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EXPLORING THE NATURE OF MATTER

Introduction

The Document Repository is a electronic
database designed to:

1) Manage and retain all released Engineering drawings, Specifications
and other Design documentation

2) Perform searches of retained documents
3) Provide viewing of retained documents

4) Acquire a copy (Export) of the document for storage in an alternate
location (folder, desktop, etc.)

5) Request paper print service for large format and quantity needs
6) Initiate and manage the document signature process (E-Sign)
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Getting Started

*Click on either Document Control Group link

MENU:

Search

Welcome, bpaul!
Starting Points

Document Control Group

FM&L

Document Control

FME&L

Policies and Procedures

Science
CFO Policies and Procedures

Policies and Procedures
Management Information

Systems
ESH&Q

SRF

Science

My Repository CFO Policies and Procedures

My Documents
Document Approvals ;
PP Management Information Systems
My Outstanding Approvals

My Approvals
. ESH&Q
My Approval Favorites

Approvals Search SRE

(LU BB RSN R
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® EXPLORING THE NATURE OF MATTER

Searching the Repository
Find a document by OR for all document types
Selecting from the (Drawings, Specification, etc.),

Document Category use this Search

ME N U: View Collkction

Search

i i Location: Hom = Document Control Group
Starting Points

Document Control Group @ Dbcument Control Group + \Properties & Edit

FM&L - Ft earch @, Permissions
Puolicies and Procedures
| Add Collecljo‘1 || Add Document |
Science |
CFQ Policies and Procedures Showing all & children
Management Information Type Name owner Modified Size Action(s)
Systems Calculgtions and Analysis Bridget Paul 3/14/2013 86 4 E
Esng DCG Afmin Daniel Moore 3M14/2013 2 s E
SRF
E-Sign FAQ's Bridget Paul 3M4/2013 1 - |
My Repository .
Enginegfing Change Orders (ECO's) Bridget Paul 2/5/2014 30091 s &
My Documents
Document Approvals Engineglipg Procedures Bridget Paul 2/5/2014 92 s _L/'
My Cutstanding Approvals JLab Drawings Bridget Paul 2/5/2014 71668 r L/"
My Approvals Specifications & SOW's Bridget Paul 2/5/2014 607 P 4
My Approval Favorites E-Sign Tutorial- NEW VERSION_NEW LOOK COMING SOON!! Daniel Moore 6/30/2014 |23mb | & [

Approvals Search
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Searching the Repository

*Click the “Search” Link in the upper right side of the Category page

ME N U: View Collection

Search

. . Location: Home > Document Control Group = JLab Drawings
Starting Points

Document Control Group @ JLab Drawings
FM&L T T

# Properties & Edit
+ Search 2, Permissions

Policies and Procedures

‘ Add Collection H Add Document ‘

Science
CFO Palicies and Procedures Showing 1 - 20 of 71668 children
Management Information Type Document Number Owner Modified Size Action(s)
HE A 67165-00152-Rev-Sh1 Steve Furches 4115/2013 150kb | £ &
ESH&Q .
67165-00152-Rev-Sh2 Steve Furches 4/15/2013 43 Kb PR 4
SRF
. 67165-00152-Rev-Sh3 Steve Furches 412312014 24 kb R 4
My Repository =
My Documents 71200-2904 Sasa Radovic 10/2/2013 1 mb S
Document Approvals 00-C-8-2161, Revision: 1, Sheet No.: 51 Terrie Fuell 3M14/2013 490 kb ’ .;./
My Qutstanding Approvals 010601176, Revision: A, Sheet No.: 1 Terrie Fuell 3/14/2013 1 mb ;o
My Approvals 010601251, Revision: A, Sheet No.: 1 Terrie Fuell 3/14/2013 sk | P
My Approval Favorites ,
010601252, Revision: A, Sheet No.: 1 Terrie Fuell 3/14/2013 546 kb e
Approvals Search .
01100-0004, Revision' -, Sheet No_- 1 Bridget Paul 3/14/2013 220 kb FE ¢
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Searching the Repository

e Click on the Document link to view document details

ME N U: Search

SIEmE Search for items in JLab Drawings

Starting Points

Document Control Group Keywords |6T165

EM&L (Use whitespace to separate search terms. No wildcards.)

