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1. Getting started with LiveCycle
Contentspace ES2

Adobe® LiveCycle® Contentspace ES2 provides user access to an integrated set of content services ranging from enterprise content repository

to forums and discussions.

Using LiveCycle Contentspace ES2, users can store content, browse and search for stored content items, perform various actions on content,
and participate in content-driven processes. All content can be managed through library services such as versioning, check-in/checkout, and
rights management.

About this tutorial

This tutorial explains how to use the basic functionality of LiveCycle Contentspace ES2, including the following topics:

+  Understanding the LiveCycle Contentspace ES2 interface
+  Creating spaces and content

+  Building smart spaces

+ Collaborating with other users

+  Generating PDF files and image files

+ Reviewing and approving content

+  Categorizing content

+  Using forums and discussions

Who should read this tutorial?

This tutorial is intended for new users who want help when starting to use LiveCycle Contentspace ES2.

Additional information

The resources in this table can help you learn more about Adobe LiveCycle ES2.

For information about See

LiveCycle Contentspace ES2 features LiveCycle Contentspace ES2 Help
Other services and products that integrate with LiveCycle ES2 www.adobe.com

Patch updates, technical notes, and additional information on this product version LiveCycle Technical Support



http://www.adobe.com/go/learn_lc_euContentspace_9
http://www.adobe.com
http://www.adobe.com/go/learn_lc_support

2. Using LiveCycle Contentspace ES2

You must log in to LiveCycle Contentspace ES2 to open the web pages and familiarize yourself with Contentspace ES2.

To log in to the web pages using a browser, you need the LiveCycle Contentspace ES2 URL and a LiveCycle ES2 account. See your admin-
istrator if you do not have the necessary information.

Login

1 Type the Contentspace ES2 URL in your browser:

http:// [server name]: [port number]/contentspace

2 In the login window, type your user name and password and click OK.

Understanding the LiveCycle Contentspace ES2 interface

When you log in to LiveCycle Contentspace ES2, the My Content Dashboard space appears. This space holds content that is available to all
users.

LC | Company Home My Home Guest Home [l Bl 18 My Reviews & @ @ [SLlogout (kerry/Defautbom) | B I N
. I."'.I %
Mavigator () 4 My Content
[ransenwsne ]
E My Content Dashboard [ corfigure
Compary Home Configure this view and build vour personal LiveCycle dashboard
My Horme
Guest Home Getking Starked
Adobe LiveCycle Contentspace ES2 Common Tasks
LiveCycle ES2 Dnline Documentation Browse items in your home space
LC | dlick the icon to read LiveCycle ESZ Documentation Fram the toolbar click My Home to display a lisk of items in the space.

orline.

Plugins and Extensions 1 Create a space in your home space
Lc | ci kgth icon to download plugi d extensions f /\ IMavigate to wour home space. In the space info area, From the menu under Create, click
Ick the 1can to dawniload pluging and xtensians far . Create Space and enter information about the space,
wour deskbop applications.,

Add content to your home space
dh Mavigate to wour home space, In the space info area, click Add Content and enter inFormation
" about the content ko be uploaded.

-~ = LiveCycle Contentspace ESZ Online Help
? | Click the help icon ta display LiveCycle Contentspace ES2
" Help topics,

Create content in your home space
Mavigate ko wour home space, In the space info area, click Create Content under Create and
* enter information about the content ko be created,

My Tasks To Do

Open Task Lisk

The Contentspace ES2 user interface has three main areas:

+ Toolbar along the top of the screen
+  Sidebar at the left of the screen

«  Work area - the remainder of the screen
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Toolbar

The toolbar contains navigation buttons, which you use to perform several actions.

‘ L | company Home My Home Guest Home b Al Y My Reviews &= @ @ [Srlogout (kerry/DefaultDom) vl Q, ‘

From the toolbar, you can do the following actions:

+  Click the LiveCycle ES2 icon '*© to view information about LiveCycle Content Services ES2.
+ Navigate to My Home, Company Home, or My Content Dashboard.

« Click User Options to set user options.

- Click Hide or Show the Sidebar W to hide and show the sidebar.

+  Access the Help and Search features.

+ Logout

« Ifyouare an administrator, you can also click Administration Console =% to open the Contentspace ES2 administration console. This
button is visible only to administrators.

Sidebar

The sidebar contains various features to help you navigate, find, and work with content.

Lc | Company Home [Ny BT
MNavigator IZ:E:ZI &

> ) Data Dictionary

> ) Guest Home

> ) LiveCyde ES2 Client Plugins

> ) Review Store

> 3 Sites

> ) User Homes

My Home

Guest Home
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Clicking the Navigator button reveals additional options for you to work with. This includes using the Shelf, where you can view the
Clipboard, Shortcuts, and Recent Spaces, Searching, and browsing Categories.

Lc Carmparry Hd

Mavigator -ZEZ%A@'
Mavigator
Shelf

]
Search

Cateqories

Work area

The work area is a dynamic area that displays items that are relevant to the task you are performing.

The work area changes, depending on the information you are looking at or the task you are performing. The top of the work area always
displays a navigation breadcrumb trail that allows you to jump to any part of the trail. For information views, a summary area is available,
along with actions or alternative views. The details and options change, depending on the area you are viewing, the task(s) you are
performing, and your role.

Company Home = Data Dictionary > Space Templates

. Space Templates &
A This view allows you ko browse the items in this space. ) _dphdd Content Create(w) Mare Actions(¥) Tcon View (w)
: Space folder templates




3. Creating spaces and content

In your home space, you can add and create content items and create subspaces. First, navigate to your home space by clicking My Home in

the sidebar or toolbar.

Lc Company Home [ulgslliley Guest Home My Content My Reviews &= @ @ [SLogout (kerry/DefaultDom) vl \
Mavigator v A@' kerry

AU
o kerry @

) This wigw allows ywou to browse the items in this space,

W (0) | dpAdd Content Create-ﬁi} More Actions-ﬁ% Tcon Yiew v

¥ Browse Spaces Items Per Page |9

Mo items to display, Click the 'Create Space' action to create a space,

Page |1 of 1 1

¥ Content Items Items Per Page |9

Mo items to display, To add an existing document: click 'Add Content' action, To create an HTML or Plain Text file click ‘Create Content’ action,

Page |1 of 1 1

%Dmpany Horme
Guest Home

My Content

Create a space

Before you add content, you can organize your home space to meet your business needs. Create a space called My Web Documents for HTML
files.

1 In the header, click Create and select Create Space from the list.

2 Type My Web Documents as the Space name.

3 (Optional) Specify a title and description.
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4  Select an icon to represent the type of content you intend to put in the space, and then click Create Space.

kerry

i, Create Space

- Enter information about the new space then click Create Space.

Properties Create Space |
@ Mame: |My ‘Web Documents Cancel |

Title: |My ‘Web Documents

Description: |A space for my HTML files

Icom:

Your home space appears with the new space displayed, as shown in this screen shot.

kerry
kerry & -
) This wigw allows you ko browse the items in & (0} | dpAdd Content Create(w) More Actions(¥) Tcon Yiew (¥)
= this space.
¥ Browse Spaces Items Per Page |9

‘ v My Web Documents i
_) A space for my HTML files
17 July 2009 23:01

A0EE®

Page |1 of 1 1

¥ Content Items Items Per Page |9

Mo ikems to display, To add an existing document click "Add Content' action, To create an HTML or Plain Text file click 'Create Content’

action.
Page |1 of 1 1

5 To synchronize the navigator bar and display your new space under My Home, on the Navigator header in the sidebar, click Refresh &

Create content in a space

Now, you will create content in the new space by using the Create Content wizard.

