Documentum User Settings Guide

Objectives:

1. Enable Pop-ups from the EDM site

2. Check/Set IE Temporary Internet Files settings 

3. Check current Java Virtual Machine (JVM)

4. Enable “Drag-n-Drop” capability

5. Set EDM search environment

Instruction:

Objective 1 -- Enable Pop-ups from the EDM site
1. Open an Internet Explorer browser window

2. From the top menu bar, select “Tools” ( “Internet Options”

3. Select the “Privacy” tab, then the “Settings…” button
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4. Add the EDM URL: https://edm.its.state.nc.us
Objective 2 -- Check/Set IE Temporary Internet Files settings 

1. Open an Internet Explorer browser window

2. From the top menu bar, select “Tools” ( “Internet Options”

3. Select the “Settings…” button from the “General” tab
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4. Under the, “Check for newer versions of stored pages:”
Ensure the “Automatically” radio button is selected


Objective 3 – Check versions of current Java Virtual Machine (JVM)
1. From a DOS prompt; type java –version
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2. If a version number is not returned, there is no JVM installed on your machine.  Please open an iWise ticket to the ECM group stating such and we’ll get the correct on installed for you.

3. The preferred version for our installation of Documentum is 1.4.2_13.  If this not your version, and you do not have any other dependent clients, please open an iWise ticket to the ECM group requesting the current JVM.
If for some reason you need to stay with a different JVM version, you may experience slight degradation of service (speed, not functionality) 
Objective 4 – Enable “Drag-n-Drop” capability
1. The WebTop application provides users with a “Drag-N-Drop” capability.  Without any modifications, users can use this functionality within the web application itself.  
In order to “Drag-N-Drop” documents in and out of WebTop (to your desktop, email, etc..) the functionality must be enabled.
2. Log in to WebTop and select the “Preferences” tab located near the top right of the screen

3. Check the “Drag and Drop” checkbox located in the “General” tab
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4. Once you exit out of the “Preferences” area, you will be required to install an “Active X” application.  A yellow bar will appear just below you URL address bar.  Install the “Active X” application to enable “Drag and Drop”
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Objective 5 – Set EDM search environment

Searches within the EDM system can be narrowed to produce a shorter more relevant result set.  To limit the results to user provided content (.doc, .pdf, .ppt, etc.), only select search locations where documents are stored (Such as Group cabinets).
1. Log in to WebTop and select the “Preferences” tab located near the top right of the screen

2. Navigate to the “Search” tab

3. Select the “Other” radio button

4. Select the cabinets you would like to search

[image: image6.jpg]Defaut Search Locations
O My Favorite Repositories (ITS,mercury)
O current repository only (ITS)

D other: < —

Avaiatie Repositories Incluged in Search (as default)

Antony S Porter - beg1eb9r-e731-
amadmin

Enterprise Solutions.

Integration

175:/Operational Excelence Program






5. Select Okay when finished