Puolicies and Procedures Click Here for Advanced Search Options »
Science

Results per page:

CFO Policies and Procedures

Management Information

Systems
ESH&Q 25 of 216 re
SRF
. Name Revision Category Document Number Drawing Size | Drawing Title | Drawn Date SheetNum
My Repository
N Hall C SHMS
My Documents v 67165-00152-Rev-Sh1 | _ MEG 67165-00152 E Dipole Window | 03/2013 |1
Document Approvals Assy ltems
Hall C SHMS
My Outstanding Approvals £ 7165-00155-] o
W e B7165-00152-Rev-8h2 MEG 67165-00152 E Dipole Window |03/2013 |2
My Approvals ‘( Assy ltems
My Approval Favorites I _ S Hall C SHMS
7165-00192-Rev-5h3 | _ MEG 67165-00152 E Dipole Window | 03/29/13 3

Approvals Search v Assy ltems
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Searching the Repository

The “View Document” page displays all attributes of a document
and the Revisions of a document entered into the Repository.

MEMNU:

Search
Starting Points
Documen Coentrol Gro
FMaL
Policies and Procedures
Science
CFO Policies and Procedures

Management Information
Systems

ESH&Q

SRF
My Repaository

My Documents
Document Approvals

My Cutstanding Approvals

My Approvals

My Approval Favorites

Approvals Search

View Document

Lacation: Home > Documant Conlrel Group > JLab Drawings

ACC0222201-0000

Document Number ACCOE
Approval Status «f [

22010000

ument is approved
Description
Current Revision B
Document Type File

File ACC 201-0000 REV-B pdt

Owner Gary E. F

Parent JLab Drawings

Category MEC

Document Mumber ACK
Drawing Size |
Drawing Title V PREADER REGION 1 (22

Drawn Date 05APR10
Sheethum 7
xpiration Date
Contributors

Content Approval Status Comments
' APPROVED
1| &+ ApPROVED

44 Properties [ Edit
=, Permissions
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Searching the Repository

You can see assigned Approvers by clicking the Magnifying
glass icon in the Approval Status box

MEMU: View Document
Search
Location Home » Docurment Controd Group > Jiab [
Starting Points . !
Dascinmaent ol G
e oS S ET165-00152-Rev-Sh3
FRIKL
Polcies and Procedunes
Documen mber 57
Scence
P 5
CF O Pok pndl Procedure
Description
Wanagemrere hforn Tratic
DS Current Revision
ESHEC DL
SRF
—
Ry R pesitony s
ey Doowments Sy
Category
Crocument Approvals
coument Hum
Koy Orsiarsdeng Appeovals [ —— tm
L8y Approvals Drawing Tice H
My Approsl Faredifles. Dvawmi Date

Al ovals SEaTch

Contributors




Jefferson Lab
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Viewing Documents

e Click on the document link under “Name”
A Status symbol beside the name indicates:

¥ Released In Progress 3§ or Rejected

MENU: Search

Search

Search for items in JLab Drawings
Starting Points

Document Contral Grou|

FM&L

Keywords 67165
(Use whitespace to separate search terms. No wildcards.)

Click Here for Advanced Search Options »

Search Results per page:

Ac '0n5:| Download | DCG Print Request

Policies and Procedures

Science

CFO Policies and Procedures

Management Information

Systems

ESHEQ 71668 res

SRF

Name Revision Category |Document Number Drawing Size Drawing Title Drawn Date | SheetNum

My Repository

My Documents 67165-00152- | MEG 67165-00152 E Hall C SHS Dipole | o045 | 4

Revsnt ¢ Window Assy ltems

Document Approvals

My Qutstanding Approvals 67165-00152- 571650015 Hall C SHMS Dipole Py

y g App I ', MEG 67165-00152 E Window Assy ttems 03/2013 2

My Approvals

67165-00152- e Hall C SHVS Dipole .
My Approval Favarites rev-sns ¥ - MEG £7165-00152 E Window Assy lterms 03/29/13 3

Approvals Search
CHLZ SYSTEM
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Exporting Documents

« Export a document by checking the box(es) to the left of

he document link and clicking the “Download” button
ultiple files will load into a “zip file” for saving to your PC

MEN U:

Search
Starting Points
Document Contr
FM&L
Policies and Procedur
Science
CFO Policies and Procedur

Management Information
Systems

Search

Search for items in JLab Drawings

Keywords ‘6?165

(Use whitespace to separate search terms. No wildcards.)