1 In the Browse Spaces panel, click My Web Documents to open the space.
2 In the header, click Create > Create Content. The Create Content Wizard appears.
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3 Typenewfile.html as the file name, keep the remaining properties as they are, and click Next.

kerry = My Web Documents

Create Content Wizard

This wizard helps you to create a new document in a space.

Steps Step One - Specify name and select type Mext |
1. Details Specify the name and select the bype of content you wish to create. Back |

2. Enter Content
Finish
3, Summary General Properties LI

Cancel
@ Mame: |newFiIe.htmI _I

Type: I Conkent = I
Conktent Type: I HTML - I

Other Properties

Rules applied to this content may require you to enter additional information,

V! Madify all properties when this wizard closes,

T continue click Mesxk,

4 Complete the following example web page, or type any text, and then click Next.

kerry = My Web Documents

Create Content Wizard

This wizard helps you to create a new document in a space.

Steps Step Two - Enter Content Mext |
1. Details Enter your document conkent inka the repository, Back |
2, Enter Content -

. Finis| |
3, Summary = | Heading 1 ~ Font Family = Font size -
y & . a7 . Cancel
L B @ | é __) _I

| |— 2fE| x x|«
LiveCycle Contentspace ES2

This is LiveCycle ES2, It helps you manage all of your docurnents and do some
pretty cool things with therm,

It even has a nifty tutorial to help you learn how to use it

T continue click Mesxk,



Creating spaces and content

for different content types.
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5 Click Finish. The Modify Content Properties page displays the full set of properties for the document you created. The properties vary

kerry = My Web Documents

Modify Content Properties

Modify the content: properties then click k.

4

]

Propetties &I
@ Mame: |newfi|e.htm| Cancel |

Cantent Type: |HTML =

Encoding: Im

Title: | )

Descripkion:

[+ ]
Author: |
Edit Inline: v

Review the properties and click OK. The new file is listed in the Content Items panel.

kerry = My Web Documents

My Web Documents

N This view allaws wou ko browse the items in this l@‘ (0
L space,

A space For my HTML Files

¥ Browse Spaces

Mo items to display, Click the ‘Create Space’ action to create a space

Page |1 of
¥ Content Items
[ ] @
[ newfile.html "L

0.23KEB
17 Juby 2009 23:31

2SHEE B
Page |1_of1

_ dpAdd Content Create-ﬁi} Mare Actions(»

Icon Wiew v

Ikems Per Page |9

1 1

Ikems Per Page |9



ADOBE LIVECYCLE CONTENTSPACE ES2 |11
Creating spaces and content Getting Started with LiveCycle Contentspace ES2

Manage content item details

You can view the details (properties and metadata) about a content item at any time.

1 Click View Details = for the content item to display the Details page.

kerry = My Web Documents

Details of 'newfile.html*
¢=| Location: /Company Home/User Homes,/DefaultDom /k /kerry /My Web Documents - -
* Wiew the details about the content,

¥ Actions M

¥ Custom Yiew

Apply Template A Edit Online
&7 Edit Cffline
¥ Links Y
_# Check Out
Wiew In Browser  Wiew in WebDay  Wiew in CIFS _b Download
Download Content Details Page URL LiveCycle Contentspace ESZ2 Mode Reference ‘Q Update
b Cut
¥ Properties = f ‘-_ Copy
newfile. hitrnl -”!__ Delete
HTML iy Take Ownership
UTF-3 3 Manage Content Users
f: Create Shortout
*
review in Template
A
(B 0.21 KB (=) Run Action
kerryDefaultDom | Make Multiingual
17 July 2009 23:41 @ Start Discussion
kerryDefaultDom s
17 Tuly 2009 23:41 %4 Start Advanced Process
Ves [y Initiate Shared Review
3198 8} convert To Adobe PDF

P rultilingual Content Info
P Processes
P Category

P Version History

2 [Optional] Perform any of these tasks from the Details page:
+ Inthe Actions panel on the right, click any of the options to perform that content action.
«  In the upper-right corner of the Properties panel, click Modify :% to edit the content properties.
+  Click the file icon to open the file or download it through the browser.

3 Click Close.

Create a space using a space template

You can use a space template to accelerate the setup of a space and to ensure consistency across multiple spaces.

You will set up a project space with multiple subspaces that you can use to collaborate with other team members to create, approve, and
publish documents. Part of the requirements that you have for this space are provided by a space template.

1 In the toolbar or sidebar, click My Home to navigate to your home space.
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2 In the header, click Create > Advanced Space Wizard. The Create Space Wizard page appears.

kerry

1. Create Space Wizard

- This wizard helps you to create a new space,

Steps Step One - Starting Space Mext |
1. Starting Space Choose how you want bo create your space. Baick |
2. Space Cptions Finish

7 inis |
3. Space Details How do you wank ko create your space?

4, Summary & From scratch Cancel |

e Based on an existing space

e Using a template

T continue click Mesxk,

3 Select Using a template and click Next.
4 Under Template Space, select Software Engineering Project from the list and click Next.
kerry

1. Create Space Wizard

- This wizard helps you to create a new space,

Steps Step Two - Space Options Mext |
ilo SERing SPEEs Select space options, Back |
2. Space Cptions

T late Si Finish
3. Space Details SLDIEUE S _I
4, Summary Select the template vou want to use, Cancel |
Software Engineering Project ;I

Mote: Any content rules For spaces will also be copied,

T continue click Mesxk,

5 Inthe Name box, type Project Voodoo, specify a title and description, and then select an icon.

kerry

1 Create Space Wizard

¥ This wizard helps you to create a new space,

Steps ) Step Three - Space Details et |
o SELING SR Enter information about the space, Back |
2. Space Cptions

r Finish |
3. Space Details Space Details

Cancel
@ Mame: |Pr0ject Woodoo ﬂl

Title: |Pr0ject Woodoo

4, Surnmary

Description: |New project for the next release

r)r/\r)ry)r

Icom:

T continue click Mesxk,

6 Click Finish. Your My Home space appears where the Project Voodoo space is created.
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4. Building smart spaces

One of the key benefits of LiveCycle Contentspace ES2 is the ability to define content rules that affect content within a space. These content
rules can be used to provide creative solutions to automation and management of content. Content rules are applied when content moves
in or out of a space and may also apply to content that is directly in the space or in subspaces.

A content rule consists of three main elements:

+ The conditions on the content for the content rule to match
+ The content actions that are performed on the content

+  The type of content rule it is. Any number of conditions and content actions can be defined in a content rule.

Creating content rules

In this task, you will create content rules within a space. You will create a few content rules in the Project Voodoo Documentation space to
automatically perform these tasks:

+ Add content versioning to keep track of different versions. Versioning is a good idea when multiple authors will collaborate on the
documents.
+  Setup a simple process that allows the documents to progress through these spaces.

First, you will create the versioning content rule.

Add a versioning content rule

You will use the Create Rule wizard to add a versioning content rule for the content. Versioning keeps track of each version of a content item
as it is updated.

