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EKTRON, INC. SOFTWARE LICENSE AGREEMENT

** READ THIS BEFORE LOADING SOFTWARE**

YOUR RIGHT TO USE THE PRODUCT DELIVERED IS SUBJECT TO THE TERMS AND CONDITIONS SET OUT IN THIS LICENSE
AGREEMENT. USING THIS PRODUCT SIGNIFIES YOUR AGREEMENT TO THESE TERMS. IF YOU DO NOT AGREE TO THIS SOFTWARE
LICENSE AGREEMENT, DO NOT DOWNLOAD.

CUSTOMER should carefully read the following terms and conditions before using the software program(s) contained herein (the “Software”).
Downloading and/or using the Software or copying the Software onto CUSTOMER'’S computer hard drive indicates CUSTOMER'’S acceptance of
these terms and conditions. If CUSTOMER does not agree with the terms of this agreement, CUSTOMER should not download.

Ektron, Inc. (“Ektron”) grants, and the CUSTOMER accepts, a nontransferable and nonexclusive License to use the Software on the following
terms and conditions:

1. Right to use: The Software is licensed for use only in delivered code form. Each copy of the Software is licensed for use only on a single
URL. Each license is valid for the number of seats listed below (the “Basic Package”). Any use of the Software beyond the number of authorized
seats contained in the Basic Package without paying additional license fees as provided herein shall cause this license to terminate. Should
CUSTOMER wish to add seats beyond the seats licensed in the Basic Package, the CUSTOMER may add seats on a block basis at the then
current price for additional seats (see product pages for current price). The Basic Packages are as follows:

Ektron CMS100 — Licensed for ten seats (10 named users) per URL.

Ektron CMS200 — Licensed for ten seats (10 named users) per URL.

Ektron CMS300 — Licensed for ten seats (10 named users) per URL.

Ektron CMS400.NET — Licensed for ten seats (10 named users) per URL.

Ektron DMS400 — Licensed for ten seats (10 named users) per URL.

Ektron eWebEditPro — Licensed for ten seats (10 named users) per URL.

Ektron eWebEditPro+XML — Licensed for ten seats (10 named users) per URL.

For purposes of this section, the term “seat” shall mean an individual user provided access to the capabilities of the Software.

The CUSTOMER may not modify, alter, reverse engineer, disassemble, or decompile the Software. This software product is licensed, not sold.

2. Duration: This License shall continue so long as CUSTOMER uses the Software in compliance with this License. Should CUSTOMER
breach any of its obligations hereunder, CUSTOMER agrees to return all copies of the Software and this License upon notification and demand by
Ektron.

3. Copyright: The Software (including any images, “applets,” photographs, animations, video, audio, music and text incorporated into the
Software) as well as any accompanying written materials (the “Documentation”) is owned by Ektron or its suppliers, is protected by United States
copyright laws and international treaties, and contains confidential information and trade secrets. CUSTOMER agrees to protect the confidentiality
of the Software and Documentation. CUSTOMER agrees that it will not provide a copy of this Software or Documentation nor divulge any
proprietary information of Ektron to any person, other than its employees, without the prior consent of Ektron; CUSTOMER shall use its best efforts
to see that any user of the Software licensed hereunder complies with this license.

4. Limited Warranty: Ektron warrants solely that the medium upon which the Software is delivered will be free from defects in material and
workmanship under normal, proper and intended usage for a period of three (3) months from the date of receipt. Ektron does not warrant the use
of the Software will be uninterrupted or error free, nor that program errors will be corrected. This limited warranty shall not apply to any error or
failure resulting from (i) machine error, (ii) Customer's failure to follow operating instructions, (iii) negligence or accident, or (iv) modifications to the
Software by any person or entity other than Company. In the event of a breach of warranty, Customer’s sole and exclusive remedy, is repair of all
or any portion of the Software. If such remedy fails of its essential purpose, Customer’s sole remedy and Ektron’s maximum liability shall be a
refund of the paid purchase price for the defective Products only. This limited warranty is only valid if Ektron receives written notice of breach of
warranty within thirty days after the warranty period expires.

5. Limitation of Warranties and Liability: THE SOFTWARE AND DOCUMENTATION ARE SOLD “AS IS” AND WITHOUT ANY
WARRANTIES AS TO THE PERFORMANCE, MERCHANTIBILITY, DESIGN, OR OPERATION OF THE SOFTWARE. NO WARRANTY OF
FITNESS FOR A PARTICULAR PURPOSE IS OFFERED. EXCEPT AS DESCRIBED IN SECTION 4, ALL WARRANTIES EXPRESS AND
IMPLIED ARE HEREBY DISCLAIMED.

NEITHER COMPANY NOR ITS SUPPLIERS SHALL BE LIABLE FOR ANY LOSS OF PROFITS, LOSS OF BUSINESS OR GOODWILL, LOSS
OF DATA OR USE OF DATA, INTERRUPTION OF BUSINESS NOR FOR ANY OTHER INDIRECT, SPECIAL, INCIDENTAL, OR
CONSEQUENTIAL DAMAGES OF ANY KIND UNDER OR ARISING OUT OF, OR IN ANY RELATED TO THIS AGREEMENT, HOWEVER,
CAUSED, WHETHER FOR BREACH OF WARRANTY, BREACH OR REPUDIATION OF CONTRACT, TORT, NEGLIGENCE, OR OTHERWISE,
EVEN IF COMPANY OR ITS REPRESENTATIVES HAVE BEEN ADVISED OF THE POSSIBILITY OF SUCH LOSS.




6. Miscellaneous: This License Agreement, the License granted hereunder, and the Software may not be assigned or in any way transferred
without the prior written consent of Ektron. This Agreement and its performance and all claims arising from the relationship between the parties
contemplated herein shall be governed by, construed and enforced in accordance with the laws of the State of New Hampshire without regard to
conflict of laws principles thereof. The parties agree that any action brought in connection with this Agreement shall be maintained only in a court
of competent subject matter jurisdiction located in the State of New Hampshire or in any court to which appeal therefrom may be taken. The parties
hereby consent to the exclusive personal jurisdiction of such courts in the State of New Hampshire for all such purposes. The United Nations
Convention on Contracts for the International Sale of Goods is specifically excluded from governing this License. If any provision of this License is
to be held unenforceable, such holding will not affect the validity of the other provisions hereof. Failure of a party to enforce any provision of this
Agreement shall not constitute or be construed as a waiver of such provision or of the right to enforce such provision. If you fail to comply with any
term of this License, YOUR LICENSE IS AUTOMATICALLY TERMINATED. This License represents the entire understanding between the parties
with respect to its subject matter.

YOU ACKNOWLEDGE THAT YOU HAVE READ THIS AGREEMENT, THAT YOU UNDERSTAND THIS AGREEMENT, AND UNDERSTAND
THAT BY CONTINUING THE INSTALLATION OF THE SOFTWARE, BY LOADING OR RUNNING THE SOFTWARE, OR BY PLACING OR
COPYING THE SOFTWARE ONTO YOUR COMPUTER HARD DRIVE, YOU AGREE TO BE BOUND BY THIS AGREEMENT’S TERMS AND
CONDITIONS. YOU FURTHER AGREE THAT, EXCEPT FOR WRITTEN SEPARATE AGREEMENTS BETWEEN EKTRON AND YOU, THIS
AGREEMENT IS A COMPLETE AND EXCLUSIVE STATEMENT OF THE RIGHTS AND LIABILITIES OF THE PARTIES.

Copyright 1999 - 2005 Ektron, Inc. All rights reserved.
LA10031, Revision 1.5
Trademarks

All terms in this manual that are known to be trademarks have been capitalized. Ektron, Inc. cannot attest to the accuracy of this information. Use
of a term in this manual does not affect the validity of any trademark.

The following trademarks might appear in Ektron manuals:

Active Directory®, ActiveX®, Authenticode®, BackOffice®, ClearType®, Developer Studio®, FrontPage®, IntelliSense®, JScript®, Microsoft ®,
MS-DOS®, SharePoint ® Visual C++®, Visual C#®, Visual InterDev®, Visual J++®, Visual J#®, Visual Studio®, Visual Web Developer TM,
Win32®, Win32s®, Windows®, Windows NT®, Windows Server TM, Windows Server System TM, Netscape®, Netscape Navigator®, Mozilla TM,
Firefox TM
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What's New In This Manual

What's New In This Manual

In this Ektron DMS400 manual, Version 1.1, you will find the
following new information:

* Theinstalling Ektron DMS400 section has been reworked to
match the new Install procedure. See "Installing Ektron
DMS400” on page 6.

* PDF Generation - You can have your Office documents
converted to PDF by Ektron, Inc. or locally on your own
network. See "PDF Generation” on page 68.

* Drag and Drop support for uploading files - you can now
upload Office and Managed files via drag and drop. See
"Importing Files via Drag and Drop” on page 104.

Ektron DMS400 Manual, Version 1.1, Revision 2 1



Ektron DMS400 Setup

Introduction

This section of the manual is dedicated to setting up Ektron
DMS400. It includes the following chapters:

* "License Keys," on page 3

e "Installing Ektron DMS400," on page 6

* "Registering Add Ons in Ektron DMS400," on page 32

"Troubleshooting," on page 38

Ektron DMS400 Manual, Version 1.1, Revision 2



License Keys

License Keys

Ektron controls the use of Ektron DMS400 through a license key, a
unique code assigned to your Ektron DMS400. Your license key is
included as an attached .txt file to the email that Ektron sends
when you request or purchase Ektron DMS400.

Typically, the AssetManagement.config file in the webr oot /
Asset Managenent folder stores the license key.

License Key Format

A license key consists of the following components:

* base URL of the server that communicates with Ektron DMS400
(domain name, computer network name, or IP address)

* descriptor tags

* aquestion mark

* aseries of numbers

* ahyphen

* one or two digits signifying release number

For example:

<Li censes>
<Li cense>your domai n( exp- 2005- 04- 30) ( DMVS) (user s- 10) 2nnnnnnnnnnnnnnnnnnnnnnnnnnn- 10</ Li cense>
<Li cense>your domai n( exp- 2005- 04- 30) (UNK) (user s- 10) 2Znnnnnnnnnnnnnnnnnnnnnnnnnnn- 10</ Li cense>

</ Li censes>

Where the n’s appear above, you see digits.

Note that license keys cannot contain spaces or line breaks.

Ektron DMS400 Manual, Version 1.1, Revision 2 3



License Keys

Inserting the License Key

If you download the executable (.exe) file, you are prompted to
enter a license key during installation.

WARNING! If you install a test version of Ektron DMS400, and later purchase it, Ektron
sends you email with license keys for the purchased product. When you receive
new license keys, replace the old keys with new ones. If you do not, when the test
license key expires, users cannot access Ektron DMS400.

Replacing License Key after Installation

Sometimes, you need to change a license key after installation.
For example, you made a mistake when copying it into the license
dialog screen of the installation.

If you need to change the license key after installation, navigate to
your Web root directory. Within that, open
assetmanagement.config and insert the correct license key within
the <Li cense> elements.

License Key Check

When you access Ektron DMS400, it uses a Web service to check
the license key(s) against the domain where your CMS is located.

e |f the URL of any valid license key matches the URL of the
CMS server making the call, the DMS400 works.

* If no valid license key is found for the URL of the CMS server
making the call, the DMS400 is disabled.

Domains in which You Can Use the License Key

The license key is assigned to the base URL of your CMS, which is
typically your domain name. For example, if your domain name is
www.mycompany.com, the license key follows this pattern:

www. myconpany. con?1234567890. The key also works with
mycompany.com, that is, without the www.

Ektron DMS400 Manual, Version 1.1, Revision 2 4



License Keys

Each domain name requires its own license key. For example, to
support the domain names, www.mycompany.com,
sales.mycompany.com and support.mycompany.com, you need
three license keys.

More Information

Additional information about licenses is available on Ektron’s web
site at the following address:

http://www.ektron.com/products.aspx?id=1143

Ektron DMS400 Manual, Version 1.1, Revision 2
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Installing Ektron DM3400

Installing Ektron DMS400

System Requirements

Before you install Ektron DMS400, make sure your system meets
the requirements.

WARNING! It is important to make sure your Microsoft® Windows® Server 2003 is updated
with the latest fixes from Microsoft, before installing Ektron DMS400.

Server Requirements

Component Requirements
Recommended hardware *  Microsoft® Windows® Server 2003
configuration

® Intel® Pentium Hyper-Threaded or Intel® XeonTM processor
Processor (with 800MHz Bus)

* 1 GB RAM or higher
®*  RAID Array for hard drives

® MS SQL Server (If you are using an Ektron CMS, install on a
separate server.)

Operating System *  Microsoft Windows Server 2003 (recommended)

®*  Microsoft Windows 2000/XP Professional

Web application server *  Microsoft ASP .NET Framework 1.1

Web server *  Microsoft IS 4.0 or higher

Ektron DMS400 Manual, Version 1.1, Revision 2 6



Installing Ektron DMS400

Client Requirements

Component

Requirements

Operating System

* Any IBM-PC compatible system. suggested: 166 MHz or faster
with at least 64MB RAM

For issues when using Microsoft Windows Server 2003 as a client,
see "Using Microsoft Windows Server 2003 as a Client” on page 53.

Browser for Editing or Viewing

®  Microsoft Internet Explorer 5.0 or higher
®* Netscape 7 (IE 5.0 or later must also be installed)

®* Mozilla FireFox 1.0

Ektron DMS400 Manual, Version 1.1, Revision 2 7



Installing Ektron DM3400

Performing the Install

This section explains how to setup Ektron DMS400 on servers and
clients. It includes the following topics:

* "Files Used to Perform the Install” on page 8

* "Running Ektron DMS400 Server Setup” on page 8

* "Web Folders Setup for Microsoft Windows Server 2003” on
page 21

* "Installing on a non-NTFS Server or Client” on page 25

* "Installed Folders and Files” on page 27

Files Used to Perform the Install

The table below explains the files that are available to install Ektron
DMS400.

File Description

dms400.exe Installs the Ektron DMS400 server files, sets up permissions for
folders, and creates a connection to your CMS. It can also launch the
client installation file (dms400client.exe), if that option is chosen
during the install.

Running Ektron DMS400 Server Setup

You can install Ektron DMS400 on the server that hosts your Ektron
CMS400.NET or on a separate server.

WARNING! If your server has antivirus software and its script blocking feature is enabled, you
must disable script blocking before installing Ektron DMS400.

Ektron DMS400 Manual, Version 1.1, Revision 2 8



Installing Ektron DM3400

Best Practices

Ektron recommends Installing the Ektron DMS400 on a separate
server for the following reasons:

®* The size of the data files are typically large

®*  You want to keep a history of data files

® Managing security concerns

Step

Setup Screen

Double click the executable fil

e that was downloaded from the Ektron Web site.