Click Here for Advanced Search Options

Opening jlabDocDownload.zip

You have chosen to open:

1L | jlabDocDownload.zip

Aﬂtlﬂﬂﬂ Download | DCG Print Request

which is: ZIP file
from: https://misportaldev.jlab.org

What should Firefox do with this file?

@) Openwith | 7-Zip File Manager (default) h
ESH&Q 25 0f 216 re:
SRF Save File
. Name Revision | Category  Document Number Drawing Size = Drd . . - .
My Repository Do this automatically for files like this from now on.
Haill
My Documents 67165-00152-Rev-Sh1 _ MEG 57165-00152 E Dip
Document Approvals v Ass
My Outstanding Approvals 57165-00152-Rev-_ Hall OK Cancel
y g App 7165-00152-Rev-Sh2 | _ MEG 67165-00152 E Dip
My Approvals v Asst.
My Approval Favorites e - e Hall C SHMS
67163-00152-Rev-Sh3 MEG 67165-00152 E Dipole Window | 03/20/13 3
Approvals Search Assy ltems
57165.00002 reve ¥ | B MALLC | 67165-00002 revB E Eig‘r"g‘?ﬁr 03126113 | ALL
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Requesting Large Format Prints

For large quantity and/or large format paper prints,
check the box to the left of the item line and
Click the “DCG Print Request” button

ME N U: Search

Search

Search for items in JLab Drawings
Starting Points

Document Control Group Keywords |ACC[}2222A1—OODD
FM&L (Use whitespace to separate searchferms. Mo wildcards.)
Policies and Procedures Click Here for Advanced Segrch Options »

Science
CFO Policies and Procedures / Results per page:

Management Information

Action5:| Download | DCG Print Request |

Systems
ESH&Q 5 re
SRF
) Name Revision Category Document Number Drawing Size | Drawing Title Drawn Date SheetNum
My Repository
My Documents et
ACC0222201-0000 ' g MEG ACC0222201-0000 E ;EE%EER 05APR10 |7
Document Approvals ©2)
)
My Qutstanding Approvals
v g App WEST
LyRTEmE S ACC0222201-0000-REV- | - MEG ACC0222201-0000-REV- | E T |05APRI0 |7
My Approval Favorites v (22)

Approvals Search
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Electronic Signature (E-Sign)

Many steps make up the Engineering Design Process before a
Controlled Document (drawing, spec., etc) is approved for
release. These include having your documents reviewed in

advance for accuracy and completeness.

The E-Sign procedure is not a review process but a signature
process to release a document for fabrication and storage.
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Initiating an E-Sign

(Document Turn in)
To start the signing process,

e Click on the Document Category for the type of document
requiring signatures

View Collection

MENU:

Search

Starting Points
Document Control Group
FM&L
Policies and Procedures

Science

CFO Policies and Procedures

Management Information
Systems

ESH&Q

SRF
My Repository

My Documents
Document Approvals

My Outstanding Approvals

My Approvals

My Approval Favorites

Approvals Search

Location: Home = Document Control Group

ﬁ-" Document Control Group

# Properties 2 Edit

4 Search @, Permissions
‘ Add Collection H Add Document |
Showing all & children
Type Name Owner Medified size Action(s)

Calculations and Analysis Bridget Paul 3/14/2013 86 4 rd
DCG Admin Daniel Moore 3/14/2013 2 # &
E-Sign FAQ's Bridget Paul 31412013 1 # ;/
Engineering Change Orders ( Bridget Paul 2/5/2014 3001 4 L/'
Engineering Procedures Bridget Paul 2/5/2014 92 4 r'd
JLab Drawings Bridget Paul 2/5/2014 71668 # ;/
Specifications & SOW's Bridget Paul 2/5/2014 607 - Ed
E-Sign Tutorial- NEW VERSION_NEW LOOK COMING SOON!! Daniel Moore 6/30/2014 23 mb # g/
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Initiating an E-Sign