1 In the toolbar, click Project Voodoo to open the space and click Documentation to open the subspace. This space has three subspaces
for documents in different stages of completion and a space for sample content.

kerry 2> Project Yoodoo 2> Documentation

. Documentation 3

- : . :
A This view allows you to browse the ems in this W | saddcontent Create(x) More Actions(y) Icon View (x)
space.

¥ Browse Spaces Items Per Page |9
Y prafts (i s Pending Approval i % Published (i
17 July 2009 23:52 } 17 July 2009 23:52 B 17 July 2009 23:52
L@ & DH® &LEE®
' ! Samples i
= 17 July 2009 23:52
SDEE@
Page |1 of 1 1
¥ Content Items Items Per Page |9

Mo items ko display. To add an existing docurment click.'add Cantent' ackion. Ta create an HTML ar Plain Text file click 'Create Conkent’
action.

Page |1 of 1 1
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2 In the Browse Spaces panel, click Drafts to open the Drafts space where new documents will be created for the project.

3 In the header, click More Actions > Manage Content Rules.

kerry = Project Woodoo > Documentation > Drafts

Content Rules .
W Create Rule More Actions(w) 57 Inherited ()
This wiew shows you all the rules to be applied to content in this space, : :

Close |

Rules

Title & Description @ Local @ Created Date .a Modified Date @ Active Actions

Page |1 of 1 1

4 Click Create Rule. The Create Rule Wizard appears.

kerry = Project Woodoo > Documentation > Drafts

Create Rule Wizard

This wizard helps you create a new rule,

Steps Step One - Select Conditions Mext |
1, Conditions Back
atl |
2, Actions 1. Select Condition Finish
inis| |

3. Details | Select a condition. .. =l

4, Summary Cancel |

2. Click to set values and add to list

Set Values and Add |

Selected Rule Conditions

Summary

Mo selected items,

T continue click Mesxk,

5 Define the conditions that are applied to the content to determine when the content action is performed:
+  From the Select Condition list, select All Items. The content action is performed on all content in the space.

+  Click Set Values and Add to set the condition. The condition appears in the Summary list.

kerry = Project Woodoo > Documentation > Drafts

Create Rule Wizard

This wizard helps you create a new rule,

Steps Step One - Select Conditions Mext |
1, Conditions Back
atl |
2, Actions 1. Select Condition Finish
inis| |

3, Detais [l ttems =l

4, Summary Cancel |

2. Click to set values and add to list

Set Values and Add |

Selected Rule Conditions

Summary

&l Tkems [TE]

T continue click Mesxk,

«  Click Next.
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6 Define the content actions to take on the content:
«  From the Select Action list, select Add aspect to item.
+  Click Set Values and Add.

+  From the Select required feature list, select Versionable and click OK.

kerry = Project Woodoo > Documentation > Drafts

Create Rule Wizard

This wizard helps you create a new rule,

Steps Step Two - Select Actions Mext |

1. Conditions Back
atl |

2. Actions 1. Select Action Finish
inis| |

3. Details | Select an action... =l

4, Summary Cancel |

2. Click to set values and add to list

Set Values and Add |

Selected Rule Actions

Summary
o a

&dd aspect ersionable' Il £

T continue click Mesxk,

+  Click Next.
7 Select one of the following content rule types, which determines when the content rule is applied:
+ Inbound: The content action occurs when content is copied, created, or added to the space.
+  Outbound: The content action occurs when content is moved out of or deleted from the space.
+ Updated: The content action occurs when content is updated in the space.
8 From the Type menu, select Inbound and do the following:
+ Inthe Title box, type 211 versioned.
+ In the Description box, type a description.
+  Click Next.

kerry = Project Woodoo > Documentation > Drafts

Create Rule Wizard

This wizard helps you create a new rule,

Steps Step Three - Enter Details Mext |

1. Conditions Back

£l |
2. Actions Type: IInbound vl Finishl
3. Details

Title: Al versioned
4, Summary I Cancel |

Description: |Tracks versions for all content items

Other Options
[T apply rule to sub spaces

[T Rrun rule in background

LU If this option is selected the rule will execute in the background so the resulks may
nok appear immediately,

[T Disable rule

T continue click Mesxk,
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9 Verify the information that you specified for the content rule and click Finish. The content rule appears on the Content Rules page.

kerry = Project Woodoo > Documentation > Drafts

3 Content Rules

W Create Rule More actions(¥) N7 Inherited (v)
This wiew shows you all the rules to be applied to content in this space, : :

Close
Rules _I
Title & Description @ Local @ Created Date .a Modified Date @ Active Actions

¥ Al versioned Tracks versions Yes 18 July 2009 18 July 2009 00:18Yes [ &

for all content 0018
items

Page |1 of 1 1

Adding simple process content rules

Now you will add simple process content rules to the spaces. The process content rules move the content item through the spaces based on
specific criteria. You will create the following content rules:

+  Request Approval: Moves content from the Draft space to the Pending Approval space.

+  Publish: Moves content from the Pending Approval space to the Publish space.

Add a content rule to request approval

You will create a simple process content rule to apply to content in the Drafts space.

1 On the Content Rules page for the Drafts space, click Create Rule.
From the Select Condition list, select All Items, click Add to list, and then click Next.
Define the content actions to take on the content:
+  From the Action list, select Add simple process to item, and then click Set Values and Add.
+  Under Approve Flow, type Request Approval in the Name for approve step box.
«  Under Reject Flow, select Move and click Click here to select the destination.
+  Click the up arrow icon @ to move up a folder, and click the plus sign icon ® next to Pending Approval.

+  Under Do You Want to Provide a Reject Step, select No.
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kerry = Project Woodoo > Documentation > Drafts

ir\g}l Create Rule Wizard

& This wizard helps you create a new rule,

Set action values Ok |
Approve Flow Cancel |

Mame For approve step: IRequest Approval

Choose whether you want to move or copy the content and also the location,

& mogve O Copy  Tor Pending Approval

Reject Flow

Do wou wank to provide a reject step?

Mame For reject step: I

Choose whether you want to move or copy the content and also the location,

@ Move O Copy  Toe Click here ko select the destination

« Click OK and then click Next.
From the Type list, select Inbound and, in the Title box, type Simple request approval process.
Click Next, click Finish, and then click Close to close the Content Rules page.

Add a content rule to approve or reject content
You will add another content rule so that a user can approve or reject the content that the previous content rule requests approval for. You
must add this content rule to the Pending Approval space where the previous content rule moved the content.
1 In the Drafts space, click Documentation in the breadcrumb trail to navigate up to the Documentation space, and then open the
Pending Approval space.
Click More Actions > Manage Content Rules > Create Rule.
From the Select Condition list, select All Items, click Add to list, then click Next.
Define the content actions to take on the content:
+  From the Action list, select Add simple process to item, and then click Set Values and Add.
+ In the Name for approve step box, type Publish.
+  Select Move and click Click here to select the destination.
+  Click the up arrow icon @ to navigate up a space, and click the plus sign icon ® next to Published.
«  Under Do You Want to Provide a Reject Step, select Yes.
+ In the Name for reject step box, type Reject.
+  Select Move and then click Click here to select the destination.