The installation program
checks your file system. If
you do not have an NTFS
file system (for example,
your system is FAT32), the
following warning appears.
For more information, see
"Installing on a non-NTFS
Server or Client” on

page 25.

Ekkran recommends installing the Document Management System on a compuker
with an MTFS file system, This computer does not have MTFS file syskem,

Az a resulk, you will need ko manually set permissions in the operating syskem,
Faor more infarmation, see the Setup manual, Would you like ko continue?

The following screen
appears. Click Next to
proceed.

Ektron DM5400 S5erver

The InztallShield® wizard will install Ektran Db 5400 an
wour computer. To continue, click Mexst.

|

[ Mest> Cancel

Ektron DMS400 Manual, Versi
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Installing Ektron DM3400

Step Setup Screen

4. A screen displays the
Ektron License Agreement.
Please read it.

Ektron DM5400 - InstallShield Wizard

® Click the | accept the
terms of the license

agreement radio button to
accept the agreement and
click Next.

®* Click the | do not accept
the terms of the license
agreement radio button If
you do not accept the terms
of the agreement.

T R e S RV R TR LY

° You can print the license ()i accept the terms of the license agreement

agreement by pressing the
Print button

Note: If you click the | do not

“READ THIS BEFORE LOADING SOFTWaRE™*

()| do not accept the terms of the license agreement

License Agreement ;ﬁ!’g
Flease read the following license agreement carefully. :
ERTROM. IMC. SOFTWARE LICEMSE AGREEMEMT

OUR RIGHT TO USE THE PRODUCT ENCLOSED [N THIS ENYELOPE OR
OTHERWISE DELIVERED IS SUBJECT TO THE TERMS AMD CONDITIONS SET OUT
IM THIS LICENSE AGREEMEMT. OPEMING THIS ENVELOPE OR USING THIS
PRODUCT SIGMIFIES YOUR AGREEMENT TO THESE TERMS. IF YOLU DO NOT
AGREE TO THIS SOFTWARE LICENSE AGREEMENT, wOU May RETURN THE
PACKAGE wITH THE UNOPEMED ENVELOPE OR &5 IT A5 DELIVERED AND THE
UNDAMAGED SOFTWARE ENCLOSED. ALONG %/ITH THE RECEIFT. TO YOUR
SUPPLIER OR TO EKTROM, INC. WATHIN THIRTY D&YS FROM THE DATE OF w

¢ Back "

J |

Mest » Cancel l

accept the terms of the
license agreement radio
button, you cannot continue the
setup program. Click Cancel to
exit.

5. Enter license keys into the
field next to the Add button.

Enter one license key for
every kind of file being
managed by DMS. For
example, one key for Office
documents and another for

Ektron DM5400 License Key

Ektron DMS400 License

key(z), click nest.

Thiz will not validate license key(s]. If you do not have license

all other kinds of files. Erter icense key here. .

<SeeAlso>See Also: :

"License Keys” on page 3

Click Add to add the
license key to the list of
license keys.

To remove a license key,
click it, then click Remove.

Click Next to proceed.

Bemove

<SeeAlso>See Also: :
"Replacing License Key
after Installation” on page 4

< Back

Mext > |[ Cancel

Ektron DMS400 Manual, Version 1.1, Revision 2
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Installing Ektron DM3400

Step

Setup Screen

6. Onthe Domain Name
screen, enter one of the
following in the Name field.

® Domain Name - The
Domain where DMS400 will
be installed.

* |Paddress-The P
address of the machine
DMS400 will be installed
on.

Warning: An IP Address is
allowed, but not suggested
unless you have a static IP
address.

* Machine Name - The
machine name DMS400
will be installed on.

Note: If did not enter a license
key, localhost is entered in the
Name field.

Then enter your Web Root in
the Web Root Field.

- The Web Root is the

local path to the
Domain Name.

Ektron DM5400 - InstallShield Wizard

Domain Name ==

Pleaze enter a domain name, a machine name or an IP address where the Ektran Db 5400 will
be inztalled.

An |P address iz allowed but not suggested unless it is an static IP address.

Web Root is the local path to the domain entered,

I ame | |

Web Root || |

’_ < Back H MHext > ]l Cancel
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Installing Ektron DMS400

Step Setup Screen

7. Onthe Secure Asset

Storage Location screen, Ektron DMS400 - InstallShield Wizard
select a destination folder
or use the default. Secure Asset Storage Location

Please specify a secure azset storage location below, This location should not be web
acceszble.

If Indexing Service will be installed far this application, pleaze select a local drive for faster
indexing.

Destination Folder

W51 001 Phassetibran’

<Back || Mewt> |[ Cancel l

Ektron DMS400 Manual, Version 1.1, Revision 2 12



Installing Ektron DM3400

Step

Setup Screen

8. Atthe Select Features
screen, choose the
features you want to install.

* Integration Files: Ektron
DMS400 required server
files. This check box cannot
be changed.

®* Indexing Service Compo-
nent: This feature supports
rapid searching of file con-
tents and properties.

* Adobe PDF iFilter 6.0:
Indexes PDF documents
using the Indexing service.

Note: Ektron DMS400

launches the Adobe PDF iFilter
6.0 executable during the install.
Follow the onscreen steps when
the installation screen appears.

Ektron DMS400 - InstallShield Wizard

Select Features

Select the features setup will install.

Deselect any features you do not want to install,

8 Indexing Service Component

[ Adobe POF iFiler 6.0

Ektran D5400 Clent Compaonent
W MSS0L Database

Microzoft Web Services 2.0
Microzoft MSDE 2000

2510 ME of space required an the C drive
9327, 20 ME of space availablz on the C drive

Degcription
Ektron DMS 400 required
zerver files.

< Back H Pewt = ][ Cancel

® Ektron DMS400 Client
Component: Installs the
client -side control on this
server.

® MSSQL Database: The

script for creating the
DMS400 database.

* Microsoft Web Services
version 2.0

*  Microsoft MSDE2000:
Used to run the DMS400
database.

Ektron DMS400 Manual, Version 1.1, Revision 2
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Installing Ektron DM3400

Step

Setup Screen

9. On the Indexing Service
Catalog Screen, enter the
following.

®* Name - The name of the
Asset Catalog. It must be
unique.

® Location - The folder
where the asset catalog will
reside.

Ektron DMS400 - InstallShield Wizard

Indexing Service Catalog

The Indesxing Service needs to create a catalog for the Document Management Syetem. Thiz
inztallation creates a directary for that catalog. Below, please enter a unique name for that
catalog and a new directony [for esample, ohazzetcatalog).

Location | chaszetcatalogh |

< Back " Mewut » ][ Cancel

10. The create a DMS user
account question box
appears.

*  Would you like DMS to cre-
ate a user account on your
system?

- Click Yes, Ektron
DMS400 creates a
user for you.

- Click No to use an
existing account.

Question

‘ould wou like DM3 ko create a user account on your syskem?

Mate: if wou would like to use an existing account ar create your own seleck no,

[ wes f [ Mo

Note: If you click NO, go to
"Adding a User Account” on
page 19. When finished, return
and continue with next step.
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Step Setup Screen

11. The Database Server

screen appears.

Database Server: Choose
a database from the drop-
down box or click Browse
to choose from a list of all

database servers.

Connect Using: The
method of authentication
for using the database
server.

- Windows
Authentication

- SQL Server
Authentication

Login ID: Enter the login ID
for SQL server
authentication.

Password: Enter the
password associated with
the login ID.

Click Next

Ektron DMS400 - InstallShield Wizard

Database Server
Select database server and authentication method,

Select the database server ta install to from the list below or click Browse to see a list of all
databaze servers. You can alzo zpecify the way to authenticate your login using wour current
credentials ar a SGL Login ID and Paszward.

Databagze Server:

Connect using:
(=) Windows authentication
() S0L Server authentication using the Login [0 and password below

Login 1D:

Pazevond:

< Back H Mewt »

12. Atthe Ready to Install the

Program screen, your
choices are:

Click Install to Install the
program

Click Back to change any
installation settings

Click Cancel to cancel the
setup

Ektron DM5400 - InstallShield Wizard

Ready to Install the Program
The wizard iz ready to begin installation,

Click Install to begin the installation.

If wou want ko review or change any of your installation zettings, click Back. Click Cancel to exit
the wizard.

<Back [} Instal |[ Cancel
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Step Setup Screen

13. The setup program installs
all necessary files and sets

the proper permissions for
users. Setup Status

Ektron DMS5400 - InstallShield Wizard

Ektron DS 400 iz configuring your new software installation.

Inztaling

llllllllllllllllllllllllllllllllllllllllllllllllllllllq

14. If installing on Microsoft Windows Server 2003, the Web Folders install starts. See "Web Folders Setup
for Microsoft Windows Server 2003” on page 21. After finishing the Web Folders setup, return to the next
step.

If you are not installing on Microsoft Windows Server 2003, continue to the next step.
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Step

Setup Screen

15. A completion message is
displayed.
Click Finish.

Ektron DM5400 - InstallShield Wizard

Ektron DMS400 Control

Setup has finished instaling Ektran DMS5400 on your computer.

< Back Finich Cancel

16. Enter the CMS400.NET
Workarea, click Settings >
Configuration > Asset
Server Setup.

i) Help

B Conﬁguration)

#7) Active Directory

Setup
Searchable Properti

XML Configurations

Fonts
Language Settings

Asset Server Setup

Task Types

No asset management servers are
registered.
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Step Setup Screen
17. Click the Edit button. |—_3
18. Add the location of the
AMS in the Asset > =
Address (URL) field. H < 3
Asset Management ID: c654df50-bd18-42cf-96a9-4e2f8b4b28c5
Asset \\
Management
Server Address Example: http://domain.name/AssetManagement/
URL): j
19. Click Save. E
20. The Adobe iFilter Setup

screen appears. Click Next
if you want to install the
ability to search through
PDF documents.
Otherwise, click Cancel.

If you proceed, you are
asked to agree to Adobe’s
license agreement and to
select a a destination
folder.

Then, the filter is installed.

Adobe PDF IFilter 6.0 Setup x|

‘Wwelcame ta the PDF IFilker 6.0 Setup pragram. This
program will install PDF IFilker B.0 an vour computer.

It iz strongly recommended that wou exit all Windows programs
before running this Setup pragram.

Click Cancel to quit Setup and then close any programs you
have running. Chck Mext to continue with the Setup program.

W RMIMG: This program iz protected by copyright law and
international treaties.

Unauthonzed reproduction or digtnbution of thiz program, or arg
portion of it, may result in gevere civil and criminal penalties, and
will be prozecuted to the masimum extent pozsible under law,

Cancel |

The Ektron DMS400 is now installed and connected to the CMS400.NET
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Adding a User Account

Step

Description

1. The user information
screen appears.

Ektron DMS400 - InstallShield Wizard

Important: Ektron DMS400
needs a user to set
permission on that can
communicate through basic
authentication. You can select
an existing account or create
anew one. If Ektron
DMS400 and CMS400.NET
are installed on different
systems, the account must be
usable by both systems over
the domain.

®* User Name: Typein a
user name or click
Browse to find a user. If
you click browse continue
to "Browse for a User
Account.” on page 20.
Then return, enter a
password and click Next.

®* Password: Type the
password for the user.

®* New User Information:
Select this button to cre-
ate a new user. If you
click the New User Infor-
mation button, see’New
User Information” on
page 20

Click Next to continue. Return
to "The Database Server
screen appears.” on page 15

User Information
DS needs a uzer to zet permizsion on that can communicate through basic authentication, You can
zelect an existing account or create a new one. IF DMS and CMS are installed on different spstems
the account muzst be uzable by both zystems over the domain,

zer name:

| | [ Browze. ..

Pazzward:

Select the button below to specify information about a new user that will be

created during the installation.

[ Mew Uzer Information. .

¢ Back " Hest » ] [ Cancel
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Step

Description

Browse for a User Account.

* Domain or Server: Enter
a domain or server name

Browse for a User Account

or click Browse to ) I1ze the broveze buttonz to select a domaintserer and a user name.
choose one from a list.
®* User name: Enter a user Diomain of server:
name or click Browse to |
choose one from a list. | | [ Browse. . ]
Uzer name:
Note: You must specify a
domain or server before | | [ Browse... ]
browsing to a user.
Click OK, return to "The user OF. l [ Cancel ]
information screen appears.”
on page 19
New User Information
* Domain or Server: Enter New User Information E|
a domain or server name
or click Browse to Diomain or server
choose one from a list. “ | [ Erowee ]
® Group: Enter a group in Group
which to add the user or
click Browse to choose ‘ | [ Browse... ]
one from a list. Uszer name:
® User name: Enter a user ‘ |
name. Pazsword:
®* Password: Enter a pass- ‘ |
word for the user.
Confirm pazsword;
®* Confirm Password:
Confirm the password ‘ |
Click OK, return to "The
Database Server screen A l [ —
appears.” on page 15 St
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Web Folders Setup for Microsoft Windows Server

2003

The MSDAIPP.DLL is no longer shipped with Microsoft Windows
Server 2003 making communication with Web folders impossible.
To correct this, Ektron DMS400 setup runs the Web folder setup
when it detects Microsoft Windows Server 2003.

The following steps explains installing Web Folders. These steps
assume that the install was started by Ektron DMS400 setup.

Step Setup Screen

1. The Web Folders install
screen appears. Click Next

. i WebFldrs Welcome Dialog
to continue.

Welcome to WebFldrs.

- 10] ]

Cancel == Preyious

2. The Web Folders Identity

dialog box appears. i'é'- WebFldrs Identity Dialog M= B
®*  Add your Name
MName: Toby Tyl
®  Add your Organization I aby lyler
*  Click Next. Drganization: |Cruisers]Inc.
Cancel | << Previous Mext > I
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Step Setup Screen

3. The Web Folders Product

ID dialog box appears. i'.g!;’- WebFldrs Product ID Dialog P =]

This dialog box displays the

your product ID number.
This is ywour product ID number:
®  Click Next.

12345-111-1111111-90151

Gancsl | <<previs | [T

4. The Web Folders Selection

Choice dialog box appears. {& WebFldrs Selection Choice Dialog H =] 3
® Complete - installs all com-

ponents.

i Complete

® Custom - you choose the

components to install. " Custom

®* Typical - installs the most
frequently used compo-

nents.
After making a selection, This selection will install the most frequently used components.
click Next.
Cancel | << Previous | | MNext == I
5. The Verify Ready All dialog
box appears. ii;‘!r" WebFldrs Yerify Ready All Dialog = BT

® Click Install Now.
Are you ready to install?