(Document Turn in)

Note: pdf must be downloaded in original size (D size drawing is
downloaded as Ansi D or 22x34)

® Click on “Add Document” button

MEN U: View Collection

Search
i i Location: Home = Document Control Group = JLab Drawings
Starting Points

Document Control Group ﬁ JLab Drawings
FM&L e for e re

4+ Properties [ Edit
# Search &, Permissions

Policies and Procedures -
| Add Collection H Add Document |

Science
CFO Policies and Procedures Showing 1 - 20 of 71668 children
Management Information Type Document Number Owner Modified Size Action(s)
Systems 67165-00152-Rev-Sh1 Steve Furches 4/15/2013 10k | £ @
ESH&Q y
67165-00152-Rev-5h2 Steve Furches 4/15/2013 43 kb T ¢
SRF
. 67165-00152-Rev-5h3 Steve Furches 412312014 24 kb 4
My Repository =
My Documents 71200-2004 Sasa Radovic 10/2/2013 1 mb 4 Ed
Document Approvals 00-C-8-2161, Revision: 1, Sheet No.- 51 Terrie Fuell 3M14/2013 490 kb 4 L/'
My Outstanding Approvals 010601176, Revision: A, Sheet No.: 1 Terrie Fuell 3/14/2013 1 mb L

My Approvals

I

010601251, Revision: A, Sheet No.: 1 Terrie Fuell 31472013 351 kb 4

R A = g P
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Adding Document Attributes

*Enter required information (* required)

*Click “Browse” to add pdf to be signed
*Click on the\“Save and Add Approvals” button

Add Doqument

Location: Horfe > Document Control Group > JLab Drmangs

B S U9 F SIS

EZN.  DO000D-10-02-5000_REV A

File name: DODODO-10-02-5000_REV A

SheetNum” [1.32

Optional Attributes (click to expand)

| save and add acorovals [ Show Apgroval Faverite(s) 6

| save | cancel

- U oy s 2o — .
Once“Favorites—arect catEd, this

button will open a favorites listing
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Adding Signers (Approvers)

Add one or more Signers by typing their Name or User

Name and selecting from the drop down list
(Adding multiple signers allows one OR the other to sign but NOT BOTH

MENU: Manage Signatures for 'D000001002-5000'

Search £ Properties @ Edit
Starting Points D000001002-5000 €, Permisgh

Document Control Group
FIM&L

Location: Home > Document Control Group > JLab Drawings

Policies and Procedures This document has a required set of signatures that may be edited and/or added to prior to being completely signed.

Science

CFO Policies and Procedures Required Signatures

Management Information Required Signatures are defined by the document's parent folder. These signatures must be submitted fp#Approval either before or at the same time
Systems User-Defined” signatures are submitted.
ESHEO
DCG Fuell, Terrie (fuell) [281426]
SRF (Multiple Signer)  pay|, Bridget (spaul) [295131]
My Repository Checker [daye|
My Documents {Multiple Signer)
Approver 1 Armstrong, "Dave” David (armd) [25554] -
Document Approvals {Multiple Signer) | Butler, "Dave” David (debutler) [247901]
My Qutstanding Approvals Davenport, James (jdaven) [284350]

User-Defined Sigr Davenport, "Gaye" Nancy (ngdave) [290336]

My Af |
s Doughty, *Dave” David (doughty) [12268]

My Approval Favorites There are no user-defined s oo v Dave” David (fazenbak) [248589] = | & fields below and click 'Add Signature’ to add a signature.
Approvals Search Gaskell, "Dave” Dawid (gaskelld) [154602]
Add a signature: Kausch, "Dave” David (kausch) [§7399] il
Label: Mack, "Dave" David (mack) [11543]
Masden, Dave [131491] I add signatre

McCay, "Dave” David (mccay) [11562] E



Jefferson Lab
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Adding Additional Signers

For Documents requiring more than one Signature: Enter the
type of Signer (Approver 2, Weldment Approver, etc) in the Signature
Label Box, find the signer in the Search for Signer Box and then:

 C(lick the Add Signature Button

MENU: Manage Signatures for ‘D000001002-5000
s
e D000001002-5000
Document Control Group Home > Doct nitol Groun >
FMAL
Operations sment his a re
FPolcies ani Cedur x =
il quired Sign
CFO Policies and Procedures inAtes &
SHEO er-Defined’ sigr
SRF D
My Repositary A
My Docunents Checier | I — —
uuuuuuuuuuuuuu
My Outstanding Approvals .
My Appr
My Approval Favorites User-Defined Sig| re:
LG SN Tnefe ar -l
Adda L]

Label:
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Adding Additional Signers

Upon clicking the “Add Signature” button; the label and signer name
appears under the “User Defined Signature” area.