+  Click the up arrow icon @ to navigate up a space and click the plus sign icon ® next to Drafts.
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kerry = Project Woodoo > Documentation = Pending Approval

L Create Rule Wizard
This wizard helps you create a new rule,

Set action values Ok |
Approve Flow Cancel |

Mame For approve step: IPuinsh

Choose whether you want to move or copy the content and also the location,

@ Move O Copy  To: Published

Reject Flow
Do wou wank to provide a reject step?

® ves O g
Mame For reject step: IReject
Choose whether you want to move or copy the content and also the location,

@ Move O Copy  Toe Drafts

5 Click OK, and then click Next.
Select Inbound from the Type list, type Simple request approval process in the Title box, and then click Next.
7 Click Finish, and then click Close to close the Content Rules page.

Move content using the clipboard

A sample software overview document is created by the space template you are using. Use this document to test the content rules you just
created.

You can cut or copy content and paste it to a different space. If the content is cut, a reference to it is placed in the clipboard and the content
remains in its original place until you paste it into the new location.

1 Inthe Pending Approval space, click Documentation in the breadcrumb trail to navigate up to the Documentation space, and then open
the Samples space.
In the Content Items pane, under the system-overview.html file, click the down arrow icon ¥ and select Copy.

In the sidebar, click the down arrow icon ™. and select Shelf to view the clipboard contents.
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4 Click Documentation in the breadcrumb trail and then open the Drafts space.

shelf (¥)

¥ Clipboard

L system-overview. html [TE] Cl @
Paste all | Remove Al

¥ Recent Spaces

A Drafts

A Documentation

¥ Shorteuts

kerry = Project Woodoo > Documentation > Drafts

Drafts &

This wview allows you to browse the items in
= this space.

(e

¥ Browse Spaces

Mo items to display, Click the 'Create Space' action to create a space,

Page |1 of 1 1

¥ Content Items

Mo ikems to display, To add an existing document click "Add Content' action, To create an HTML or Plain Text file click 'Create Content’

action.

Page |1 of 1 1

__dpAdd Content Create-ﬁi}

More Actions-ﬁ% Icon Yiew v

Ikems Per Page |9

Ikems Per Page |9

5 Under Clipboard in the sidebar, click Paste All. A copy of the system-overview.html file is pasted into the Drafts space and the clipboard

is cleared.
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5. Collaborating with other users

Before you test the content rules you just created, you will set up your space to allow other users to work on projects within your space. To
collaborate with other users, you must invite them to the space.

With multiple authors collaborating on the content, you need to ensure that only one person modifies a content item at a time by checking
it out. This creates a working copy and locks the original. When you check in the working copy, it unlocks and overwrites the original item.

Inviting users to collaborate in your space

1 Navigate to the Documentation space.

2 Click More Actions > Manage Space Users. This page displays users who have permission to work on content in the Documentation
space.

3 Click Invite in the header to invite a user to the space.

kerry = Project Woodoo > Documentation

p%o Invite Users Wizard

This wizard helps you to give other users access bo your space,

Steps Step One - Invite Users Mext |
1. Invite Users Select the users and roles they will play in this space, Back |
2. Motify Users —

3, Summary Specify Users/Groups LIShI
1. Select user/group and their roleds) Cancel |
| Users || | Search |

=
[
Role
Print o
Coordinatar
Collaborator
Contribukor
Editar x|
2, Add to List |

Selected users/groups and their roleds)

Name
Mo selected items,

T continue click Mesxk,

Enter the first or last name of a co-worker in the Search box and click Search. For this exercise, you can use your own name.
Select the appropriate person from the search results.

From the Role list, select Collaborator, click Add to List, and then click Next.

Under Do You Want to Send an Email to Notify the Invited Users, select No and then click Next.

Verify the information in the Summary and click Finish.

O 0 N & U b

Click Close to return to the Documentation space.
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Checking out a content item

Now you will check out a content item from a space so that other users cannot modify the file while you are working with it.

When you check out a file, you can check out the working copy to the same space as the original or to any other space. For example, you can
choose to create one space to hold the working copies of all your files.

1

In the Drafts space, click the down arrow icon @ for the system-overview.html file, and then select Check Out from the menu.

kerry = Project Woodoo > Documentation > Drafts

Check Out 'system-overview.html'

" Enker information about the check out,

() & copy of the file 'system-cverview html' will be made Far you ta wark with, _ Check Out |
‘When you have completed your changes vou need to check in the file to allow others to view the changes., Cancel |

‘where do you want o keep the copy of this File?

o In the current space

C Inthe space selected:

Click here to select a Space

Select In the current space and click Check Out.
Click OK to return to a view of the space, which now contains two items. One item is appended with (Working Copy), as shown in this

screen shot.

kerry = Project Woodoo > Documentation > Drafts

Drafts & . ) ) )
A This view allows you to browse the items in this Wiz &addContent Craste(¥) Mare Actions(y) Ican Yiew (¥)
- space,
¥ Browse Spaces Items Per Page |9

Mo items to display, Click the 'Create Space' action to create a space,

Page |1 of 1 1

¥ Content Items Items Per Page |9
I:.I system-overview (Working Copy).html i I:.I system-overview.html uf i
T system-averview html T system-overview, himl
0.54 KB 0.54 KB
18 July 2009 02:14 ) 18 July 2009 02:14
«1=hEE B hEBR B

Page |1 of 1 1

Checking in a content item

The Lock icon La displayed beside the original content item lets you know that it cannot be modified until you check in or undo the
checkout on the working copy. You can move the pointer over the lock icon on the original item to display the user name of the person who

is currently editing the item.
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In this task, you will edit the document and add some minor changes to the text. First you will update the content item in
LiveCycle Contentspace ES2 without checking it in. Then you will make additional changes to the file and check in the content.

Click the Download icon 2! for the system-overview (Working Copy).html file.
Save the file to your desktop and then click Close.

H W N =

From your desktop, open the file in a text editor or HTML editor. Make changes to the content and save it.

To upload changes to the working copy without checking in the file, click the down-arrow icon ! ) and click Update.

kerry = Project Woodoo > Documentation > Drafts

Drafts &

) This view allows you to browse the items in this W () _Add Content Create(w) Mare Actions(
- space,

Tcan Yiew IZ:E:ZI

¥ Browse Spaces

Ikems Per Page |9
Mo items to display, Click the 'Create Space' action to create a space,
Page |1 of 1 1
¥ Content Items Items Per Page |9
| ﬁ system-overview (Working Copy).html ':i:' | ﬁ system-overview.html & ':i:'
T system-overview. html T system-overview. html
0.54 KB 0.54 KB

18 July 2009 02:35
SEEEE:

Preview in Template

¢ Updat
Ea‘.,» RequéT JApprovaI

& cut
1] Copy
[ Start Discussion

% Start Advanced Process

18 July 2009 02:14
hEE B
Page |1 of 1 1

5 Click Browse, double-click the updated file, and click Update.

6 Make <ome additional changes to the copy of the file on your desktop, return to LiveCycle Contentspace ES2, and click the Check In
icon ¥ for the file.

kerry = Project Woodoo > Documentation > Drafts

“) Check In 'system-overview (Working Copy).html'

Check in your working copy For other team members o work with,

Check In options

Check In
Wersion Motes Cancel |

W Minor Change
[T Checkin changes and keep file checked out

Working copy location
‘which copy do you want to check in?
o Use copy in current space
C Use copy uploaded from my computer

Locate document to upload

Location: Browse... |
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7 Click Browse and double-click the file.
8 When the file finishes uploading, click Check In.