Cancel << Previols | | Install Mow |
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Step

Setup Screen

6. The Action dialog box
appears. The Setup is
installing Web folders.

i'é'- Action!

Writing system registry value

Key: HKEY_LOCAL MACHINEACOAOF-43...: WECAPIZ2.FpMetalnfo

IS B3

7. The We Are Done dialog
box appears.

® Click OK.

If you are installing Web
Folders as part of the
Ektron DMS400 setup,
return to "The Adobe iFilter
Setup screen appears.
Click Next if you want to
install the ability to search
through PDF documents.”
on page 18 to continue the
setup.

i'él We Are Donel

Install has completed successfully.

Pl |

Client Setup

If you have a large client base to deploy, you should use
deployment software. A good Web site for deployment software
information and links is http://appdeploy.com/.

Step

Setup Screen

1. Double click the executable file dns400cl i ent . exe. The file’s default location is
\ webr oot \ Asset Managenent\ ekt asset\clientinstall\

Note: This step is not necessary if the install was launched from the server setup.
If you are using Netscape Navigator or Mozilla Firefox as a client, you need to run this install.

Ektron DMS400 Manual, Version 1.1, Revision 2
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Installing Ektron DMS400

Step Setup Screen

2. The following screen
appears. Click Next to
install Ektron DMS400
client.

Ektron DM5400 Client - InstallShield Wizard rg|
Ektron DM5400 Client 1.0.0.1

The InstallShield® ‘wizard will install Ektron DMS400 Client
on your computer, To continue, click Mest.,

<Back || Nemt> |l Cancel

3. The setup program installs
all necessary files.

Ektron DM5400 Client - InstallShield Wizard

Setup Status %

Ektron D S400 Client iz configuring your new software installation.

llIIIIIIIIIIIIIIIIIlllIIIIIIIIIIIIIIIIIIIIIlllllllllllq

| Cancel
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Step Setup Screen

4. A completion message is
displayed.

Ektron DM5400 Client - InstallShield Wizard

Click Finish to complete

. . InstallShield Wizard Complete
the installation.

Setup has finished instaling Ektran DMS 400 Client on your
campLter.

Installing on a non-NTFS Server or Client

If you install Ektron DMS400 on a non-NTFS server, the following
warning message appears at the beginning of the server
installation.

Ektran recammends instaling the Dacument Management Syskem on a compuker
with an MTFS file swstem, This computer does nok hawve NTFS File system,

8z a resulk, you will need to manually set permissions in the operating syskem,
Faor mare information, see the Setup manual, Would wou like to continue?

After completing the installation, you must manually set
permissions on the following folders.
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NOTE

When using Windows Server 2003, you need to give the same permissions to

machi nenane\ | | S_ WPGthat you do for ASP .NET User.

S WG

Folder Local Machine User Permissions
\(Domain Name or IP Address or Machine e ASP .NET User e  Read
Name)\assetlibrary <SeeAlso>See Also: . Wit
:"The ASP.NET User
Account” on page 27 ®* Create
*  <machi nenanme>\ 1 | * Delete
S WG
(Windows Server
2003 only)
\inetpub\wwwroot\assetmanagement\ e ASP .NET User e Read
* <machi nenanme>\ 1 | *  Write
S VPG ® Create
(Windows Server
2003 only) * Delete
\inetpub\wwwroot\assets\ e ASP .NET User ¢ Read
*  <machi nenanme>\ | | *  Write
S VPG ® Create
(Windows Server
2003 only) * Delete
\inetpub\wwwroot\dmdata e ASP .NET User ¢ Read
*  <machi nenane>\ | | *  Write

* Delete Subfolders

Contact Ektron technical
support for the password

(Windows Server and Files
2003 only)
\inetpub\wwwroot\dmdata EKT_ASSET_USER e \Write
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The ASP.NET User Account

The ASPNet user account in a .NET system is created by the
following Microsoft file.

<W NDI R>\ M crosoft. Net\Framewor k\[ Current Version]\aspnet_regiis.exe

Run the executable file to set up the user account.

Installed Folders and Files

Here is a list of the folders and files that are created after the install

is complete.
Folder/ Files
Description
\assetcatalog ® catalog.wci

Catalog location of Indexing Service

Important: The catalog.wci folder is created when the
index service runs the first time.

Note: The catalog.wci folder contains files for the indexing
service. These files vary depending on what is being
indexed.
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Folder/ Files

Description

\(Domain Name or IP Address or Machine *  This is where your DMS assets are stored.
Name)\assetlibrary\ File names are encrypted.

Secure storage location for DMS400 assets

This subfolder location depends on the name you used in
the Domain Name screen during the install.

For example, If you use:
® Domain Name: www.mydms.com
The subfolder is: \wwwmydmscom
* |P Address: 193.123.321.123
The subfolder is: 1193123321123
®* Machine Name: WorkSys1
The subfolder is: \WorkSys1

\intetpub\wwwroot\ASMFileDownload *  Log4Net.Config

*  PdfFileCopier.asmx

*  Web.Config
\intetpub\wwwroot\ASMFileDownload *  Ektron.ASM.PdfFileCopier.dll
* log4net.dll
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Folder/ Files
Description
\inetpub\wwwroot\AssetManagement *  AssetManagement.asmx

Web application folder * AssetManagement.Config

* AssetManagementData.config

* AssetManagementData.config_oracle
* cmslocation.js

®*  DownloadAsset.aspx

®  EktronSLA.txt

® Global.asax

e (filter60.exe
(This file installs the Adobe iFilter)

* ReadmeAdobeiFilter6.htm

* RegistrationPage.html

*  Manual.pdf
(This Manual)
* Web.config
\linetpub\wwwroot\AssetManagement\backups *  This folder contains backup information for

Ektron DMS400

\inetpub\wwwroot\AssetManagement\bin *  AssetManagement.dll

DLLs for DMS *  CsharpZipLib.dil

®*  Ektron.ASM.AssetConfig.dll

®*  Ektron.ASM.AssetSecurity.dll
®*  Ektron.ASM.Configuration.dll
®  Ektron.ASM.Data.dll

®  Ektron.ASM.PluginManager.dll
®*  Ektron.ASM.XmlUtility.dll

*  Jlog4net.dll

®*  Microsoft.Web.Services2.dll
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Folder/
Description

Files

\inetpub\wwwroot\AssetManagement\ektasset
Core JavaScript and the test script

dms400.cab

dms.js

dms.vbs

dmsutil.js

ektasset.js
ektassetdefaults.js
ektassetevents.js
ektassetincludes.js
ektassetmedia.js
ektassetmessages.js
ektmassupload.js
ektunknowndefaults.js
ektunknownevents.js
ektunknownincludes.js
packed_ektasset.js
packed_ektmassupload.js
testdms.htm
testevents.htm
testpagefn.js
testunk.htm
testunkevents.htm
unk.js

unkutil.js
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Folder/ Files
Description

\inetpub\wwwroot\AssetManagement\ektasset\clientin | e  gms400client.exe

stall
* dmsinstallnow.htm

Client install files
® dmsintro.htm

® dmsintroxpsp2.htm

* jeoptions2.gif

* installactivex.qgif

® Joading.gif

® parseinstallparams.js

®  securitywarning_ewebeditpro.gif

®  verisign2.gif

\inetpub\wwwroot\AssetManagement\images e adobe-pdf.gif

Icon images o HTMLgif

* Image.gif

®*  ms-access.gif

®*  ms-excel.gif

* ms-frontpage.gif
®  ms-notepad.gif

®  ms-powerpoint.gif
®*  ms-project.qgif

®*  ms-publisher.gif
®  ms-visio.gif

®*  ms-word.gif

*  SWFgif
*  WinZip.gif
\inetpub\wwwroot\AssetManagement\license e Ektron.ASM.AssetLicense.dll

Ektron DMS400 Manual, Version 1.1, Revision 2 31



Installing Ektron DMS400

Folder/
Description

Files

\inetpub\wwwroot\AssetManagement\plugins

Plugin files that define the type of file a user is working
with

®  Ektron.ASM.OfficeDocuments.dll
(Lets you work with Microsoft Office docu-
ments.)

*  Ektron.ASM.UnkownDocuments.dll
(Lets you work with files other than Office
documents.)

\inetpub\wwwroot\assets
Published assets

\inetpub\wwwroot\dmdata

Temporary data files that are waiting to be checked in,
saved, or published

\Program Files\Ektron\DMS400\

® ektasset.ocx
*  EktExplorer.ocx

* ekversion.dll

The EKT_ASSET_USER

During the installation of Ektron DMS400, a user named
Ekt Asset _User is created. The user is authenticated to write to

C:\inetpub\wwwroot\dmdata. If your computer has Windows XP, you

see this user on the log-in window (illustrated below).

Microaoft’

Wmdoivé

o begin, click your user name
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Registering Add Ons in Ektron
DMS400

This section explains how an asset management server is
registered to work with an Ektron Content Management System
(CMS).

As illustrated below, when the Asset Management System
(AMS) is integrated with a CMS, three computers are involved.
* Asset management server

e Content management server

e Content management client

NOTE Although the same computer can function as all three, we assume they are
different for the purposes of this explanation.

internet/network Asset
¥ Mgmt.
Interface
Mojave Add-on
Content Interface Weh_
Mogmt. Services
Client I T
Content Asset
Mogmt. Mamt.
Server Server
Database File
System
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This system uses two interfaces to facilitate communication among
computers.

* Mojave interface - handles communications from the CMS
server to asset management server

* Asset Management interface - handles communications from
the asset management server to CMS

This section provides two scenarios for establishing
communications between the servers:

* "Registration is Initiated from Asset Management Server” on
page 33

* "Registration is Initiated from Content Management Server” on
page 35

Registration is Initiated from Asset Management Server

To set up the interface between Asset Management and CMS
systems, follow these steps.

Install a CMS

On the CMS server, set up a receiving page that calls the
Register Server function. For more information, see
"RegisterServer API Definition” on page 35.

=

3. On the Asset Management server, install the add-on files.
On the Asset Management server, set up security.

5. Onthe Asset Management server, run the installation program,
DMS400.exe. The installation program prompts you to identify
the CMS and the receiving page (illustrated below).
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Ektron DMS400 - Installshield Wizard

Add-on Registration Page

Before Ektron DMS400 can communicate with pour CMS server, DMS400 needs to register to
your CtS zerver. Below, please enter the CMS site and page for this regiztration.
To reqizter it later, go through the Ektron DS 400 from the Start Menu.

Site: http: /flocalhozt/cms300zample/cms300scrpts/?

Page: Iaddnnreg.asp

Cannection Type: |HTTF' [HTTP ar HTTPS |

[mztalls hield

Fiegizter Later I Beaister Mo I Cancel |

6. The receiving page calls the Register Server function (set up in
Step 2). This function generates an Integrator ID number,
which uniquely identifies the CMS to the AMS server.

7. The Mojave interface sends the Integrator ID number to the
AMS server.

8. Upon receiving the Integrator ID number from the CMS server,
the AMS server assembles information about its add-ons and
connection information.

For the details of this packet, see "Registration Packet Format”
on page 37.

9. The Mojave interface receives the registration packet and gives
it to the CMS. This information is used by the client CMS when
connecting to the AMS server.

10. The CMS server retrieves the registration packet from the
Asset Management interface. The server uses this information
to handle the add-ons and communicate with the AMS server.
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Registration is Initiated from Content Management Server

You would follow this procedure if the CMS site were moved and
the Asset Management server needs to be informed of the new
location, or if the previous registration needs to be corrected.

1. On the CMS system, the user is offered a page to re-register
the Asset Management. The page should use the Reregister
Server Web service and prompt the user to enter information,
such as:

e protocol
e server location
e port

e application name

NOTE The receiving page calls the Register Server function. See "RegisterServer API
Definition” on page 35.

2. The Mojave interface sends the CMS information to the AMS
server.

3. The Asset Management interface extracts information from
AMS server about the add-ons. It also assembles connection
information, which is used by the client CMS when connecting.
<SeeAlso>See Also: "Registration Packet Format” on page 37

4. The CMS server retrieves the registration packet from the
Asset Management interface. The server uses this information
to handle the add-ons and communicate with the AMS server.

RegisterServer API Definition

This definition is sent to the Mojave interface, which registers the
integrating application (CMS) with the Asset Management server.

Bool ean Regi st erServer (Server Dat a* pServerData, BSTR* errMessage);
The serverdata IS:

struct ServerData

{

BSTR I dentification; // Integrator |D Nunber
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At this time, only the Integrator ID number is provided.
<SeeAlso>See Also: "Integrator ID Number” on page 36.

Integrator ID Number
The Integrator ID number is the ID of the integrating application, in

this case the CMS. It is geographically unique among all instances
of clients that interface with Asset Management.

IMPORTANT! The generation of the ID must be guaranteed to be unique.

Integrator ID number is

* generated by the integrating application, such as CMS
* how the CMS wants to identify itself

e always used to refer to the integration site

* should not be the site address

If the site moves, it must use the ID and re-register with the Add-
Ons.

Validation is performed for any Web Service calls against this ID.

HTTP Get Page Call Format

The call to the receiving page supplies the following information
either as URL parameters or calling parameters.

integrator (CMS) protocol (HTTP/HTTPS)
* integrator server or IP address
* integrator port

* integrator registration receiving page (page that calls Mojave
registration)

* asset Management communication protocol
* asset Management server or address
* asset Management port

* asset Management web application name
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Here is an example:

https://192.168. 0. 33: 777/ cns400exanpl e/ addonr eg. aspx?url =http://192. 168. 0. 22: 8080/ /
asset managenent

Registration Packet Format

The registration packet contains information from the Asset
Management interface. It is passed to the integrating client.

Below is the general format of the data returned. The details can
be worked out during implementation, but the following information
must be included.

Global Connection Information

* Connection and other information
* Format only supported by the Asset Management interface
* No client integration can know how to use this information

* The packet is passed to the SetURL call in Mojave
Information for Each Add On
The data for each add on should be given in sequence.

* plug-in type (the CMS uses this as the supertype)
e plug-inID
* mime types supported by the plug-in
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Troubleshooting

This section explains how to fix problems that may occur with

Ektron DMS400.

Symptom

See this section

Error message: Install Indexing Service

"Setting Up the Indexing Service” on page 39

A search of PDF files on Ektron CMS
returns no results

"Installing the Acrobat PDF iFilter” on page 48

A search of asset files does not find an
asset on your Web site

"Turning on the Asset Indexing Service” on page 52

The server running Ektron DMS400 is
running slowly; much of the resources
are being used even though the
computer is idle

"Disabling the System Indexing Service” on page 49

Error message: Windows Server 2003 no
longer ships MSDAIPP.DLL, thus
connecting to an FPSE server through
Webfolders, is no longer possible.