Once All Signers are added: Click Proceed

MEN U: Manage Signatures for ‘D000001002-5000'

Properties (& Edit
@ Permissions

D000001002-5000

Location: Home = Document Control Group > JLab Drawings

Operation! This document has a required set of signatures that may be edited and/or added to prior to bgifig compleiely signed

Policies and Ngocedures

Seteras Required Signatures

CFO Policies and Pygcedures Required Signatures are defined by the document's parent folder. These signaturg must be submitted for approval either before or at the same

time 'User-Defined' signatures are submitted

ESH&Q
SRF DCG Fuell, Terrie (fuell) [281426]
S C——— (Muttiple Signer Paul, Bridget (bpaul) [295131]
My Documents mmﬁ?gij::; |

[E3] Fuell, Terrie (fuel) [28142}/

Document Approvals

Approver 1

(Multiple Signer) /
[€3] Paul, Bridget (bpay[295131)
-Defined Signatures

\ Approver 2. nyon Townes futch” Lawrence (ladt) [11396]

(Multiple Signer)
Label: Sepfch for a Signer:

| u/ ” Add Signature

v

My Outstanding Approvals

My Approvals
My Approval Favorites

Approvals Search

Add a signature:
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Completing an E-Sign
The “Confirm Signatures” panel will show all approvers assigned to
this document.  o(lick “Submit Signatures”

MEN U: Confirm Signature(s)
Search # Properties [&” Edit
Starting Points D000001002-5000 @, Permissions

EESIE St EeE Location: Home > Document Control Group > JLab Drawings

FMA&L
Policies and Procedures Confirm Signature(s) for D000001002-5000
Science
The following signatures will be submitted for approval. The signer(s) will gg€eive an email instructing them to digitally approve "D000001002-5000
CFO Policies and
Procedures

Signature Name | Signature Type  Signer{s)
Management Information
Systems DCG Mulitple Signer

ESH&Q
SRF
My Repository

Bridget Paul
Terrie Fuell

Approver 1 Mulitple Signer | Bridget Paul

Checker Mulitple Signer | Terrie Fuell

My Documents

Document Approvals . — - / _
My Outstanding Approvals
My Approvals | Cancel | Submnit Signature(s) |

»

My Approval Favorites

Approvals Search

The document gets sent by e-mail to the approvers/signers. You will get a
response e-mail once the E-sign has been Approved or Rejected.
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Creating Favorites

In the “Confirm Signatures” panel you can create and save the latest
grouping of Signers:

e Click to open this link

MEN U: Confirm Signature(s)
Search # Properties (& Edit
Starting Points D000001002-5000 8 Permissions

Document Control Group
FM&L
Operations Confirm Signature(s) for D000001002-5000

Policies and Procedures

Location: Home = Document Control Group = JLab Drawings

The following signatures will be submitted for approval. The signer(#) will receive an email instructing them to digitally approve
Science 'DO00001002-5000

CFO Policies and Procedures

Signature Name | Signature Type signer(s)
o e Sgner | ETC0eLPau
My Repository Approver 1 Mulitple Signer | Bridget Pal
My Documents Checker Mulitple Signer | Terrie E4ell
Document Approvals Approver 2 Mulitple Signer | Buty/l Dillon-Townes
My Outstanding Approvals
My Approvals Click Here to Save to My Approval Favorites »

My Approval Favorites

Approvals Search

| Cancel | Submit Signature(s)
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Adding Favorites

Name your new favorite grouping of signers- a description is optional.
e Click “Submit Signature(s) and Save as Favorite” button

MENU: Confirm Signature(s)
Search # Properties [ Edit
Starting Points D000001002-5000 &, Psrmissions

