Content Server Document Management
Quick Navigation with Favorites

Barnardo's

Content Server Favourites are quick links that you can create to enable you to
return to locations and documents that you need to access often.

Creating Content Server Favorites
To create a Content Server favourite:
Navigate to the item on Content Server.
Click on the Function button () to the right of the item.

Choose Add to Favorites from the menu that appears.
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Note: Items are not moved when you create a Favorite from them. The item in the
Favorites list behaves in the same way as the original item, but is in fact just a link
to the original item.

Using Your Favorites in Content Server

You can get to your Favourites page on Content Server by clicking on the
Personal menu and choosing Favorites, as illustrated below.

OPENTEXT™ | Content Server

Enterprise Tools (7] Search for [ Last Results ]

9 En terp’ My Workspace
. Assignments WOI‘ijg with children, young Ma_n_ag]_ng Barnardo's
people & families

Blogs
Collections Managing Barnardo's UK
Communities 1es5 Ilnles & pan-regional services Managing children’s services UK
ru services .
Discussions . Managing finance & resources
- e Managing income & innovation
bn services
= Managing inspection & audit
orums 1
inds & South West services Managing safequarding
My Groups 1ern Ireland services SETETE) SEm s A
My Mailbox and services Mananinn services in | andon

IS L&D Quick Navigation with Favorites December 2011



IS L&D Content Server Document Management

The example below shows a typical Favorites page on Content Server containing
four favourites;

OPENTEXT Content Server

Enterprise Personal Tools (2 Search

-;j My Favorites

Ban

Type Mame Size Modified

Bl Carer Family Files(Open) 1Item  09/03/2004 0445 PM
East House File Room 08/14/2003 10:31 AM
ED Files for Training Courses 3Items  09/15/2004 02:30 PM

9] Saving @ new document into Livelink - User quide Edit Open Download 20KB  09/13/2004 01:34PM

To use a favorite:
Click on the favourite and the item is opened.

Click on the Function button () to the right of a favorite to access other
functions, such as Copy, Move, Rename etc.

Use the Edit, Open or Download links to the right of any items where they
appear

Note: If you use functions like edit, move, rename etc. be aware of the fact that you
are actually editing the original object, not just the favorite. You will not be
allowed to do something that you do not have permission to do (such as deleting
something from a fileroom or renaming a file in another team’s work area).

Using Favorites in Applications

Content Server Favourites can be used as shortcuts when you use the OpenText
Explorer menu to open or save documents or to save emails, as in the examples
below.

MS Office (Word Excel, PowerPoint and Project)

When you save or open a document using the OpenText Explorer menu you will
see a dialog box similar to the one illustrated below.

You can use the Favorites button highlighted to navigate to locations or select
documents that you have added to your Favorites.
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Open from Server
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MS Outlook (Email)

In MS Outlook there is a Favorites folder in the left panel as illustrated below (If
this is not initially visible, click on the small + signs to the left of the Livelink
folders to reveal it).
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You can drag and drop emails into any folders in Content Server, including any in
your Favorites, such as the E-mail Archive folder highlighted above.

Grouping Your Favorites

If you have a lot of favorites you can group them by creating tabs on your Favorites
page.

Click on the & |7°*= button, then the =2 /%% button to create new tabs
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Click on the 7|2 _ button to move your shortcuts onto different tabs

Here is an example showing two new tabs (Admin and Recording) and some
favorites that have been moved onto the Admin tab.

Add Mew Confiqure | f Edit/
g Ezveorits g‘ Tzbs @ Crganizs

B Al Admin Recording

Size Modified

Type Mame
E| Expense Claim Form - Excel Spreadsheet

Open Download 39 KB 14/02/2007 11:32 AM
20 Ttems 12/02/2007 02:10 PM
4 Ttems 09/03/2004 05:57 PM

[0] Safety, Health and Fire
5] Telephone Directory
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