Viewing the version history

You can view the version history for content in a space. Because the content is versioned, previous iterations are available in the version
history.

1 Click View Details & for the system-overview.html file.

2 On the Details page, click the right arrow icon B in the Version History pane. The original version and the version you just checked in
are listed.

¥ Version Histary

Yersion® MNotes @ Author & Date v Actions

1.1 kerry(DefaultDom 18 July 2009 02:53Properties
Wigw

1.0 kerry(DefaultDom 18 July 2009 01:00Properties

Wigw

Page |1 of 1 1

3 Click Close to close the Details page.

Using simple process content rules

When content is completed it can be sent for approval. Process steps that are available for a content item are shown in the More Actions
menu and on the Details page that is associated with the content item.

Now you will test the process content rules that you created previously.

1 Inthe Drafts space, under the system-overview.html file, click the down-arrow icon ¥ and select Request Approval. The content item
moves to the Pending Approval space.

kerry > Projeck Voodoo = Documentation = Drafts

. Drafts & " )
A This view allows you ta bravse the ibems in this W (2) | éesdd Contert Creste(y) More Actions(y) Teon Yiew (x)
- space.

¥ Browse Spaces Ikems Per Page |9

Mo items to display, Click the "Create Space’ action to create a space,

Page |1 of 1 1
¥ Content Items Items Per Page |9

_. system-overview.html i

' syskem-overwview, html

0.55 KB

18 July 2009 02:53

£hEil B i

Preview in Template Page |1 o1 1
‘Q_ Update

= Check Out

f‘;Re uest Approy.
d Cut ilb

] copy
¢ Start Discussion
4 Start Advanced Process
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Navigate to the Pending Approval space.

In the Pending Approval space, under the system-overview.html file, click the down-arrow icon ! 7 /. The Publish and Reject options
that you created with the content rule are displayed.

4 Click Publish. The content moves to the Published space.
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6. Working with PDF files

LiveCycle Contentspace ES2 can be integrated with LiveCycle ES2 services to enhance your document management and process
management capabilities. Which tasks you can do depends on the package of LiveCycle ES2 services that your organization uses and how
they are configured.

Generate PDF files

If your organization has Adobe LiveCycle PDF Generator ES2 configured to work with LiveCycle Contentspace ES2, you can quickly create
PDF files from your content.

1 Inyour My Home space, open your My Web Documents space.

2 In the Content Items pane, under the newfile.html file, click the down arrow icon ¥/ and click the Convert to PDF icon 2.

When the conversion is completed, newfile.html.pdf is added to your My Web Documents space. You may have to leave and return to
the space or click My Web Documents in the breadcrumb trail to refresh the space and see the file.

Note: If your organization does not have LiveCycle PDF Generator ES2 or if you do not have permissions to use it, this procedure will not
produce a PDF file.

kerry = My Web Documents

My Web Documents &
.) Z:;:c;iew allows you to browse the ikems in this E (0} dpAdd Content Createl v More Actions! v Tcon Yiew v

A space For my HTML Files

¥ Browse Spaces Items Per Page |9

Mo items to display, Click the 'Create Space' action to create a space,

Page |1 of 1 1
¥ Content Items Items Per Page |9
| I:.I newfile.htmil (0 .E{' newfile.html.pdf i
D21k =~ 16,72 KB
17 July 2009 23:41 18 July 2009 03:23
A7 HENE B SHENE®
Page |1 of 1 1

Create a space to work with PDF files

LiveCycle Contentspace ES2 includes a variety of space templates that you can use to create spaces that automatically generate files if your
organization configured LiveCycle PDF Generator ES2 to work with Contentspace ES2. One space template creates a space that generates a
PDF file whenever a file of one of many common formats is added to the space. Other space templates create spaces that generate files of
other formats from PDF files.

Contentspace ES2 also includes a space template for a space that applies a policy to a file if LiveCycle Rights Management ES2 is integrated
with Contentspace ES2.
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You will create two spaces from space templates, one to generate image files from a PDF file and one to apply a policy to a PDF file.

Create a space to generate image files from a PDF file

In the toolbar or sidebar, click My Home to navigate up to your home space.
Click Create > Advanced Space Wizard. The Create Space Wizard page appears.
Select Using a template and click Next.

Select the PDF2PNG template from the list and click Next.

In the Name box, type PDF to PNG and specify a title and description.

N 1 A W N =

Select an icon and then click Finish.

kerry

1 Create Space Wizard

¥ This wizard helps you to create a new space,

Steps Step Three - Space Details Mext |
o SELING SR Enter information about the space, Back |
2. Space Cptions

r Finish |
3. Space Details Space Details
Cancel
4 Summary @ Mame: [POF ta Prc _Cancel |
Title: JPDF to PG

Description: |A space ko create image files

@ )r )r -.‘)‘“;_r-)‘“._::))‘“g-‘)
o [E

Icom:

T continue click Mesxk,

Create a space to apply policy protection to a PDF file

1 In your My Home space, click Create > Advanced Space Wizard.

2 Select Using a template and click Next.

3 Select the Rights Management Space template from the list and click Next.
4

In the Name box, type Rights Management and specify a title and description.



Working with PDF files

5 Select an icon and then click Finish.

kerry

1 Create Space Wizard

¥ This wizard helps you to create a new space,

Steps
1. Starting Space
2. Space Cptions
3. Space Details

4, Surnmary

Step Three - Space Details
Enter information about the space,

Space Details

@ Mame: |Rights Management

Title: |Rights Management

Description: |A space ko apply policies to PDF files

@ )r )r -.‘)‘“;_r-)‘“._::))‘“g-‘)
o [E

Icom:

T continue click Mesxk,

Generate an image file from a PDF
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TMext |
Back |
Finish |
Cancel |

Now that you have created the new spaces, you will use them to work with a PDF file. You will copy a PDF file to the space that automatically
generates a PNG image file of the PDF file.

Note: If your organization does not have LiveCycle PDF Generator ES2 or if you do not have permissions to use it, this procedure will not produce
an image file. For more information, contact your LiveCycle ES2 administrator.

These steps also demonstrate another way to copy a file.

H W N =

From the Actions list, select Run Action.

In the My Web Documents space, in the Content Items pane, under the newfile.html.pdf file, click View Details % .

From the Select Action list, select Copy Item To A Specific Space, and then click Set Values and Add.
Click Click here to select the destination.
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5 Click the up arrow icon ‘@ to navigate up a space and click the plus sign icon ® next to PDF to PNG.

kerry = My Web Documents

ir\g}l Run Action Wizard

& This wizard helps you run an action

Set action values Ok |
Cancel |

kerry W (58

B My Weh Documents
A POF ta PHS

ﬁ Project Yoodoo

ﬁ Rights Management

CHRCRNCENCH

Destination:

Cancel

6 Click OK and then click Finish.

7 Click Close and then navigate to the PDF to PNG > Output space. The newfile.html.png file should be in the space. If the PDF has more
than one page, each page will be a separate PNG file.

Apply a policy to a PDF file

If your organization has LiveCycle Rights Management ES2, you can apply a policy to a PDF file in LiveCycle Contentspace ES2. Using
Contentspace ES2 with Rights Management ES2, you can apply predefined confidentiality settings to prevent information from spreading
beyond your reach. You can also monitor and control how recipients use your documents after you distribute them.

