIS. Then click on 'Save new doc meta'.

It will then give you an option to upload files.

You need to browse your local system to find the file to upload and then choose a name to save it on the EDMS system (normally the same or something meaningful - include the extension).

Remember that an EDMS 'document' is the electronic information about a logical document. You then upload one or more files which are what you would normally think of as documents. So, you can add to one 'document' multiple file formats (.ps/.doc) or multiple parts eg. separate files for appendices/pictures. It is useful to include a ‘neutral’ file format such as pdf as well as the native file format such as MS Word.

Once you have created a document then you should be able to see it by clicking on that node in the tree.
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