"Using Microsoft Windows Server 2003 as a Client” on
page 53

No content type dropdown list on the
View Contents of Folder screen. (An
example of the list is below.)

WORKAREA

View Contents of Folder "Content®

IAIITypes TIE:‘ |E [ﬁ' m L
|

HTRAL Content

Office Documents
banaged Files
kel word save error.gif

-

It is possible that you entered the license key incorrectly
during installation. The license key is stored in webr oot /
asset managenent . confi g. To see a description of the
correct format, go to "License Key Format” on page 3.

To replace the license key after installation, see
"Replacing License Key after Installation” on page 4.
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Setting Up the Indexing Service

If you see the following error during installation, you need to set up
the indexing service manually.

Ektron DMS400 - Installshield Wizard |

Q ERR: Install Indexing Service

The following steps explain how to do that.

Step

Screen

1. Click Start > Control Panel
> Administrative Tools >
Computer Management.

The Computer
Management screen
appears.

B Computer Management

Q File  Action View

|| 2

(] E""rﬁﬁﬁ-fé;"ﬂﬂanagement {Local)
- System Tools
+ Event Viewer

+ Shared Folders
+ Local Users and Groups
¥

2 Device Manager
= & Storage
+ Removable Storage
Disk Defragmenter
Disk Management
+ @ Services and Applications

Window

Help

Mame

& Performance Logs and Alerts

ﬁgSystem Tools

@Storage

%Services and Applications
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Step

Screen

2. Click the plus sign (+) next
to Services and
Applications.

A Performance Logs and Al
..E..'.;. Device Manager

= @ Storage

+ Removable Storage
Disk Defragmenter
Disk Management
@ Services and Applications

3. Click Indexing Service.

-4 Services and Applications

i

+-4=4 Microsoft SQL Servers
S, Services

4. Click the stop button to halt
the indexing service, if it is
running.

Note: If the Index service is

running, the start button * is
grayed out.

Action  View

AW EB @ .

Window  Help

g Disk Management

- & Services and Applications
+ Microsoft SQL Servers
Services
WMI Control
e = Hndexing Service

+ % Internet Information Services

A |cat
ik
(e
s
7
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Step Screen

5. Right click Indexing

Service, then click New >
Catalog. Serw::es and Appllmtons

Microsoft SQL Servers
Services
WML Control

Indexing Servi

Internet Inforn Stop

Pause

%

.ﬁ.II Tasks

Create new catalog i
View

6. Atthe Add Catalog Screen:

* Inthe Name text box, add Add Catalog H |

the catalog name.

. !n thg Location text box., @ame: Iﬂ«sset )
identify the folder that will

store the asset catalog. ak
9 (Lu:u:ati-:un: |\ asseteatalog J Browse, . |

Note: By default, during
installation Ektron DMS400
names the catalog Asset and Ok Cancel |
associates it with the location
c:\asset cat al og. The installer
can change the default location.
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Step

Screen

7. Click OK.

The Computer
Management screen shows
your new Indexing Service.

E Computer Management

Q File  Action Wiew Window Help

e | AW EB @] =

| Size g
1
e [nformation 129

ICatalog L cocation

il Asset
EIT;JJWeb

Q Computer Management (Localy
Elﬁs System Tools

[+ 4] Event Wiewer

Shared Folders

¥ % Local Users and Groups
B Performance Logs and &l
Dervice Manager
[—:I& Storage

- Removable Storage
----- Disk. Defragmenter
Disk Management
E--Bﬁ Services and Applications
- Microsoft SQL Servers
SErvices

----- WMI Control
Indexing Service
E[ﬂ] Asset

-] Directories
[ Properties

: @ Query the Catal
FH-FIED Sywskem

c:lassetcatalogh

cilinetpub 5

8. Right click the Asset
catalog, then click New >
Directory.

* This is the directory the ser-
vice indexes.

Help

Action Window

View

Mame

I:I Directorie
I:I Propertie
@ Query th

+ Removable Storage #
Disk Defragmenter
Disk Management

- @ Services and Applications

+ Microsaft SQL Servers
Services
WHMI Control

- §8 Indexing Service

O S
=K Lo |

Typ  AlTasks
» .
: r.‘._ﬂ@._. View g
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Step

Screen

9. Inthe Path text box, add
the folder of the secure
storage location. Make sure
the Include in Index radio
button is marked Yes.

Note: By default, during
installation, Ektron DMS400
usesc:\ (Domain Name, |P
Address or Machi ne

Nane) \ asset | i brary.

Add Directory EHE |

(Eath: I

) Browze. . |

Alias [UNC]: |

Accaunt [nfarmation

|neiude in [ndex?

Uzer Mame: I

i Yes

Fazzwiord: I

™ Mo

ok |

Cancel |

10. Click OK. Then, click the
plus sign (+) next to Asset
to view the Directories
folder.

In the Directories folder, the
new directory is displayed.

E Computer Management

= File

Acktion  View

hiyindo

Help

& » | Bnl B &2

Elﬁ@ Swskem Tools

-] Evertt Wiewer

-5 Shared Folders

; % Local Users and Groups

o B Device Manager

EI@ Storage

[+-g= Remowable Storage

----- Disk. Defragmenter
Disk. Management

I'_—'I--@ Services and Applications

[+~ Microsoft S0L Servers
Services

----- WHI Control

Indexing Service

E_-Ll Asset

T Properties

Q Computer Management Local) = |

& Performance Logs and Al

e N St Ty

| Direcbory: | alias | Includs
I:Ic:'l,assetlibrary'l, J Yes
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Step Screen

11. Right click Assets, then

click Properties. W ML LU
--E3 Indexing Service

..-.E
-1

“:] Mew +
P All Tasks 3
B9 yiew 3

+1-| ;T!JdSup[ Mew Window from Here

+ -] Steve

+ [t Syste  Delete

+ -] Visio Export List. ..

+-[1E] web

5 By Inmrnet]M -

................................... Help
Opens property sheel ..

12. On the Tracking tab,
uncheck all boxes and .
choose None for WWW (ESEE FROIER 125 2]

Server. . .
General| Tracking Generatlanl

({I nheritable 5ettings 1\'.

[ Add Metwark Share Alias Autamatically

" lnherit above settings fram Service

Wwhataf Server: | [Mone) j
\ |

k. I Cancel Apply
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Step

Screen

13. On the Generation tab,
uncheck Inherit above
settings from Service.
Then click OK.

® The Index files with
unknown extensions and
Generate abstracts check
boxes can be checked or
empty. It is the administra-
tors choice.

Asset Properties |

General | Trackingl Generation

~ Inheritable Settings

¥ Index files with unknown extensions

[V Generate abstracts

bl asimurn zize [in characters]; 320 _:I
(r dnhent above settings fram Sewicesf]
Q. I Caricel Apply
14. Right click Indexing
Service, then click All T mmemmn e me
Tasks > Tune i
Performance. S WMI Control
- [E_II ASSE’F Stop
I:l Director
] Pause
I:l Properti
@ Queryt  New r
+-fif]l dSupport All Tasks 3
-] Steve_Asse _ Stop
+|-ff]l System View Fause
-]l visio Mew Window from Here
Al 3 i
+ (il web Export List... E
+ % nternet Inform &
[ e
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Step Screen

15. Click the Customize radio
button.

Indexing Service Usage

How often is Indexing Service used on this workstation?
Indexing Service Usage
) Uzed often

1 Used occasionally

1 Never used

16. Click the Customize
button.

Indexing Service Usage

How often is Indexing Service used on this workstation?
Indexing Service Usage
) Used often

{1 Used occasionaly

[ Cossomes. ]

ok | | Cancel |
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Step Screen

17. Change Indexing to

Instant. Desired Performance EE

Determine the level of desired performance. Please note that
higher performance cauzes higher resource wtilization.

— Indexing Service Performance

Lazy Inztant

' ' 3

Low load High load

Euemving

L~

| aF. I Cancel

18. Click OK and OK again to close both dialog boxes.

19. Click the Start button to
start the service again.
omputer Management

Q File Acton View Window Help
P

am B 2 0]

# | | Catalog | Locatic
) ] Eﬂ?_ﬂ.ﬁ.sset ci\assi
D Dlrector.les Eﬂ‘?jdﬂup... C:\Pro
(2 Properties Eﬂ‘;]System Co\ys
@ Query the Catalo -

i ds t ETF_-'."L"ISIG C:\Dot

+ElE upport — o "
I [E] System 3 [T]W'Eb cilinet

< @B &
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Installing the Acrobat PDF iFilter

This section describes how to install the Acrobat PDF iFilter. PDF
iFilter is a free downloadable application which lets you index PDF
documents with Microsoft® indexing clients, so that users can
easily search for text within PDF documents.

Symptom
While trying to search Adobe Acrobat PDFs on Ektron CMS, your
search returns no results.
Cause
The Acrobat PDF iFilter is either not installed, or is installed
incorrectly on your server.
Resolution
To resolve the issue, follow these steps to make sure that the
Adobe PDF iFilter is installed correctly.
Step Screen
1. Ensure your server meets *  Microsoft Windows 2000 Professional, Service Pack 2
one of the following require-
ments. ®  Microsoft Windows XP Professional, Service Pack 1

®*  Microsoft Windows 2000 Server, Service Pack 3

®*  Microsoft Windows 2003 Server

Each environment must contain Microsoft Indexing Services.

2. Download the PDF iFilter from http://www.adobe.com/support/downloads/detail.jsp?ftpID=2611to the
machine where you wish to install it.
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Troubleshooting

Step

Screen

3. Stop all appropriate clients,
using one or more of the
following methods.

®*  Windows XP and 2003 Server: Click Start > Control Panel >
Administrative Tools > Computer Management. In left-side Con-
sole Tree, highlight Indexing Service under Services and Applica-
tions. Under Action Menu, choose Stop. Close window.

®*  Windows 2000 and 2000 Server: Click Start > Settings > Control
Panel > Administrative Tools > Computer Management. In left-
side Console Tree, highlight Indexing Service under Services and
Applications. Under Action Menu, choose Stop. Close window.

4. Uninstall any previous version of PDF iFilter.

5. Double-click the downloaded PDF iFilter 6.0 EXE file and follow the on-screen instructions.

6. Start all appropriate clients,
using one or more of the
following methods.

®*  Windows XP and 2003 Server: Click Start > Control Panel >
Administrative Tools > Computer Management. In left-side Con-
sole Tree, highlight Indexing Service under Services and Applica-
tions. Under Action Menu, choose Start. Close window.

®*  Windows 2000 and 2000 Server: Click Start > Settings > Control
Panel > Administrative Tools > Computer Management. In left-
side Console Tree, highlight Indexing Service under Services and
Applications. Under Action Menu, choose Start. Close window.

7. Re-index your system with
the appropriate clients,
using the following method.

®*  Windows 2000/2000 Server/XP/2003 Server: Open the Computer
Management Console (mentioned above). In the left-side Console
Tree, open Services and Applications > Indexing Service. Open
the Asset Catalog listed under Indexing Service by clicking on the
plus sign (+) next to the Catalog name. Click on Directories. For
each directory listed in the right pane that contains PDF files, right-
click on it and select All Tasks > Rescan (Full).

For more information about troubleshooting and known issues with
the Adobe Acrobat PDF iFilter, see the readme.htm file. The file's
default location is C: \ Progr am Fi | es\ Adobe\ PDF | Fil ter

6. 0\ readne. htm

Disabling the System Indexing Service

Symptom

The server running Ektron DMS400 is running slowly; much of its
resources are being used even when the computer is idle.
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Cause

The Microsoft Windows Indexing service is turned on during
installation. This service indexes every file on the server, and the
resources required to carry out that task slow down other activities.

NOTE Ektron recommends turning off all indexing services other than the DMS Asset
indexing service.

Resolution

To resolve the issue, follow these steps to disable the Windows
indexing service. This change does not affect DMS’s ability to find
files because it uses a different indexing service.

Step Screen

1. Click Start > Control Panel
> Administrative Tools >
Computer Management.
The Computer Q File Acton Vew Window Help
Management screen

appears. || E

Ll Computer Management

Mame
jil; System Tools i, System Tools

+ Event Viewer S storage
E Shared Folders " services and Applications

Local Users and Groups
&4 Performance Logs and Alerts
E Device Manager
- @ Storage
+ Removable Storage
Disk Defragmenter
Disk Management
+ @ Services and Applications

+
+
+
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Step Screen

2. Click the plus sign (+) next
to Services and T
Applications.

A Performance Logs and Al
=), Device Manager
= @ Storage
+ Removable Storage
Disk Defragmenter
Disk Management

@ Services and Applications

3. Click Indexing Service.

-4 Services and Applications
Microsoft SQL Servers
S, Services

4. Click the Stop button to

siop fhe indexing service.
| aion vew || & = | @@ X EFEB 2| > |n]
Tree I Catalog | Location [ Size (p

Q Compuker Management (Local) [ﬂ‘].ﬁ.sset cilassat.,. 1
=k ﬁ& Systemn Tools

I @ Event Viewer

I @ System Information

I ﬁ Performance Logs and Alerts
Shared Folders

it Divice Manager

- 7 | ocal Users and Groups

=- @ Storage

----- (L] Disk Management

----- @ Disk. Defragmenter

=0 Logical Drives

EEI--@ Removable Storage

I'_—'I--@ Services and Applications

----- #4 WMI Control

% Services

+-5 Indexing Service

Ll T T S S
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Turning on the Asset Indexing Service

Step

Screen

1. Click Start > Control Panel
> Administrative Tools >
Computer Management.

The Computer
Management screen
appears.

Ll Computer Management

Q File Action Vew Window Help
= 2
Mame
i, System Tools @Syst&m Tools
Ewvent Viewer @Storage
@SEWiCES and Applications

+
+ Shared Folders
+ E Local Users and Groups
+- ¥4 Performance Logs and Alerts
E;; Device Manager
@ Storage
+ Removable Storage
Disk Defragmenter
Disk Management
@ Services and Applications

+

2. Click the plus sign (+) next
to Services and
Applications.

= @ Storage

& Performance Logs and Al
E. Device Manager

+ Removable Storage
Disk Defragmenter
Disk Management
@ Services and Applications

3. Click Indexing Service.

="

= @ Services and Applications
Microsoft SQL Servers

# WMI Control

+ 28 Indexing Service

+-4 Internet Information Service
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Step

Screen

4. Click the Start button to
start the indexing service.

E Computer Management

J Action  Wiew |J Ao o=y | |

Tree I Cakalog | Location
Q Computer Management (Local) [TJJ Assel ciassetcdl

-7, System Toals [n‘_-ﬂ EKTROM-BECLTAsset  cilassetcal
-- Storage [T_-l.l Syskem A TMMT
=- Services and Applications

----- # Wl Control

% SErvices

- Indexing Service

#-[ 1l Asset

#-[fl EKTROMN-BEOLT Asset
=11l System

EEI---% Inkernet Information Serwvic

Using Microsoft Windows Server 2003 as a Client

Symptom

Resolution

You receive the following error message:

* Windows Server 2003 no longer ships MSDAIPP.DLL, thus
connecting to an FPSE server through Webfolders, is no longer
possible.