You protect documents by using policies. A policy is a collection of information that includes confidentiality settings and a list of authorized
users. The confidentiality settings in a policy determine how a recipient can use a file that you apply the policy to. For example, you can
specify whether recipients can print or copy text, make changes to text, or add signatures and comments to protected documents.

Within Contentspace ES2, you can apply policies to PDF files in two different ways:

+  Use the Run Action wizard to secure a PDF file with any policy you have access to.

+  Use a space that was created with the Rights Management Space template to apply the ContentServicesPolicy policy to a PDF file. The
ContentServicesPolicy policy allows some access restrictions to be based on the roles that are granted to users in Contentspace ES2
instead of on the policy settings.

Note: If your organization does not have LiveCycle Rights Management ES2 or if you do not have permissions to use it, this procedure will not
apply a policy to the file. For more information, contact your LiveCycle ES2 administrator.
1 In the My Web Documents space, in the Content Items pane, under the newfile.html.pdf file, click the down arrow icon | "" and select
Copy.
In the sidebar, click the down arrow icon and select Shelf to view the clipboard contents.
Navigate to the Rights Management space.

In the clipboard, click Paste AlL A copy of newfile.html.pdf is pasted into the Rights Management space and the clipboard is cleared. If
you have access to Rights Management ES2, the ContentServicesPolicy policy is applied to the file.
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7. Reviewing, commenting, and approving

LiveCycle Contentspace ES2 provides several ways for people to review documents. If content is still being designed, you can initiate a
shared review in which you specify the deadline and participants for a PDF review. Review participants can add comments and view each
others’ comments.

Now you will create an ad hoc review for the PDF file that you generated and add comments. Then you will submit this form for review and
approval as part of an advanced process.

Note: The procedures in this chapter work only if your organization enabled review and commenting and installed the LiveCycle
Content Services ES2 Samples, LiveCycle Process Management ES2, and LiveCycle Workspace ES2.

Sending a document for review

Note: The procedures in this section work only if your organization enabled review and commenting.

Yo can choose from two basic types of shared reviews, ad hoc and structured. In an ad hoc review, any eligible document in a space is
submitted for a review, and the review initiator determines the review deadline and participants. A structured review includes preset review
properties that are determined by the administrator who creates the space template or workspace properties. Structured reviews are
especially useful for applications that require strict compliance to regulatory procedures.

Now you will initiate an ad hoc review.

1 Navigate to your My Web Documents folder.

2 Inthe Content Items pane, under newfile.html.PDE, click the Initiate Shared Review icon . (If you did not create this file in a previous
lesson, use any PDF file.)

For the purposes of this tutorial, you will set yourself as the reviewer.
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lerry = My Web Documents

=+ Initiate Shared Review 'newfile.html.pdf*
Ld} This wizard helps you initiate a shared review on newfile. bl pdf

Steps
1. Select Reviswers
2. Select Review Options

3, Surnmary

Select Reviewers

1. Select LiveCycle users and groups with appropriate review options

| Users =] | Seatch I
=

¥ Mandatory Reviewer

Motification oplions:

@ Assign Task in LiveCycle Workspace ESZ2

© Send Review via Email

Add ta List I

2. Specify External Reviewers Email 1D(s)

Add ko Lisk I

Selected Reviewers

Reviewers

o selected ibems.

To continue click Mext.

Flexk
Back
Finish

B EiE

Cance

In the Select Reviewers pane, type your name in the Search box and click Search.

ADOBE LIVECYCLE CONTENTSPACE ES2
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Select your name from the Reviewer list, select Mandatory Reviewer and Assign Task in LiveCycle Workspace ES2, and then click Add

to List.

Add any other review participants, and then click Next.

In the Name box, type Newfile Review, change Review Duration to 3 days, and then click Finish.

kerry = My Web Documents

=+ Initiate Shared Review 'newfile.html.pdf*
I_Q'l> This wizard helps you initiate a shared review on newfile, heml,pdf

Steps
1. Select Reviewers

2. Select Review Options

3. Surnmary

Select Review Options
Select the options applicable For this review,

Review Label: |NewFiIe Review

Reeview Duration {daysi: |3

[T Motify whenever any reviewer marks review as complete,

P Advanced Options

Ta close this wizard and apply vour changes click Finish., To review or change your

selections click Back,

T continue click Mesxk,
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Adding review comments

When a document is initiated for review, it can be sent by email or routed to the reviewer’s To Do list in LiveCycle Workspace ES2. Because
you set yourself as the reviewer, you can now open your To Do list to add comments to the document.

1 Click My Content in the toolbar or sidebar.
My Conkent

CDnFigure

My Content Dashboard

Configure this view and build vour personal LiveCycle dashboard
Getting Started

Adobe LiveCycle Contentspace ES2 Common Tasks

LiveCycle ES2 Dnline Browse items in your home space

Lc Documentation From the toolbar click My Home ko display a list of items in the
Click the icon to read LiveCycle ES2 space,
Docurmentation online,

Create a space in your home space

Plugins and Extensions T % Mavigate to your home space, In the space info area, from the
LC | click the icon ko download plugins and ) menu under Create, click Create Space and enter information
extensions for your desktop applications. about the space,
__ LiveCycle Contentspace ESZ Online Add content to your home space
i * Help Mavigate to your home space, In the space info area, click Add
' ®  Click the help icon to display LiveCycle ﬂ’ Content and enter information about the content. to be
Contentspace ES2 Help topics, uploaded.

Create content in your home space

Mavigate to your home space, In the space info area, click
Create Content under Create and enter information about the
conkent ko be created.

My Tasks To Do

Open Task List

2 At the bottom of the page, click Open Task List. Workspace ES2 opens to your To Do list page. If you are prompted to log in, use the
same user name and password that you use for Contentspace ES2.

ADOBE" LIVECYCLE" WORKSPACE ES2 Preferences | Messages | Melpv | Logout

" Start Process 3 (17 & Tracking

Kerry Watson

H Search Templates

Assign multiple workspace review tasks - parallel
H Drrafts (00

Please join the review of
Kerry Watson (1) I newfile_review, pdf,

% Show all L Review Label : Mewfile Review

Adobe LiveCycle Workspace ES2 opens in a different browser tab or window.

3 Click the task icon.



Reviewing, commenting, and approving

ADOBE LIVECYCLE CONTENTSPACE ES2
Getting Started with LiveCycle Contentspace ES2

4 Click Connect, and follow the prompts to join the review in Acrobat.com.

" Start Process

C t & Markup

m Search Templates StickyNote[\ Text Edits = év /ﬂ | EI\ =l <5 # 7 [ O / v:ﬂjjjgshow.

*®

Task Details ™ Form Audit
[:-__j Drafts (00

Talk

3

" & © € [ez5% -

& Ao

Kerry Watson (1) : G
% Show all - = [Fed -

Please add your comments and click Publish
11 Comments so that other reviewsrs can
=) automatically see them,
Deadline: 7/23/2009 10:31:22 PM

/ Assign multiple works...

Please join the review of
newfile_review, pdf,

{E_Lf' Check for New Comments Publish Comments

-

.
Feview Label : Newfile Review E

LiveCycle Contentspace ES2

This is LiveCyele ES2. It helps you manage all of your documents and do some pretty cool things with them.

It even has a mifty tutorial to help you leam how to use it.

e ]

Click the Sticky Note icon in the Comment & Markup toolbar, and click in the document area and type a comment.