Document Control Group
FM&L
Operations Confirm Signature(s) for D000001002-5000

Policies and Procedures

Location: Home > Document Control Group = JLab Drawings

The following signatures will be submitted for approval. The signer(s) will receive an email instructing them to digitally approve

Science 'D0O00001002-5000"
EROFe T s FiraEilEe Signature Name | Signature Type signer(s)
o ocs i Sgre | BTG P
My Repository Approver 1 Mulitple Signer | Bridget Paul
My Documents Checker Mulitple Signer | Terrie Fuell
Document Approvals Approver 2 Mulitple Signer | Butch Dillon-Townes
My Outstanding Approvals
My Approvals Click Here to Save to My Approval Favorites «
My Approval Favorites
Approvals Search Signature Fa\&c;rri:: ‘PFOJGCI X Approvers

Signature Favorite |\ Thege gre the document signers,
Description

Satisfies Template Document Control up
Submit Signature(s) and Save As Favorite
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Replacing a Document in E-Sign OR
Stopping the E-Sign Process

While you may Add approvers or Edit an e-sigh in
progress, you CANNOT remove, replace or change
a document or assignhed approvers. If a correction
Is needed , the e-sign in progress must be first be
rejected. This can be done by the initiator as an
“Administrative Rejection”.
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Administratively Rejecting an E-Sign
Click the “Administratively
Reject” button to stop the

Search and Open file to the

“View Document” page.
e Click the ID Number to

view version details

MENU View Document
Saarch
Location: Hon

Starting Points
Document Contral Group
i D000001002-5000
Polickes and Procedures
Science
CFO Policres and Procedures

and Information

ESHAO
SRF

My Reposiiory
My Documents

Document Approvals
My Outstanding Approvals
My Apprera

My Apprewal Favomes
Approvals Search

Et

(R

m—— Content Appiroval Status | Commants

E-Sigh process

MENLU:

Search

Starting Points
Document Control Group
FM&L
Policies and Procadures
Science
CFO Policies and Procedures

Management Information
Systems

ESHEQ

SRF
My Repository

My Documents
Document Approvals

My Qutstanding Approvals

My Approvals

My Approval Favorites

Approvals Search

View Document Version
Location: Home > Document Control Gyup > JLab Drawings

DO00001002-50 £ Properties [3f Edit

), Permissions
Details for version 1
Document D000GP1002-5000
Content DOOQR0-10-02-5000_REV A pdf
Approval Status INITJRTED
Approval ID 27411
Approval ~ Commegts for version 1
This document was subrgited for approval on 7/11/2014 10:27 AM
Signature Label Sjner Type SigneriAuthorized Signer(s)  Status Date Submitted | Date Signed Action(s)
Approver 2 ultiple Signer |« Fuell, Terrie UNSIGNED | 7/11/2014 10:27 AW | NI&
Checker Muttiple Signer |« Fuell, Terrie UNSIGNED | 7/11/2014 10:27 AM | NI&
« Fuell Terrie
o s SIGNED | 7H1/2014 10:27 AM -
DCe Mol Sirer |} LS UNSIGNED | 7H1/2014 10:27 AM | N
Approver 1 Muttiple Signer =~ Paul, Bridget UNSIGNED | 7/11/2014 10:27 AW | NI&

Administratively Reject
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Editing an E-Sign’s Attributes

Changing Attribute information does NOT require adding a new document

*Search and click on link to open the
“View Document” page

o Click the Edit button

e Make changes to the information

e Click Save

(Do not reload document)

MENU:

Search

Starting Points
Document Control Group
FM&EL
Policies and Procedures
Stience
CFO Policies and Procedures

Management Information
Systems

ESH&Q

SRF
My Repository

My Documents
Document Approvals

My Outstanding Approvals

My Approvals

My Approval Favorites

Approvals Search

View Document

Location: Home > Document Control Group > JLab Drawings

D000001002-5000 & Properties _.{’ Edn

Document Number D000001002-5000
Approval $tatUs i\ pocument approval is in progress.
Description
Current Revision A
Document Type File Upload
File DOODOD-10-02-5000_REV A pdf
Owmer Bridget Paul
Parent JLab Drawings
Category MEG
Document Number D00000-10-02-5000
Drawing Size D
Drawing Title Another Test
Drawn Date 7/11/2014
SheetNum 1-3
Expiration Date
Contributors