Per MS Licensing, you can obtain webfldrs.msi from any down-
level OS, or any office product that shipped before Win2K3 (not
Office 2003) and install the WebFolders client. Doing so will keep
you compliant with licensing.

Installing WebFolders from Office 2003 is only allowed if you have
an Office 2003 license for each Win2K3 server you plan to install
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WebFolders on.

For more information on installing Web Folders, see "Web Folders
Setup for Microsoft Windows Server 2003” on page 21.
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Ektron DMS400 Administration

Introduction

This section explains the Administration of Ektron DMS400. It
includes the following chapters:

* "AssetManagement.Config," on page 56

* "Asset Management Server Registration," on page 62

e "PDF Generation," on page 68
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AssetManagement.Config

Introduction

This section explains how to use the AssetManagemt.Config file to
help configure the Ektron DMS400. By making changes in the
AssetManagement.Config file, you can:

* control what file types users can upload. For more information,
see "Allowing File Types," on page 57

* control whether users automatically preview an asset when the
link is clicked. If not the user needs to click the view preview
button to view the asset. For more information, see "Setting the
View Type," on page 59

* add license keys. For more information, see “License Keys," on
page 3

For a description of the AssetManagement.Config file, see "The
AssetManagement.Config File” on page 56

The AssetManagement.Config File

The following table describes the AssetManagement.Config file
tags, and how they are used.<

Tag Description

<WebAppPath> The path of the Web application. This is the path to the AssetManagement
folder. The default location is: C. / | net pub/ wwwr oot /
Asset Managenent .

<WebApp> The Asset Management folder. The defaultis / Asset Managenent /.

<StoragelLocation>

The location of the Asset Library. The default location is: C: / ( Dormai n Narme
or | P Address or Machi ne Nane)/assetlibrary/.
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Tag

Description

<WebRoot>

The web root of the server. The default is: C. / | net pub/ wwwr oot /.

<WebShareDir>

The folder where temporary data files that are waiting to be checked in, saved,
or published are stored. The defaultis / dndat a/ .

<CatalogName>

The name of the Asset Catalog. This name is used when setting up the index
service.

<CatalogLoc>

The folder location of the Asset Catalog. This location is used when setting up
the index service. The defaultis: C. / asset cat al og/ .

<PublishStorageLoc>

The folder location where published assets are stored. The default is: C: /
I net pub/ wwww oot / asset s/ .

<PublishStorageName>

The name of the folder where published assets are stored. The default is: /
assets/.

<DomainName>

Can be Domain Name, IP Address or Machine Name. An example is: localhost.
This is the address a web client system uses to open managed documents
through HTTP.

<InstalledVersion>

The version number of the Ektron DMS400 installed.

<FileTypes> Files types that users are allowed to upload to Ektron DMS400. For more
information, see "Allowing File Types” on page 57. The default file types installed
are *.doc,*.xls,*.ppt,*.pdf,*.gif,*.jpg,*.jpeg,*.txt,*.log,*.vsd,*.dot,*.zip

<Build> The build number of Ektron DMS400

<ViewTypes>

View Types allows users to preview an Office document when a they click an
Office document in the Workarea. For more information, see "Setting the View
Type” on page 59. The default is document.

<Licenses>

Your license key. See Also: "License Keys” on page 3

Allowing File Types

Administrators control what types of files are used with Ektron
DMS400 by editing the file types list in the
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AssetManagement.config file. Reasons for limiting the file types
include:

* Security - For example, you do not want users to load .exe files
to Ektron DMS400 server

* Ease of Management - For example, you want your Ektron
DMS400 server to store .doc files only

The <Fi | eTypes> tags, in the AssetManagement.config file,
contain the list of file types users can upload. The default file types
are:

*. doc,*. xls,*.ppt,*.pdf ,*.gif,*.jpg, *.jpeg, *.txt,*.log
, *.vsd, *.dot, *. zi p.

Steps to Add or Remove a File Type

To add or remove a file type from the list, follow these steps.

1. Open the Asset Managenent . confi g file. The default location
is (webr oot )/ Asset Managenent .

2. Find the <Fi | eTypes> Tags. All file types must appear
between the two tags. For example,
<Fi | eTypes>*. doc, *. x|l s<Fi | eTypes>.

3. Add or remove any file type.

NOTE Commas must separate the file types and file types must be formatted as
wildcard.extension. For example, adding an .mp3 file type to the list after *.zip,
looks like this: *.zip,*.mp3

4, Save and close the Asset Managenent . confi g file.
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Setting the View Type

When users are in the Workarea of CMS400.NET, they preview an
Office document by clicking on its link. The following is an example

of the preview that appears when they click an Office document'’s
link.

View Content "Test Asset Management™

IEfal ) s |V | Add:| -selectlanguage- v |

Properties || Content || Summary || Metadata || Comment | | Tasks |

Content:

ITest-Wnrd-Dnc-f or-Asset-Management”

You might not want the preview to appear when a user clicks an
Office document’s link. Some reasons for this are Web page load
speed and lowering bandwidth usage on your network.
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By setting View Types to blank, a preview doesn't appear until it is
asked for. The following is an example of what appears when a
user clicks an Office asset’s link and the preview is set to not

appear.

View Content "Test Asset Management™

L¥ Oy 10 [§ % (=} @;. e ° | view: English (U5} v | Add: -selectlanguage- +

Properties | | Content | | Summary | | Metadata | | Comment | | Tasks |

Content:

File:  Test Asset Management.doc

View read-only Asset

You control the preview in the AssetManagement.config file, this
setting is controlled by the <Vi ewType> Tag. The table below
describes the two settings available for the <Vi ewType> Tag.

Setting Description Example

document Allows the automatic preview when <Vi ewType>docunent <Vi ewType>
clicking an Office document’s link.

blank Disables the automatic preview when <Vi ewType><Vi ewType>
clicking an Office document’s link.

Steps to Change Automatic Preview Setting

To change automatic preview setting for office document’s follow
these steps.
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1. Open the Asset Managenent . confi g file. The default location
is (webr oot )/ Asset Managenent .

2. Find the <Vi ewType> Tags. For example,
<Vi ewType>docunent <Fi | eType>

3. Choose a setting as described in the table above, see
"Setting," on page 60

4. Save and close the Asset Managenent . confi g file.
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Asset Management Server
Registration

AMS Server Registration

For administrators, using Ektron CMS400.NET to initiate a
connection to an AMS or change your AMS server registration
information is easy. The following sections explain how to register
and manage an AMS with Ektron CMS400.NET.

* "Steps to Setup a New AMS Server Connection” on page 62

* "Managing AMS Server Connections” on page 63

Steps to Setup a New AMS Server Connection

NOTE These steps do not need to be completed if you completed the Setup Connection
during the Ektron DMS400 install.

1. From the Workarea, click Settings > Configuration > Asset
Server Setup.

2. Click the Edit button ( C¥).

3. Add the location of the AMS in the Asset Management Server
Address (URL) field.

4. Click Save (|&)-
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The following appears.

Asset Management Server Registration

[¥ 3

Asset Management ID: 55205fc4-803d-4959-3818-3b70aa188a0b

Registered Asset Management Servers:

« http://localhost/AssetManagement/

Show detailed reqistration information

Clicking the Show detailed registration information link reveals
which plug-ins and extensions are registered. The following is an

example.

ID NAME PLUGIN CONMNECTIONINFO

101 Office Documents Documents http://localhost/AssetManagement/
MNAME EXT MIME ICON
msword doc application/msward http://localhost/assetmanagement/images/ms-word.gif
msword dot application/mswaord http://localhost/assetmanagement/images/ms-word.gif
ms-excel ¥la application/vnd.ms-excel http://localhost/assetmanagement/images/ms-excel.gif
ms-excel xlc  application/vnd.ms-excel http://localhost/assetmanagement/images/ms-excel.gif
ms-excel xlm application/vnd.ms-excel http://localhost/assetmanagement/images/ms-excel.gif
ms-excel x¥ls application/vnd.ms-excel http://localhost/assetmanagement/images/ms-excel.gif
ms-excel xlt  application/vnd.ms-excel http://localhost/assetmanagement/images/ms-excel.gif
ms-excel xlw application/vnd.ms-excel http://localhost/assetmanagement/images/ms-excel.gif

ms-powerpoint ppt
ms-powerpoint pot
ms-powerpoint pps

ms-project
MSaCCess
mspublisher
visio
ms-works

102 Managed Files

application/vnd.ms-powerpoint http://localhost/assetmanagement/images/ms-powerpoint.gif
application/vnd.ms-powerpoint http://localhost/assetmanagement/images/ms-powerpoint.gif
application/vnd.ms-powerpoint http://localhost/assetmanagement/images/ms-powerpoint.gif
mpp application/vnd.ms-project

mdb application/x-msaccess

pub
vsd

application/x-mspublisher
application/vnd.visio

wdb application/vnd.ms-works
ms-works wks wks
ms-works wps wps

application/vnd.ms-works wks http://localhost/assetmanagement/images/ms-word.gif
application/vnd.ms-works wps http://localhost/assetmanagement/images/ms-word.gif

Unknown

http://localhost/assetmanagement/images/ms-project.gif
http://localhost/assetmanagement/images/ms-access.qif
http://localhostfassetmanagement/images/ms-publisher.gif
http://localhostfassetmanagement/images/ms-visio.gif
http://localhost/assetmanagement/images/ms-word.gif

http://localhost/AssetManagement/

Managing AMS Server Connections

From Ektron CMS400.NET, you can manage your AMS server
connections. The following sections describe the ways AMS is

managed:
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* "Updating Registration Information” on page 64

* "Register with an Asset Management Server (AMS)” on
page 64

e "Update Registration with an AMS that has a New Address” on
page 65

* "Unregistering an Asset Management Server” on page 65

* "Reregistering an AMS that has been Unregistered” on
page 66

Updating Registration Information

Updating registration information is useful when your AMS
registration information gets corrupted or lost. Follow these steps
to update your registration information.

1. From the Workarea, click Settings > Configuration > Asset
Server Setup.
Click the Edit button ( C¥).
Select the Update registration information radio button.

Select an asset management server to update from the
dropdown list.

5. Click Save (&)-
Register with an Asset Management Server (AMS)

Use this option to register Ektron CMS400.NET with a second AMS.
This allows you to keep separate servers for different types of
assets. For example, you might want to keep all the Human
Resource documents on a separate server.

1. From the Workarea, click Settings > Configuration > Asset
Server Setup.
Click the Edit button( C¥).

Select the Register with an asset management server
(AMS) radio button.

4. Add the location of the AMS in the Asset Management Server
Address (URL) field.

5. Click Save (l&@).
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The following appears.

Asset Management Server Registration

[¥ @
Asset Management ID: 55205fc4-803d-4959-3818-3b70az

Registered Asset Management Servers:

+« http:/flocalhost/AssetManagement/
» http://sqa-lisa/assetManagement/

Show detailed reqgistration information

Update Registration with an AMS that has a New Address

If you move your AMS to a new server or change the existing
server’s address, you can update the connection information by
following these steps.

1. From the Workarea, click Settings > Configuration > Asset
Server Setup.

Click the Edit button ( C¥).

Select the Update registration with an AMS that has a new
address radio button.

4. Select the AMS to update by choosing it from the Select asset
management server dropdown box.

5. Add the new location of the AMS in the Asset Management
Server Address (URL) field.

6. Click Save (Jd)-
Unregistering an Asset Management Server

If you decide not to use an AMS, you can unregister it from Ektron
CMS400.NET. Unregistering an AMS does not delete the
information from the database nor the assets themselves. When
you unregister an AMS, you are making it inactive. This provides a
way to restore the AMS to Ektron CMS400.NET if you change your
mind. See Also: "Reregistering an AMS that has been
Unregistered” on page 66
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The following steps explain how to unregister an Asset
Management Server.

1. From the Workarea, click Settings > Configuration > Asset
Server Setup.
Click the Edit button ( C¥)).

Select the Unregister an asset management server radio
button.

4. Select the AMS to update by choosing it from the Select asset
management server dropdown box.

5. Click Save (&)

Reregistering an AMS that has been Unregistered
You can reregister an AMS that has been unregistered in Ektron
CMS400.NET. Doing this re-establishes the information contained

in the database. Your assets are again available to your users with
the original content ID numbers assigned to them.

The following steps explain how to reregister an AMS.

1. From the Workarea, click Settings > Configuration > Asset
Server Setup.

Click the Edit button ( C¥).

Select the Register with an asset management server
(AMS) radio button.

4. Add the location of the AMS in the Asset Management Server
Address (URL) field.

5. Click Save (l&).
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The following appears.

Asset Management Server Registration

[¥ @
Asset Management ID: 55205fc4-803d-4959-3818-3b70az

Registered Asset Management Servers:

+« http:/flocalhost/AssetManagement/
» http://sqa-lisa/assetManagement/

Show detailed reqgistration information
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PDF Generation

Introduction

PDF (Portable Document Format) is a type of file developed as a
means of distributing compact, platform-independent documents.
Each document is self-contained, packing text, graphics, and fonts
into a file.

Office documents stored in Ektron DMS400 can be automatically
converted to PDF format when used in conjunction with Ektron
CMS400.NET. Then, when adding the Office document to a Web
page, a visitor sees the PDF version of the document.

Why use PDF?

* Files easily cross multiple platforms, including Microsoft, Apple,
Linux, and Unix.

* Documents keep their formatting and appear the same on a
computer screen or when printing.

* File size is typically smaller, which means less bandwidth
usage.

* Free viewing application that allows any Office documents,
once converted, to be viewed by anyone with a PDF viewer.

* Eliminates the need for a different viewer for each file type.

PDF Conversion Process

The PDF conversion of an Office document starts when it is
published. At that point, a copy of the file is sent to an Ektron
server for PDF generation. After the server generates the PDF, it
returns the PDF to the DMS400.

When the PDF returns, it doesn’t appear in the CMS400.NET
Workarea, only the original published Office document appears.
The DMS400 stores the PDF file in its secure location. Subsequent
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editing is done in the original Office document, and each time it's
published, a new PDF is generated.