Click Publish Comments.
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When you finish adding comments, click Complete at the bottom of the page to let other reviewers know that you are finished and to

remove the item from your To Do list.

8 Close the Workspace ES2 browser tab or window, and return to Contentspace ES2.

Viewing review comments

After the reviewer completes the review, you can use the My Reviews pane to track the review.

In Contentspace ES2, click My Reviews in the toolbar.
Click the View Details icon ¥ to view review details.

When you finish looking at review details, click Close.

H W N =

(Optional) Do any of these tasks:

+  Click the Newfile.html.pdf file name to open the review document and view comments.

«  Click the Modify Deadline icon 7 to change the review duration.

+  Click the Manage Reviewers icon Z to add or remove review participants.

«  Click the Terminate Review icon @ to terminate the review. When the review is terminated, you can click the Delete Review icon

@ to delete the review.
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=| Review Summary
Details of reviews initiated or participated by the user,

¥ single Stage Reviews Initiated Items Per Page |9

newfile.html.pdf {Shared)
Mewfile Review
21 July 2009 05:31
24 July 2009 05:31
Started
2
1
Bob Bringhurst

S0P
Page Il— of 1 1
¥ Multistage Reviews Initiated Items Per Page |9—
Page Il— of 1 1
¥ Reviews Participated Items Per Page |9—

Page |1 of 1 1

Starting a review and approval process

LiveCycle Content Services ES2 can work with Adobe LiveCycle Process Management ES2 and Adobe LiveCycle Workspace ES2 to
automate processes that are related to documents and forms that are stored in LiveCycle Contentspace ES2. For example, you use these
modules to manage an advanced process that routes documents to other users for approval.

Now you will send the PDF file that you generated for review and approval.

Note: The procedures in this section work only if your organization installed LiveCycle Content Services ES2 Samples, LiveCycle
Process Management ES2, and LiveCycle Workspace ES2.

1 Navigate to your My Web Documents folder.

2 In the Content Items pane, under newfile.html.PDF, click the down arrow icon "®./ and select Start Advanced Process.

3 Select Review and Approval and click Next.

33
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4 Type a description in the Review Description box.

kerry == My Web Documents

{6} Start Samples - Content Services - ReviewAndApproval Process Wizard

SF This wizard helps you start an advanced process for an item in the repository.

Steps Process Options Mext I

i, Grmeo (Ess Select options for the process =

2. Process Options =

3. Surmimary Properties Finish
Cancel I

General

Plzase review the document.|

Review Description:

Users and their Roles

@ Reviewer: Select... I

Resources
Name » Description @ Path & Created & Modified @ Actions
b} fCompany 1@ duly 21 July 2009 T %
newifile. bkl pdf Home//User 20090323 05:31 -
Homes{DefaultDaom
Tkdkerry /My Web
Documents

_gnhAdd Resource

To continue click Mext.

5 Click Select to select a reviewer. For the purposes of this tutorial, you will set yourself as the reviewer.

6 Type your name in the Search box and click Search.

Process Options
Select options For the process

Properties

General

Please review the document,

Review Descripkion:

Users and their Roles

1. Search For and select an item,

kerry Search |

@ Reviewer:
[
Ok | Cancel |
Resources
Manme v Description @ Path & Created @ Modified @ Actions
byt IComparry 18 July 21 July 2009 Q%
rewFile, bkl pdf HormeUser 2009 03:23 0931 o
Homes/DefaultDom
Tkfkerry iy Web
Documents

_nhdd Resource

T continue click Mesxk,
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7

Select your name from the Reviewer list, click OK, and then click Finish.

Review and approve a document

When a document is sent for review as part of an advanced process, it is routed to the reviewer’s To Do list in LiveCycle Workspace ES2.

Because you set yourself as the reviewer, you can now open your To Do list to review and approve the document.

Note: If your organization does not have LiveCycle Process Management ES2 and LiveCycle Workspace ES2 or if you do not have permissions to
use LiveCycle Workspace ES2, this procedure will not work. For more information, contact your LiveCycle ES2 administrator.

1

Click My Content in the toolbar or sidebar.

My Conkent

CDnFigure

My Content Dashboard

Configure this view and build vour personal LiveCycle dashboard

Getting Started

Adobe LiveCycle Contentspace ES2 Common Tasks
LiveCycle ES2 Dnline Browse items in your home space
Lc Documentation From the toolbar click My Home ko display a list of items in the

Click the icon to read LiveCycle ES2 space,
Docurmentation online,
Create a space in your home space

Plugins and Extensions . Mavigate to your home space, In the space info area, from the
LC | click the icon ko download plugins and _.)‘ menu under Create, click Create Space and enter information
extensions for your desktop applications. about the space,
—_ LiveCycle Contentspace ESZ Online Add content to your home space
. N Help & Mavigate to your home space, In the space info area, click Add
' ® / Click the help icon ko display LiveCycle ¥ Content and enter information about the content to be
" Contentspace ES2 Help topics. uploaded,

Create content in your home space
Mavigate to your home space, In the space info area, click

i Create Content under Create and enter information about the
conkent ko be created.

My Tasks To Do

Open Task List

At the bottom of the page, click Open Task List. Workspace ES2 opens to your To Do list page. If you are prompted to log in, use the
same user name and password that you use for Contentspace ES2.

Locate the Assign Task to Reviewer task in your To Do list and click the task icon to open it. A PDF form appears, where you can add
your review comments.

Click Maximize EF . The visible area of the form expands and additional options become available.
On the left side of the form, click Attachments .

Select the document for review and click Open. The document opens in its native application. It is read-only. Comments must be
entered in the text box on the form.

Close the document when you finish reviewing it.
Type your comments in the Review Comments box.
Select Approved to approve the document.

Select Submit Review and click Submit.

You can close Workspace ES2 if you are finished with your To Do list. Do not click Logout unless you intend to log out of all
LiveCycle ES2 applications, including Contentspace ES2.
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Read review comments

After the reviewer completes the review, the review form is routed back to your To Do list.

In this example, the form routes back to your own To Do list. If the Assign Task to Review Initiator task does not appear in your To Do list
immediately, you can close LiveCycle Workspace ES2 without logging out and then open your To Do list again from
LiveCycle Contentspace ES2.

1 In the toolbar or sidebar, click My Content.
At the bottom of the page, click Open Task List. Workspace ES2 opens to your To Do list page.
Locate the Assign Task to Review Initiator task in your To Do list and click the task icon to open it. A PDF form appears; it contains
the review comments.

4 When you finish reading the comments, click Complete to close the form and remove the task from your To Do list.

If you need to review the comments again but did not save the form locally, you can find it on your Tracking page in Workspace ES2.
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8. Categorizing content and advanced search

You can assign categories to content items. This feature allows information to be classified in any number of ways. You can search for content
items that match combinations of constraints, including categories. Categories are hierarchical; therefore, searching for a content item by
category finds anything that is classified below it. In this example, you will add some content to a category and then search for it.

Set categories for content

First, you must allow the content to be categorized.

Allow content to be categorized
1 In the Project Voodoo > Documentation > Published space, for the system-overview.html file, click View Details =.

2 In the Category pane, click the right arrow icon ® and then click Allow Categorization. After allowing content to be categorized, you
can set categories for your content.