Add Approvals

Currently showing all versions of this document

Version Ho. | Revision Content Approval Status | Comments

2y A D00000-10-02-5000_REV A pdf | £ /A wmatep

Id | Version No. | Revision Content Approval Status | Comments

b INITI

MENU Edit Document
Search
Location: Home:» Document Control Group > JLab Dra
Starting Points
= = Proj € & Eatt
Document Gontrol Group D000004002-5000 -
FMEL
Falicies and Procedures Edit a Document
Science Document Humber® |D[|I][|[|I]1[|[I2.E[I[|[I
CFO Policies snd Procadures o .
SSCMPURN | Edited by adding description infarmatio to an acive E-sign
Systems
ESH&Q
SRF
My Repository Bod U s 9
My Documents Owner Eridgst Paul
Document Approvals Document Type* [Fiis Upioad
My Outstanding Approvals Approval Status o
My A I
¥ Appreval File Upload Yeu cannet uplead = ne - ent is sithe o
My Approval Faverites Reauires Approval [
Approvals Search
Document uumber|Dnuunu,1u,n2,guun |
Drawing Size* |D |
Drawing Title* |Armmer Test |
Drawn Date [FH12014 ]
Sheetlum?* |1_3 |
Optional Attributes (click to expand) »
Add Approvals
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Resubmitting a Rejected E-Sign

Find Rejection Notifications through email and Click on the link

OR

Under “My Approvals” in the Document Repository (Left side Index)

e Click the Document link to open the View Document

MENU:

Search

Starting Points
Document Control Group
FM&L
Policies and Procedures
Science

CFO Policies and
Procedures

Management Information
Systems

ESH&Q

SRF
My Repository

My Documents
Document Approvals

My Outstanding Approvals

My Approvals

My Approval Favorites

Approvals Search

Location: H

000106-1008

Details for versNon 2

4 Properties (2 Edit
@, Permissions

Document D0O00000106-1008
Content DO000O00106-1008 pdf
Approval Status REJECTED
Approval ID 269005

~ Comments for version 2

Approval

This document was submitted for approval on 3/07/2014 07:59 AM and REJECTED on 3/07/2014 08:38 AM :

Signature Label  Signer Type SigneriAuthorized Signer(s) Status Date Submitted

APPROVER 2 Single Signer  Hutton, Chuck UMNSIGNED 3/07/2014 7:59 AM
Approver 1 Multiple Signer « Whitlatch, Timothy UNSIGNED 3/07/2014 7:59 AM
Checker Multiple Signer = Hutton, Chuck UNSIGNED 3/07/2014 7:59 AM

REJECTED
DCG Multiple Signer | Bridget Paul IR 3/07/2014 7:59 AM

Date Signed Action(s)

3/07/2014 8:28 AM
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® EXPLORING THE NATURE OF MATTER

Resubmitting a Rejected E-Sign
NOTE: Changes made to a “rejected” Document are resubmitted
into the same E-Sign as a new version

*Click the “Edit” Button

MENU: View Document
Search
Starting Points
Document Control Group
FM&L

Location: Home » Document Cofftrol Group > JLab Drawings

Policies and Procedures Document Number J000001002-5000

Science Approval StatusfX Documentis rejected
CFO Policies and Procedures Descriptig
Management Information Current Revigjon A

TREENS Document fype File Upload

ESHEQ File DO0000-10-02-5000_REV A.pdf
SRF fOwmer Bridget Paul
My Repository Parent JLab Drawings

ategory MEG
Documgnt Humber D00000-10-02-5000
frawing Size D
Drawing Title Another Test
Drawn Date 7/11/2014
SheetHum 1-3

My Documents
Document Approvals

My Qutstanding Approvals

My Approvals

My Approval Favorites

Approvals Search Expiration Date

Contributors

Currently showing all versions of this document.