Dffice
: > > >
Create an Your DM 5400 server The Ektron server

Office Publish the sends the Office converts the Office
document in Office document to an document to PDF
Ektron CM5 DO curment Ektron POF Server

.
The PDF is sent back The PDF is stored in the When the office document
to your DM 5400 secure asset location on is added to a Web page it

Server your DM 5400 Server appears in POF format

Once the Office document is added to a Web page, the Web page
shows the PDF version of the it. This means visitors of the site only
need a PDF viewer installed to view any Office document on your
site.

Local PDF Generation

By purchasing a separate license for the PDF generation software,
PDF documents can be created on a local network. Reasons for
generating a PDF locally include:

* Speed: Office documents take less time to be converted to
PDF format

* Security: Office documents never leave the local network

* Quality: You can configure the output quality of the Office
documents
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Setting Up a Local PDF Generator

This section describes setting up a local PDF generator. It
includes:

* Editing the Web.Config
e Setting up the EktronPDFGenerator folder
* Installing the PDF generation software

e Starting the PDF generation service on your server

Following these steps to set up a local PDF generator on your
network.

1. Openthe Web. confi g file located in
\ webr oot \ ASMFi | eDownl oad.

2. Find the following line and change pdf gener at or. ekt r on. com
to | ocal host .
<add key="Ektron. ASM Pdf Fi | eCopi er. Pdf Fi | eGener at or. Pdf Gener at or"
val ue="htt p:// pdf generat or. ekt ron. com’ Ekt r onPdf Gener at or/
Pdf Gener at or . asnx"/ >

3. Save and close the file.

Extract the zip file you received for PDF generation from
Ektron, Inc.

It creates two directories:
- Pdf995
- EktronPDFGenerator

5. Copy the EktronPDFGenerator folder to your webroot. For
example, \i net pub\ wwwr oot .

6. Navigate to the Control Panel > Administrative Tools >
Internet Information Services.
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7. Click Web Sites > Default Web Site

T c x .
*& Internet Information Services

File Acton Wew Help

& - B 2 .
Internet Information Services # | | Name
= | | uste
—-{_] Web Sites (g _vti_bin
= QW L@Printers
it B nebaciis

8. Right click the EktronPDFGenerator folder and choose
Properties.

£ P c I .
~& Internet Information Services

File Action View Help

« = | ] 22> =m0
+-_] cMs3005ample_OLD 4 | | Name
+ - CMS400Example ) 115Help

el | EktronPdfGenerato Explore b

+-[] ewebeditpro4

+-[_]] images ;_]rl:c;eml?se :-.in

+ @ WebApplication1 - -

-] _private New .

- _wh_enf AlTasks > JuickStart

+-[ _vti_log i

-0 _wh_pwt Delete =Download

+-{] _wh_script Rename _dient

+- [0 _wti_tt Refresh lanagement

+ EB' Default SMTP Virtual Serw Flw

IDpens property sheet for the currentse  Help

9. Click the Directory Security tab.

10. In the Anonymous access and authentication control area,
click edit.

11. Verify that Anonymous access is checked.

- Ifitis checked, click OK. Do not change any other settings
in this dialog box.
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- Ifitis unchecked, click the checkbox to add a check. Then
click OK. Do not change any other settings in this dialog

box.
12. Click the Directory tab.
13. Click the Create button.

EktronPdfGenerator Properties

Directory | Documents | Directory Security | HTTP Headers | Custom Emors |

When connecting to this resource, the content should come from:
{*) The designated directaory

) A redirection to a URL

Local Path: |\E

[] Script source access Log visits

Read Index this resource

[ write

D D"-eciﬂw thSlng ...............................................

Application Settings

Wi A s | Application |[L et ‘l]

Starting point: <Default Web Sitex

Execute Pemissions: |Sc:rip‘ts anhy w |

| ok || cCance |[ ppy || Hep

14. Click OK. Do not change any other settings in this dialog box.

15. Open a Web Browser.
16. In the Address field, insert the following line:

http://localhost/EktronPdfGenerator/PdfGenerator.asmx
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17. Verify the following page appears.

A PdfGenerator Web Service - Microsoft Internet Explorer |
File Edit Wew Favorites Tools Help {F

L] et i} 3 " 2
. @ Back - @ - |ﬂ @ | gl J}_.J Search :T;:;I’ Favorites e:{ [/:{ -
: Address |E§| http:/localhost/EktronPdfGenerator PdfGenerator.asmx V| Go
: Links ;&1 EktronMet Welcome @ Ektron, Inc. @ CM5400 Example i

PdfGenerator

The following operations are supported. For a formal definition, please review the
Service Description.

+ CreatePdfFile

I:El ‘ﬂ Local intranet

18. Navigate to the pdf995 folder that was installed earlier.
19. Double click pdf995s.exe
If the following dialog box appears, click No.

In order to complete the installation of Pdf395, please install the free Converter. If you have not
L3 downloaded it, you can download it free from www, pdf335.com. Do you want to download it now?

20. Run ps2pdf995.exe.

21. Click Accept on the PDF995 User Configuration Screen.

22. Run omniformat.exe.

23. Click Accept to accept the OmniFormat End User Agreement.
24. Run ToolsetKey.exe

25. Enter your name in the Name text box.
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26. Enter your license key in the Key Value text box.

NOTE This license is separate from Ektron DMS400 and Ektron CMS400.NET. The
license is provided to you when you purchase the PDF generation software.

27. Create new directory under C:\ called pdfoutput.
28. Navigate to C:\omniformat.

29. Double click OmniFormat.exe.

30. Click Options.

# OmniFormat

Watch Folders
c:harnniformathwatch Open Folder
&dd Faolder...
Clear
Save
Output Format

POF Portable Document Faormat

| Start kMonitaring | Single Pazsz

F bl

Help
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31. Check the Move Converted Files to Output Folder checkbox.

OmniFormat Options

kadulation [100 iz unchanged] Size
b i li v Sarne as anginal
Saturation  |100 li
Hue -

(W tove Corvverted Files to Output Fnldea
utput Folder:
Contrazt Moarmal - Inztall OmriFormat
az a Service
Ratation 1 - [ Momalize
Resalution of files converted from PDF: 72 - FOF Fights
kanagement. ..

[v Cornvert 1 image file per page when converting from POF
Image to PDF output page zize: |Letter j
bemaory zage: Ok Help

32. When the Open dialog box appears, select the C:\pdfoutput
folder.

Open

Directaries: o \pdfoutput

E_ =

g,

Drrives:
| = j M etwark...
33. Click OK.
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34. On the OmniFormat Options dialog box, click Install
OmniFormat as a Service.

OmniFormat Options

kM adulation [100 iz unchanged] Size
o IF [v Sarme az onginal
Saturation (100 li
Hue 100 -
[v Move Converted Files to Output Foldes
Cutput Falder: C:\pdfoutput
Contrazt Mormal - Inztall QrniFormat
az a Service
Ratation 1 - [ Mormalize
Resalution of files converted fram PDF: 72 - FDF Rights
b anagement. ..
[v Corvert 1 image file per page when converting from POF
Irmage to PDF output page zsize: |Letter j
Memony Uzage: OF. Help

35. If the Install is successful, the following dialog box appears.
Click OK.

OmniFormat

L] E OmniFormat has been installed as a Service
L

36. Click OK to close the Options box.
37. Exit OmniFormat.

38. Navigate to Control Panel > Administrative Tools >
Services.

39. Right click the OmniFormat from Pdf995 service and choose
Properties.
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40. On the General tab, make sure the Startup type is Automatic

and that the Service status is not disabled. (Do not click Start
now.)

OmniFormat from Pdf995 Properties (Local Computer) [ |[X]

General | Log On | Recovery | Dependencies |

Service name: OmniFamat from Pdf955

Display name: :lmniFrjrrnat from Pdf 555

Description:

Path to executable:
?c:"-.cmn'rfurrnat"-mser'u'ice.ae

@rtup type: | Automatic VD

(SEMCE gtatus:  Stopped )

You can specify the start parameters that apply when you start the service
from here.

=
[o1]

Lol

T

Caldl S

Start parameters: | |
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41. On the Log On tab, check the Allow Service to interact with
desktop checkbox.

OmniFormat from Pdf995 Properties (Local Computer) E'E'

Log on as:

(%) Local System account
iﬁ.llnw gervice to interact with deslctupé)

() This account: | |

You can enable or disable this service for the hardware profiles listed below:

Hardware Profile Senvice
Profile 1 Enabled

| ok || cancel || epy |

42. Return to the General tab and click Start service.
43. Click OK.

44. Drag and drop a test word file on the C:\omniformat\watch
folder. A PDF file appears in C:\pdfoutput

NOTE This might take a few minutes depending on the size of the document and the
speed of the system.

Enabling or Disabling PDF Generation

Administrators decide if this feature is enabled and to which folders
it applies. By enabling this feature for CMS400.NET,
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administrators can change a folder’s properties to allow PDF
generation. The following steps explain how to enable or disable
this feature.

1. Inthe CMS Workarea, click Settings > Configuration >
Setup.

2. Click the Edit Properties button (g).

3. Click the Enable Office documents to be published as PDF
checkbox.

Publish as PDF:
Enable Office documents to be published as PDF

4. Click the Save button ().

Designating a Folder to Generate PDFs

Automatically

NOTE

By setting a folder’s properties to allow PDF generation, all Office
documents published in that folder have a PDF created for them.
For an introduction to PDF generation, see "Introduction” on
page 68

The steps below explain how to change the folder property for PDF
generation.

Existing subfolders do not inherit PDF generation. Each subfolder needs to be set
individually. However, when creating a new subfolder, it inherits the PDF
generation setting from the parent folder. Administrators can change the setting
while creating a new subfolder.

In the Workarea click the Content folder button.
Click the folder for which you want to enable PDF generation.

3. Click the View Properties button (g&').

4. Click the Edit Properties button (g).
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5. Click the Publish Office Documents as PDF checkbox.

Should Office documents added to this folder be published as PDF?
FPublish Office documents as PDF

6. Click the Save button ([&).
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Introduction

This section of the manual is dedicated to using Ektron DMS400
Asset Management System. This section includes the following
chapter:

e "Using the Asset Management System” on page 80
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Using the Asset Management
System

IMPORTANT! This chapter references CMS400.NET. CMS400.NET is a separate product that
requires its own license. Please contact Ektron Sales for details
(sales@ektron.com).

The Asset Management System (AMS) lets you import Microsoft
Office documents and any other kind of file into Ektron
CMS400.NET. (Non-Office files are known as managed files.)
Collectively, these files are known as assets.

After being saved in the Ektron CMS400.NET, asset files can be

updated and tracked like HTML content blocks. If you're familiar
with how content blocks are handled, much of what you already
know applies to assets. For example, assets

* can be stored in folders with content blocks, or in separate
folders that you create just for them

* are assigned content ID numbers

e capture summary, search data, comment, and schedule
information

* inherit permissions and approvals from their folder properties

* progress through a workflow (check out, check in, publish)

* provide a history and let you restore an earlier version

* can be searched, including some Office document properties

e can have foreign language editions

e can have a task assigned to them

* appear on content reports

* update the Smart Desktop listing of files awaiting approval,
checked out, tasks, to expire

When a file is imported to the CMS then saved, a copy of it is
saved to the asset management server. From then on, whenever a
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user edits and saves the file, a new copy is stored. In this way, you
can review previous versions of any asset and restore a prior
version if needed.

The rest of this chapter explains how to use the Asset
Management System with Ektron CMS400.NET through the
following topics.

"Supported Types of Assets” on page 81

"Security” on page 83

"Working with Office Documents” on page 83

"Working with Managed Files” on page 97

"Importing Files via Drag and Drop” on page 104
"Asset Workflow” on page 107

"Viewing AMS Assets within the CMS” on page 107
"Deleting an AMS Asset” on page 107

"Approving AMS Assets” on page 108

"Adding Assets to Collections and Menus” on page 108

"Asset Reports” on page 108

Supported Types of Assets

Microsoft Office 2000 or later documents: Word, Excel,
Powerpoint, Project, Publisher, Visio, etc.

Managed files: any Windows-executable file such as .zip files,
PDFs, .txt files, graphic files such as .gif and .jpeg, etc.

NOTE The file types available for upload are determined by your administrator. If you try
to upload a file that is not available, you might see the following error message:

File Type Not Supported

? |  File type not supported only file types supported are
\'\(J *.doc, *.us, *.ppt, *.pdf, *.gif, *.jpg, *.jpeg, * tet, *.log, *.vsd, *.dot, *.7ip
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Office Documents

You can edit any Office document within the Content tab, just like
an HTML content block. The host application’s toolbar appears
below Ektron CMS400.NET's tabs on the Edit Content screen.

Edit Content

[ by & X

Title: | [English (U.5.}]

W add to Quicklinks table W Content Searchable
Content || Summary || Search Data || Schedule || Comment | F

File Edit Yiew Insert Format Tools Slide Show Help [y A a Rty

DedS 8y |s2R|o-|e il

1 & Bob’s powerpoint project

27% -

@ it J &' Common Tasks + i

EBob’s powerpoint project

You can insert summary, search data, schedule, comment, and
task information for the Office document. From the View Content
screen, you can use standard toolbar buttons to perform actions
such as view history, submit for publishing, and delete.

For more information, see "Working with Office Documents” on
page 83.

Managed Files

Ektron CMS400.NET can track and control any non-Office type of
file that runs on your computer (for example, .PDF, .gif and .zip).
When editing these file types, the host application appears in a
separate window. The Ektron CMS400.NET View Content screen
appears in the background.
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By by & 3= X

Title: IMachine senserlicense [English (U.5.1]

| Content | | Summary | | Search Data | | Schedule || Cumment| N

&) machine server license.txt - Notepad 101 =]

File Edit Format Help

The server license iz intended for use on a single server with unlimited URLs and a
webh sites. All sites must run from a single
webserver system,

R R SERVER LICEMSE IMSTRUCTICOMNS o e L AR o

1. Run the CMs400severlicense.exe utility, which was delivered with this download.

2. A screen appears. Copy the serverID from the top text field.

3. Email to license@ektron.com the ServerID with your reguest for a server LI

You can use the host application to edit the file, then switch to the
View Content screen to insert information such as summary and
search data. Use standard toolbar buttons to perform actions such
as view history, submit for publishing, and delete.

For more information, see "Working with Managed Files” on
page 97.

Security

For the purposes of security, assets are treated like content blocks.
Your system administrator applies security to each folder,
determining which user groups can perform which tasks on the
contents of the folder. For more information, see the "Setting
Permissions"” chapter of the Ektron CMS400.NET Administrator
Manual.