Set categories for content

1 On the Details of system-overview.html page, in the upper-right corner of the Category pane, click Change Category ! .
Click Select and then click Click here to select a category.

Click Software Document Classification to view its subcategories.

Click Software Descriptions and then click Main Software Descriptions to move down through the subcategories.
&

i A W N

Click the plus sign icon # next to Short System Description to select it.

kerry = Project Voodoo > Documentation > Published

Modify categories of 'system-overview.html'

¥ | Sgt the category For the document then click OF,

Ok |
Cancel |

1. Select a category

Main Software Descriptions W (58 i3

<] architecture Description
“_ Canfiguration Description
< Implementation Description

<] Requirement Description

CHNCHRCHNCRNCT)

“_] shart System Description

Cateqories:

Cancel

2. Add o List |

Selected categories

Name

Mo categories selected,

6 Click Add to List, click OK, and then click Close.
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Search for categorized content

Now you will use Advanced Search features to search for categorized content.

38

You can also include other options for the search, such as the type of file you are looking for or a range of dates for its creation or modifi-

cation.

1 In the toolbar, click Search Options |2=|* and select Advanced Search. The Advanced Search provides multiple criteria, including

categories, which you can search under for a content item.

> ) Rights Management ¥ Browse Spaces

Mo items to display, Click the 'Create Space' action to create a space,

Page |1 of 1 1

¥ Content Items

ﬁ system-overview.html @
T system-overview, html

0.55 KB
21 July 2008 03:31
CHENEB®

Page |1 of 1 1

Cornpany Horme
Guest Home

My Content

Lc | company Home |yl aallils) Guest Home My Content My Reviews 08 @ [Zlogout (kerryfDefautbom) | (5w | a
) > @ 4l Ttems
hl=igatorige! € kerry 2 Project Yoodoo 2> Documentation 2 Published " File names and contents
[ewmems ] :  File names anily
Y N _ . Published . fe -
3 My Web Documents ) This view allows ywou ko browse the ikems in this W (0) | dpAdd Content Create(w) Mo Space names orily 4

» 3 FDF to PG space. Advance%Search QU
> ) Praject Yoodoo

Ikems Per Page |9

Ikems Per Page |9

2 Under Show Me Results in the Categories pane, click Click here to select a category.
3 Click the plus sign icon # next to Software Document Classification to select it as the category.
4  Select Include sub-categories and then click Add to List.

¥ Show me results in the categories

Categories W

<] Languages
<] Reqgions
< Software Document Classification

] Tags

Ok Cancel

W Incude sub-categories

Add o List |

Category

Mo selected items,

5 Click Search. For this example, only one document matches this criteria.
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0. Forums and discussions

LiveCycle Contentspace ES2 provides an easy way for people to collaborate by using forums and discussions. Forums contain topics of
discussion and topics contain posts from different users.

Create a forum space

A forum space allows people to collaborate by using forums. A forum space can contain other forum spaces and any number of forums.
For this task, you will create a forum space that contains a subforum space and then create a new forum.

Use the breadcrumb trail to navigate to the Project Voodoo space.
Click Create > Advanced Space Wizard.

Select From scratch and click Next.

kerry = Project Voodoo

1 Create Space Wizard

- This wizard helps you to create a new space,

Steps Step Two - Space Options Mext |
flo SELHNG EEER Select space options. Back |

2. Space Cptions —
Select the type of space you want to create, Finish |

Cancel |

3. Space Details
4, Surnmary ¥
c VD g W

Folde-r Space Faorum Space

LiJ A place to discuss content with ather users,

Mote: IF vou can only see one bype of space then other space bypes may not be enabled,
Ses your System Administrator for Further help,

T continue click Mesxk,

Select Forum Space and click Next.
In the Name box, type Project Voodoo Questions, and then click Finish.

Open the Project Voodoo Questions forum space.

kerry = Project Woodoo > Project Yoodoo Questions

@ Project Yoodoo Questions

This wiew allows you to browse Forum spaces and Forums.,

Createlw) More Actions( ) EBrowse Yiew ()

Browse Forum Spaces and Forums

Mo Forum spaces or Forums ko display, Click the 'Create Forum Space’ action to create a Forum space or 'Create Forum' action to create a

Forum,
Page |1 of 1 1

You will use a subforum space to organize your forums.

7 Click Create > Create Forum Space.
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8 In the Name box, type Documentation Questions,and then click Create Forum Space.

kerry = Project Woodoo > Project Yoodoo Questions

Create Forum Space
@ P

Enter information about the new Forum space then click Create Forum Space,

Properties Create Forum Space |
@ Mame: |D0cumentati0n CQuestions Cancel |

Descripkion: |

Tcom: o @

9 Open the Documentation Questions space.
10 Click Create > Create Forum.
11 In the Name box, type overview Document, and then click Create Forum.

kerry = Project Woodoo > Project Voodoo Questions = Documentation Questions

@ Create Forum

Enter information about the new Forum then click Create Forum,

Properties Create Forum |
@ Mame: |Overview Document Cancel |

Descripkion: |

Icaon: * @

Create a topic

In this task, you will create a topic within a forum.

1 Open the Overview Document forum.

2 Click Create > Create Topic.
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3 Type text in the Subject and Message boxes. You can also select an icon to represent the type of message you are posting.

kerry = Project Woodoo > Project Voodoo Questions == Documentation Questions == Overview Document

= Create Topic

Enter information about the new topic then click Create Topic,

Properties Create Topic |
@ Subject: |Overview contents Cancel |

= 1 ?
Tcon: @ = O WGY O
Message
D Message: hat information should be in the Overview?

4 Click Create Topic.

kerry = Project Woodoo > Project Voodoo Questions == Documentation Questions = Overview Document = Overview contents

=| Overview contents

Create(w) Mare Actions(¥) Bubble Yiew (v)
This wiew allows you to browse posts in this topic, - - -

Browse Posts

g Posk: Overview contents On: 21 July 2009 04:36 <:Q J/’ [TE]

kerry/DefaulDom what information should be in the Overview?

Page |1 of 1 1

After a topic is created, it can always be changed or even deleted. The icons on a post determine which actions you can take. Any user
who has the appropriate permissions can reply to the post. By default, the most recent post is at the top of the list, as shown in the above
screen shot.

Start a discussion

A discussion is like a forum that is attached to a content item. Wherever the file is moved, the discussion goes with it. Discussions provide
an ideal way to record decisions or annotations about a file without changing its content.

Navigate back to the Project Voodoo > Documentation > Published folder.

Below system-overview.html, click the down arrow icon | " and select Start Discussion.

Type text in the Subject and Message boxes, and click Create Topic.

Navigate back to the Pubished folder.

H W N =
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5 To view the discussion on the content item, under the content item, click View Discussions Cﬂ .

kerry = Project Woodoo > Documentation > Published = system-overview, html discussion = Overview

=| Overview

Create(¥) Mare Actions() Bubble Yiew (v)
This wiew allows you to browse posts in this topic, - - -

Browse Posts

b1
0
=

Q d Post: Overview On: 21 July 2009 0444

kerry/DefaultDom Is this the right information?

Page |1 of 1 1

If you check out a document that has a discussion, the working draft will not have that discussion. However, if you start a discussion on a
working copy, when it is checked in, the discussion is added to the original item with a date stamp. While content is checked out, the original
content is locked, but discussions can still continue on it.
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