Working with Office Documents

This section explains how to work with MS Office documents
through the following subtopics.
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* "Notes on Working with Office Documents” on page 84

* "Creating a New Office Document” on page 84

* "Importing One Office Document into the AMS” on page 89

* "Importing Several Office Documents into the AMS” on page 92
* "Importing Files Individually vs. Several at Once” on page 94

* "The Work Offline Option” on page 94

* "Editing an Office Document” on page 95

Notes on Working with Office Documents

* If you have an Excel spreadsheet open outside the AMS then
you open one within it, and navigate to another template page
on your Web site, then return to the spreadsheet outside the
AMS, a new, open worksheet appears. Close it.

* If you are working with an Excel spreadsheet, the File and
Open toolbar buttons within Excel appear active (that is, not
grayed out) but are not operable.

Ed Microsoft Excel

JEiIe Edit Yiew Insert Format Tools Data window

s ek el - ez -
Al - =
Marne Box |
A B C D

1

* If you access an Office document on a Web page, you must
close that instance of the browser before proceeding to another
Web page. If you do not close the browser and continue to add
or edit assets, the original document continues to use up your
computer’s resources.

Creating a New Office Document
To create a new Office document, follow these steps.

1. From the Workarea, select the Content folder.
2. Select the folder in which you want to place the document.
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NOTE To learn about working with folders, see "Working with Folders and Content
Blocks” in the CMS400.NET User Manual.

3. Click the down arrow next to the add dropdown list to view a list
of items you can add.

View Contents of Folder "Conten

IH—HIITypes *IE? IE; [ﬁ m

Al Types
HTKL Cantent

‘Dffice Documents

banaged Files

Ny | S ) S S L

Select Office Documents.

5. The default language appears in the View: dropdown list. To
save the document under a different language, click the
dropdown list and select the language.

————
R | views English (US) -]

e Modified

Mar-2005 03:29
Mar-2005 01:14

6. Click the Add Content button ([ ).
7. The Insert New Document Object screen appears.
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Insert New Document Objeck d |
Object Type: 0k I
% Create New
Microzoft Excel Chart Cancel |
™ Create from File Microzoft Excel Worksheet
- Mizrazaft PowerPaint Presentation
Mizrozaft word Document
R esult

Ingzertz a new Image Document object into pour

L
document.

NOTE The list of object types is determined by the applications installed on your
computer. For example, an MS Project file type only displays if MS Project is
installed.

8. If the document does not yet exist, check the Create New
button. Then, select the type of document you want to create
and press OK.

If the document already exists, see "Importing One Office
Document into the AMS” on page 89.

9. The application assigned to the document type appears within
Ektron CMS400.NET.

10. Enter a Title and add content to the document.

11. Decide whether the content should be added to the Quicklinks
Table and if the content should be searchable. See Also: "Add
to Quicklinks Table” and "Content Searchable” in the Ektron
CMS400.NET User Manual.

12. If desired, add a summary, search data, a schedule, and
comments. See Also:

* "Adding a Content Block Summary” in the Ektron
CMS400.NET User Manual

* "Adding or Editing Search Data” in the Ektron CMS400.NET
User Manual

* "Scheduling Content to Begin and End” in the Ektron
CMS400.NET User Manual
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13. If desired, you can edit the document’s properties. See Also:
"Editing a Document’s Properties” on page 87

14. Check in or submit the content for publishing as you would a
content block. See Also: "Save, Check in, and Publish” on
page 88 and "Adding a Content Block” in the Ektron
CMS400.NET User Manual.

Editing a Document’s Properties

If the host application (such as Microsoft Word) has a Properties
screen, you can access it by clicking File > Properties or the
Properties option on the host application’s Document
Management menu.

NOTE CMS400.NET installs the Document Management menu on the Office
application.

Documentl Properties ﬂﬂ

General  SUmMMAary |5tatistics I Conkents I Cuskom I

Title: |Expense Report - January 2005
Subject: ITraveI expenses
Authar: I_'Ign Wil

Manager: | Jim Beaner

Company: IEkl:an

Cakegory: |Expenses

Keywords: Itravel

Comments: |Poes ok include trip to corporate headguarters in
Cincinnati on 171505,

Hywperlink
base: I

Template:  Mormal.dot

v Sawe preview picture

ok I Cancel
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Save, Check in, and Publish

When you finish editing a document, you have four options for
what to do next. They are explained in the following table.

You can carry out any option by clicking an Ektron CMS400.NET
toolbar button.

Edit Content

By b @ F= X

Title: |tesﬂ

Content IJ Summary |J Search Data |E
S —————————————————

or a Document Management menu option (illustrated below).

By by @ £= X

Title: |test [English {L.5.)

Cnntent” Summary || Search Data || Comment | | Tasks I

Tools Table Helo EalelaWiy=t gl ElyEtal=l =l

File Edit Wiew Insert Format

J—l':? {2| = . Bl | i d . Undo Checkout

'>- ([ HE i Check In
IDedl SRy 8| =
Save To Documenk Server
Wiark OFfline

Properties
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Action Document Toolbar
Management Menu button
Option

Check document in so you and others Check in

&

can continue to edit it.

Submit document into approval chain. Publish or submit for % or
Upon approval, publish content to Web publishing
site. @j

Save recent changes. Use to save latest Save to DocServer
changes before continuing.

L]

Save file to local computer. Work Offline
See Also: "The Work Offline Option” on =
page 94
Discard changes made in current editing Undo Check out %
session.

Importing One Office Document into the AMS

Your computer or network may have Office documents that you
want to manage using the AMS. Follow these steps to import any
document into Ektron’s AMS.

See Also: "Importing Files Individually vs. Several at Once” on
page 94 and "Drag and Drop File Uploading Vs. the Add Content
Buttons” on page 106

1. From the Workarea, select the Content folder.
2. Select the folder in which you want to place the document.

NOTE To learn about working with folders, see "Working with Folders and Content
Blocks” in the CMS400.NET User Manual.

3. Click the down arrow next to the add dropdown list to view the
asset types you can add.
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View Contents of Folder "Content”

IManaged Files 'IE’} 2806 E D3

All Types
HTHRL Cantent Language ID 5
| Office Documents -

4. Select Office Documents.

5. Click the Add Content button ([ 2).
6. The Insert New Document Object screen appears.

Insert New Document Objeck 7] x|
Object Type: 0k I
{* Create Hew
Mizrazaft Excel Chart Cancel |
™ Create from File Microsoft Excel Workshest
- Mizrozoft PowerPoint Presentation
Mizrazaft Ward Docurment
Fiezult

Inzerts a new Image Document object into your

dacument.

NOTE The list of object types is determined by the applications installed on your
computer. For example, an MS Project file type only displays if MS Project is
installed.

7. Check the Create From File button.
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I

Fitee [

Browsze. . |

™ Create Mew

8. Click the Browse button and browse to the file you want to
import into AMS. Click OK.

9. The document appears within the host application.
10. Enter a Title and add content to the document.

NOTE If you want to retain the original document name, insert the full filename into the
Title field. For example, you could enter mydocument.doc.

11. Decide whether the content should be added to the Quicklinks
Table and if the content should be searchable. See Also: "Add
to Quicklinks Table” and "Content Searchable” in the Ektron
CMS400.NET User Manual.

12. If desired, add a summary, search data, a schedule, and
comments. See Also:

* "Adding a Content Block Summary” in the Ektron
CMS400.NET User Manual

* "Adding or Editing Search Data” in the Ektron CMS400.NET
User Manual

* "Scheduling Content to Begin and End” in the Ektron
CMS400.NET User Manual

13. If desired, you can edit the document’s properties. See Also:
"Editing a Document’s Properties” on page 87

14. Check in or submit the content for publishing as you would a
content block. See Also: "Save, Check in, and Publish” on
page 88 and "Adding a Content Block” in the Ektron
CMS400.NET User Manual.
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Importing Several Office Documents into the AMS

Your computer or network may have several Office documents that
you want the AMS to manage. Follow these steps to import several
Office documents at once into Ektron’s AMS.

See Also: "Importing Files Individually vs. Several at Once” on
page 94 and "Drag and Drop File Uploading Vs. the Add Content
Buttons” on page 106

1. Place all files to be imported in the same folder on your
computer or network.

From the Workarea, select the Content folder.

Select the CMS folder in which you want to place the
documents being imported.

NOTE To learn about working with folders, see "Working with Folders and Content
Blocks” in the CMS400.NET User Manual.

4. On the View Contents of Folder screen, click the down arrow
next to the add dropdown list to view a list of items you can
add.

5. Select Office Documents.

6. Click the Add Several Files button (IE,).

View Contents of Folder "Content”

[All Types FEREEEEH R D A

All Types
[HTRL Conterit _ Language ID Status Date Modifiec
ﬂll:E‘ |:.|I:Z[-|E!r|tEi 1033 15 l 26-['-'15'!."-2':”:'4
A==l A 1033 24 A  04-Dec-2003
Haorme Page Content 1033 1 A, 04-Dec-2003
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The View Contents of Folder screen splits into two sections,
resembling Windows Explorer. The left section displays the
folder structure of your PC and its network drives. The right
section displays the files in the selected folder.

10.

11.

12.

13.

Ektron DMS400 Manual, Version 1.1

b B X
‘itle: | [English (U.5.)]
W add to Quicklinks table W Content Searchable
Zontent || Summary || Search Data || Schedule || Cumment|
E"':;rfj Desktop [T mMame | size | Tvpe | Modified
=42y My Documents M7 400.d0c Z1KE Microsoft Wword Document  1/19/200
- B ACT Projects [ ] Assetpata,xml S2KE XML File 311200
-3 N!\"" Music ) . D@calendar day warding.doc 21 KB Microsoft Word Document 41131200
__ {;_: g:r:st;tldm Projects D@Calendar Ohservations,doc 30KE  Microsoft Word Document 3f31/z200
.1—.. My Network Places D@DMS documentation topics, doc 31 KB Microsoft Word Document 1/2af200
2 Recycle Bin D@Extend Menu Feature. doc 29,.. Microsoft Word Document /157200
{:I shsence reporting D@menu suggestions, doc 30KE  Microsoft Word Document 12fa1200
{:I animation sw comparison D@Mv Pictures.Ink 1 KB Shorbcut 12)7 1200
{:I M5 tapics D@SC chapter revisions, doc 25 KB Microsoft Word Docurnent /24200
{:| ewebeditpro D@Special Features,doc 24 KB Microsoft wWord Docurment 1118020
{:| framemaker correspondence D@steve changes to 300 setup m... 33KE  Microsoft Word Document 12013120
{:I help test D@Suggestion for Improving Task ... 44 KB  Microsoft ward Document 2/24/200

In the left frame, navigate to the folder that contains the files
you want import.

In the right frame, click the checkbox next to each file you want
to import. You can only import files in the selected folder at this
time.

In the Title field, you can enter an optional title to apply to all
imported documents. See Also: "Importing Files Individually vs.
Several at Once” on page 94

Decide whether the content should be added to the Quicklinks
Table and if the content should be searchable. See Also: "Add
to Quicklinks Table” and "Content Searchable” in the Ektron
CMS400.NET User Manual.

Click the Check in ([g) or Submit for Publishing button ([3)).
See Also: "Save, Check in, and Publish” on page 88 and
"Adding a Content Block” in the Ektron CMS400.NET User
Manual.

The selected files are imported into AMS.

93



Using the Asset Management System

Importing Files Individually vs. Several at Once

If you import files one at a time, you can assign each file a unique
title. Also, any summary, search data, schedule, comment and task
information applies to that file only.

If you import several at once, you are not required to assign a title.
If you do not assign a title, the file’s title is the same as its name,
including the extension. For example, Proposal for Town
Manager . PDF.

If you do assign a title to several files, appended to the title, in
parentheses, is the original file name including the extension. So
for example, if you import three personnel forms at once, and
assign them the title Personnel, the titles might look like this:

Personnel (Vacation Request. doc)
Personnel (Direct Deposit Form doc)

Per sonnel (Absence Report Form doc)

Also, any summary, search data, schedule, comment, or task
information you enter applies to all files. So, it would be efficient to
enter this kind of information if it applies to all or even most of the
files. For example, if you are importing 10 files and eight have the
same search data, insert the search data before checking them in.
Then, change the search data for the remaining two.

After you check in or publish these files, you can edit the summary,
search data, schedule, comment, or task information by selecting
the files individually.

The Work Offline Option

After creating or editing an asset, you can save it to your local
computer instead of the document server. To do so, click the Work

Offline button ( ).

If you do, the asset remains in a checked-out state and only you or
a system administrator can check it in to work on it again. When
you check it in, the file on your local computer is loaded into the
Workarea.
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As a result, you can edit the asset on your local computer
anywhere, without a network connection. When you are ready to
return it to the document server, check it in, save it, or submit it for
publishing.

You must check the asset in on the same computer on which you
checked it out.

NOTE A system administrator can check in any checked-out asset. If he does, the most
recently published asset gets checked in.

Editing an Office Document

After an Office document is stored in the AMS, follow these steps

to edit it.

1. From the Workarea, select the Content folder.

2. Select the document’s folder.

3. From the View Contents of Folder screen, click the document.
4. The View Content screen for the document appears. If the

document is checked in, it appears on the Content tab in the
Workarea but you cannot edit.

NOTE Your administrator controls the initial view you see when you edit a dcoument.
The following table shows the two different ways you can preview a document.
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Mode Image

Preview Turned on

View Content "Test Asset Management™

v: English (US) +

Properties Content||5|l1mrv||llelallala||{:mt||Tasks|

Content:

"37 Ektron Asset Control (Preview-Only)

FRN=A " MENNT ;ng_ﬂa.m-wwm@ﬂm% -

i Normal ~ TimesMewRoman ~ 12 - | B [[&=

TestWord-Doc-for-Asset-Management¥

Preview Turned off

ew: English (U.S)) +

Properties Contentl|5|mmrr||lleladata||€mt||1a5ks|

Content:

File:  Test Asset Management.doc

_.Miew read-only Asset
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Click the Edit button ([¥).
The document opens in the host application.

Edit the document as well as its summary, search data,
schedule, tasks, or comments.

See Also:

* "Adding a Content Block Summary” in the Ektron
CMS400.NET User Manual

* "Adding or Editing Search Data” in the Ektron CMS400.NET
User Manual

* "Managing Tasks" in the Ektron CMS400.NET User Manual

* "Scheduling Content to Begin and End” in the EEktron
CMS400.NET User Manual

If desired, edit the document’s properties. See Also: "Editing a
Document’s Properties” on page 87

Check in or submit the content for publishing, as you would any
content block. See Also: "Save, Check in, and Publish” on
page 88

Working with Managed Files

This section explians how to work with managed files through the
following subtopics.

"Creating a New Managed File” on page 97
"Importing One Managed File” on page 98
"Importing Several Managed Files” on page 100

"Editing a Managed File” on page 102

Creating a New Managed File

Unlike an Office document, you cannot create a managed file
within Ektron CMS400.NET. Instead, you must create it on your
computer using the host application. After creating the file, import it
into the AMS.

Ektron DMS400 Manual, Version 1.1 97



Using the Asset Management System

Importing One Managed File
To import a managed file into AMS, follow these steps.
See Also: "Importing Files Individually vs. Several at Once” on
page 94 and "Drag and Drop File Uploading Vs. the Add Content
Buttons” on page 106
1. From the Workarea, select the Content folder.
2. Select the folder in which you want to place the file.

NOTE To learn about working with folders, see "Working with Folders and Content
Blocks” in the CMS400.NET User Manual.

3. Click the down arrow next to the add dropdown list to view the
asset types you can add.

View Contents of Folder "Content"™

IManaged Files *IE‘A 85 E DI

Al Types
HTHL Content Languaage ID =
Clﬁn:e Documents 1033 o

» folders 1033 41

Select Managed Files.

5. The default language appears in the View: dropdown list. To
save the managed file under a different language, click the
dropdown list and select the language.

————
R | views English (US) -]

e Modified

Mar-2005 03:29
Mar-2005 01:14

6. Click the Add Content button ([ 2).
7. The Edit Content screen opens, as shown below.
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Edit Content

By By @ X
Title: | [English (1U.5.3]
Content | | Summary || Search Data || Schedule || Cumment| F N

=elect file to be uploaded

File Browse I

8. Click the Browse button.

9. Browse through your computer and network to the file you want
to import. When you do, the file’s path appears within the File
field.

10. Insert a Title.

11. Decide whether the content should be added to the Quicklinks
Table and if the content should be searchable. See Also: "Add
to Quicklinks Table” and "Content Searchable” in the Ektron
CMS400.NET User Manual.

12. If desired, add a summary, search data, a schedule, and
comments. See Also:

* "Adding a Content Block Summary” in the Ektron
CMS400.NET User Manual

* "Adding or Editing Search Data” in the Ektron CMS400.NET
User Manual

* "Scheduling Content to Begin and End” in the Ektron
CMS400.NET User Manual

13. Click the appropriate button to either check in (@) or publish

(%) the file. See Also: "Save, Check in, and Publish” on
page 88 and "Adding a Content Block” in the Ektron
CMS400.NET User Manual.

14. A window appears momentarily, indicating that the file is being
uploaded to the AMS server.
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Importing Several Managed Files
To import several managed files into AMS, follow these steps.
See Also: "Importing Files Individually vs. Several at Once” on
page 94 and "Drag and Drop File Uploading Vs. the Add Content
Buttons” on page 106
1. From the Workarea, select the Content folder.
2. Select the folder in which you want to place the files.

NOTE To learn about working with folders, see "Working with Folders and Content
Blocks” in the CMS400.NET User Manual.

3. Click the down arrow next to the add dropdown list to view the
asset types you can add.

View Contents of Folder "Content"™

IManaged Files *IE‘A 85 E DI

Al Types
HTHL Content Languaage ID =
Clﬁn:e Documents 1033 o

» folders 1033 41

Select Managed Files.

5. The default language appears in the View: dropdown list. To
save the managed files under a different language, open the
dropdown list and select the language.

————
R | views English (US) -]

e Modified

Mar-2005 03:29
Mar-2005 01:14

6. Click the Add Several Files button ().
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7.

The View Contents of Folder screen splits in two, resembling
Windows Explorer. The left section displays the folder structure
of your PC and its network drives. The right section displays
the contents of the current folder.

Edit Content

[y bt X

Title: I

[English (11.5.3]

¥ 2dd to Quicklinks table W Content Searchable

| Content || Summary || Search Data || Schedule || Cumment|

8.

#l-L] Favorites & [ Wame | size [ Modified

EH:I My Dacuments O E application error upon checkin of waord. .. SKE 3/5/2005 2:08:3¢
-] Camtasia Studo. | 5 meq at beq of installation. gi SKE  10/22/2004 11:2"
C' My eBaoks O [*] untitled. gif 1LKE  12/21/2004 4:38
% m: 5:;:::; O[] appreval methad. o 12KE  7/22/2004 5:04:1
Cl My Webs O E editfolder_properties. gif 21 KB &/14f2004 4:13:¢
Cl webWarks Projec O E dental patient example.gif 202 KE  4/29/2004 5:30:¢

- Skark Menu O E Sample. jpg 10KE 4/28/2004 6:40:2

B WiewletBuilder

In the left frame, navigate to the folder that contains the files
you want import.

In the right frame, click the checkbox next to each file you want
to import. You can only import files in the selected folder.

NOTE

If you select both Office documents and managed files, the Office documents are

imported as Office documents, and others are imported as managed files.

10.

11.

12.

13.

In the Title field, enter a title for all imported files. See Also:
"Importing Files Individually vs. Several at Once” on page 94

Decide whether the content should be added to the Quicklinks
Table and if the content should be searchable. See Also: "Add
to Quicklinks Table” and "Content Searchable” in the Ektron
CMS400.NET User Manual.

Click the Check in (@) or Submit for Publishing button (@).

See Also: "Save, Check in, and Publish” on page 88 and
"Adding a Content Block” in the Ektron CMS400.NET User
Manual.

The selected files are imported into AMS.
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Editing a Managed File

After a managed file is stored in the AMS, follow these steps to edit
it.

From the Workarea, select the Content folder.
Select the managed file’s folder.

From the View Contents of Folder screen, click the managed
file.

4. The Content tab displays the file name and a button to let you
view the file within its host application.

Yiew Content "topic links"

¥ Oy B 3 0 & €& (24 07 (D | view:| English (US) ~] | add:[-selectlar

Properties | Content || Summary || Search Data || Comment | | Tasks |
Content:

File: links to topics in POFs.txt

Yiew read-only Asset

5. If you want to view the file before editing it, click the View read-
only Asset button. If you do, the file opens for display
purposes only.

6. To edit the file, click the Edit button (@).

7. The following screen appeatrs.
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by b (& X

Title: |topic links [English (U.5.1]
| Content | | Summary || Metadata || Schedule || Cumment|

=elect file to be uploaded

File: CADOCUME~1NBEOLT~1 . ERKTWLOLC, Browse

Save To Local Edit in App I

8. To open the managed file in the host application, click Edit in
App. Then make your changes, save it in the host application

and click either the Check in (%l) or Submit for Publishing

button ([2)).

- If you want to save this version of the file to your computer,
click Save to Local. If you do, a window appears. Navigate
to the desired folder then click the Save button.

- If you want to select another file on your computer or
network and save it under this name in Ektron CMS400.NET,
click Browse. If you do, a window appears. Navigate to the
desired folder then click the Open button. The new file is
saved under the old Ektron CMS400.NET name.

9. Edit the managed file as well as its summary, search data,
schedule, tasks, or comments.

See Also:

* "Adding a Content Block Summary” in the Ektron
CMS400.NET User Manual

* "Adding or Editing Search Data” in the Ektron CMS400.NET
User Manual

* "Managing Tasks" in the Ektron CMS400.NET User Manual
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e "Scheduling Content to Begin and End” in the Ektron
CMS400.NET User Manual

10. Save the file within the host application.

11. Check in or submit the file for publishing, as you would any
content block. See Also: "Save, Check in, and Publish” on
page 88

Importing Files via Drag and Drop

You can import files to the AMS using drag and drop. A single file
or multiple files can be added with this method. It doesn’t matter
whether the files are Office or Managed files.

NOTE If you upload files using drag and drop whose types are not supported, the AMS
skips over them and continues uploading the next file. There is no warning to tell
you which files you are allowed to upload. See Also: "Supported Types of Assets”
on page 81

When you drag and drop a file into the AMS, the file’s name
becomes its title. The file is assigned a content ID and submitted to
the approval process. If any of the following occurs, the file’s status
is set to checked in:

* you are required to fill out a search property field when adding
a file

* the folder in which you are adding the file is set to create PDF
documents when a file is published. See Also: "PDF
Generation” on page 68

If you add more than one file with the same name or the same file
twice, the AMS assigns a number to the end of the title. For
example, when adding a second test.doc file, the new file is named
test.doc(1).

No information is added to Summary, Searchable Properties, or
Comments when a file is added via drag and drop. You can edit

these properties by clicking Edit (@), then clicking the
appropriate tab.
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Steps to Adding Files via Drag and Drop

NOTE

3 CMS400 W

Chas400) net..

e

Content

{7) calendar

) CenturyMedic
{7) Contacts

{7 Dynamic Con
i) FAQ

{) Form Example
) IntranetBasic
=) Press Release
ﬂ'{ﬁ] Purchase Orc
>

rkarea for admin - Microsoft Internet Explorer

1. Inthe Workarea, click the Content folder button.

2. Select the folder in which you want to place the files.
3. Open Windows Explorer.

4. Find the files you want to upload.

You cannot drag and drop whole folders or subfolders. You can however grab all
files within a folder and drag and drop them.

5. From Windows Explorer, drag and drop the files onto the
Workarea drag and drop window.

- [O]x] =

:\Documents and Sett... |

Edit Favorites

File

View

L
Workarea thursday, mi

O~ ©- B

: Address |E? C:\Documents and & V| Go

Mame =

~

View Contents of Folder "Content™
hhHERRHB D

Language ID 5Status Date
12 A 37/

All Types

Title Mew Microsoft Excel Worksheet, xls

1 Microsoft PowerPoint Presentation. ppt
) Microsoft Visio Drawing. vsd
) Microsoft Word Document. doc

E Mew Text Document. bt

CMS Developer ....

Drag files into this window and drop to add

.............................................. | < | ¥

I@ Done loading

ﬂ My Computer

Ektron DMS400 Manual, Version 1.1

105



Using the Asset Management System

After you drag and drop the files, the following screen appears.

M Uploading... =13
Uploading file 4 of 5 (Ektron DIMS)
|
File Name: Mew Microsoft Excel Worksheet xls

; : Cancel
Location: C:ADocuments and Settingsishughes1\Desktop\M
Bytes Transfered: 7694 of 7694 KB

When the AMS is finished uploading the files, they appear in the
Workarea. If you do not see a file you wanted to upload, check the
following:

* your administrator allows the file is to be uploaded to the AMS

* you have the Asset Types dropdown box set to the type of file
you are looking for. Files upload to the right category no matter
which one is selected when you upload via drag and drop.

Drag and Drop File Uploading Vs. the Add Content Buttons

* Drag and drop file uploading allows you to add files quickly
without having to fill in details. The details can be entered later.

* Afile added via drag and drop is submitted into the approval
process for that folder.

* Drag and drop requires fewer mouse clicks. You choose a
folder, use Windows Explorer to find the files, and drag and
drop them. The files are then added to the AMS.

Alternatively, by using the Add Content buttons (@)(Eﬁ), you
can add detailed information such as summary, comment, and
searchable properties at the time of upload. When adding files
using the Add Content buttons, you have a choice whether
they are published (submitted to the approval chain), checked
in or saved. See Also: "Save, Check in, and Publish” on

page 88

This process requires more mouse clicks than drag and drop.
You choose a folder, an asset type, browse to the folder where
the files are located, add the details, and publish the files. The
files are then added to the AMS.
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Asset Workflow

An AMS asset can proceed through the same workflow as a
regular content block. A diagram of this workflow is below.

Create Delete

w

Check In

| !

Edit =
Approval

Chain

Publish

FS

.| on scheduled
start date

+ |immediately

Check out

FS
-

FE N

Viewing AMS Assets within the CMS

To view an asset, follow these steps.

From the Workarea, select the Content folder.
Select the asset’s folder.
From the View Content screen, click the asset.

P o NP

The View Content screen for the asset appears.

Deleting an AMS Asset

You can only delete an asset if its status is Checked In or
Approved. To delete an asset from the AMS, follow these steps.
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P w DN PE

5.

From the Workarea, select the Content folder.
Select the asset’s folder.

From the View Content screen, click the asset.
The View Content screen for the asset appears.

Click the Delete button ([1).

Like a content block, an asset must go through the approval chain
before it is removed.

Approving AMS Assets

Assets are placed into the approval chain just like content blocks.
For more information, see "Approving/Declining Content Blocks” in
the Ektron CMS400.NET User Manual.

Adding Assets to Collections and Menus

You can add an asset to a collection or a menu just as you would
an HTML content block. For more information, see "Working with
Collections” and "Working with Menus” in the Ektron CMS400.NET
User Manual.

Asset Reports

Ektron CMS400.NET provides several reports that track assets by
status.

Report

Displays assets in this status | For more information, see

Approvals

Requiring your approval "Approvals Reports” in the
CMS400.NET User Manual

Checked In Content

Checked in "Checked In Report” in the
CMS400.NET User Manual

Checked Out Content

Checked out "Checked Out Report” in the
CMS400.NET User Manual
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Report

Displays assets in this status

For more information, see

New Content

New (that is, created and saved
but never published)

"New Content Report” in the
CMS400.NET User Manual

Submitted Content

Submitted for publication

"Submitted Report” in the
CMS400.NET User Manual

Pending Content

Approved and pending a start date

"Content Pending Start Date Report” in
the CMS400.NET User Manual

Refresh Reminder Report

End date has been reached

"Refresh Reminder Report” in the
CMS400.NET User Manual

Expired Content

Expired date has been reached

"Expired Content Report” in the
CMS400.NET User Manual

Content to Expire

Will expire within specified number
of days

"Content to Expire Report” in the
CMS400.NET User Manual

For more information, see "Content Workflow Reports” in the
Ektron CMS400.NET User Manual.

Using the CMS/AMS Search

See "Search Content Folder” in the Ektron CMS400.NET User

Manual.
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Additional Information

Supporting Documents

You can find more detailed information about Administering Ektron
DMS400 in the following document:

* Ektron CMS400.NET Administration Manual > “Asset
Management Server Registration”

Support

If you are experiencing trouble with any aspect of Ektron DMS400,
please contact the Ektron Support Team via our Web Site, or by e-
mail:

support@ektron.com

http://www.ektron.com/support/index.aspx

Sales

For questions and answers about purchasing Ektron DMS400 from
Ektron, contact the sales department by sending an e-mail to:

sales@ektron.com
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Additional Information

Ektron, Inc.

5 Northern Boulevard, Suite 6
Ambherst, NH 03031 USA
Tel: +1 603.594.0249
Fax: +1 603.594.0258
http://www.ektron.com
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