Id  Version Ho. | Revision Content Approval Status  Comments

D00000-10-02-5000_REV A.pdf | & W RelecTED

Py A

Properties [z Edit
9, Permissions

*Browse and Add the Revised document

FIASL

Polcies and Proceduses
Scence

CFO Polcies and
Procedures

Management it
Systerm

ESHag
SRF
My Repository
My Documents
Dotument Approvals
My Cutstanding Approvals
My Apgirovas
My Approva Favormes

Approvals Search

* Click “Save”

Edit Document

Locabon Hs

DO0000Y106-1008

Edit a Documegt

Bocumont Numer [GOGO000106-1008

Descrgtion

Documnt Type” [Fie

Browse. | DO F
Requin proval
Documgnt Revision
Category” [HALL D =]

Docughent Number-

Crawing Size* [
Drawing Titie* [DARKROOM BOLTED FRAME ASSY

DOrawn Date” 7

sheathum’ 3

PRl
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® EXPLORING THE NATURE OF MATTER

Resubmitting a Rejected E-Sign

Click on Add Approvals and re-enter the signer’s names.
(When adding a corrected document, you must also re-add approvers)

MENU: View Document
Search

Location: Home > Document Control Group > JLab Drawings
darting Points

cument Control Group test 6 7/15 & Properties _..{’ Edit

Permissions

Add Approval Signatures

Document NHumber test 6 7

Management In’

Systems Approval Status @ o approval in progress
ESH&Q Description
SRFE Current Revision A

My Repository Document Type File Upload
File DO0DD00-10-05-P001 Beamline Vacuum Procedures pdf

Owner Bridget Paul

My Documents

e TG s Parent JLab Drawings

Category HALL D
Document NHumber test 6 7/15

My Quistanding Approvals
My Approvals

My Approval Favorites Drawing Size E

Drawing Title TUTORIAL
Drawn Date 7/15

Approvals Search

‘ Edit I Add Approvals Submit w/ Approval Favorite

Currently showing only significant versions of this document
Show all versions

Id Version No. Revision Content Approval Status Comments

..... 2 A D00000-10-05-P001 Beamiine Vacuum Procedures.pdf| & @ noT_iumaTep
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® EXPLORING THE NATURE OF MATTER

Adding A Document Revision

To Add a Revision to an existing (released) document, first find and
open the latest revision of a document in the Repository

Browse and Add the Revised document
*Change Revision level

*Click the “Edit” Button
Click “Save”
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® EXPLORING THE NATURE OF MATTER

Adding A Document Revision

Click on “Add Approvals” and enter the signer’s names.

View Documer

The document gets sent by e-mail to the approvers/signers. You will get a
response e-mail once the E-sign has been Approved or Rejected.
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® EXPLORING THE NATURE OF MATTER

Approving an E-Sign
Find approval requests through email and Click on the link OR
Click “My Outstanding Approvals” in the Menu to the left of page
* Click the Document number/name link to see Document details
e Open the pdf for review under “download”

ME N U: My Outstanding Approvals

Search

Outstanding Approvals
Starting Points

Document Control Group Showing all 24 signatures awaiting my ap#roval.

FM&L Document Date Submjpfed Slﬂabt:lre S_:_a::r Authorized Signer(s) Date Signed Action(s)
Policies and Procedures
: . Multiple = Whitlatch, -

Science Approver 1 Signer Timothy Pending ...

CFO Policies and Procedures Do00000105-000

Management Information sr=o o Checker Eiurl:ig:_e Richard Getz ;.;1:_-‘201: 04:27

Systems S - ’ =0 .
download

EsH&Q ~ Multiple » Fuell, Terrie . Approve

oee Signer « Paul, Bridget Pending ...
SRF =g ' dg Reject
My Repository

Wy Documents Document Date Submitted S'ﬂ‘::lre 5_:_3::' Authorized Signer(s) Date Signed Action(s)

ocument Approvals

My Qutstanding Approvals APPROVER 2 Eiugll:uglre -_ir;;-rhrtlfatch. Pending ..

My Approvals . !

My Approval Favorites i 71412014 0S:

L DO00001902-2020 Approver 1 Muttiple Bill Crahen ';'I': 12014 05:53

Approvals Search arsion : 3 THA2014 04:24 =gner |
evisio PM '
downioad Checker 2,::2:—5 + Rath, Damon Pending

Do Multiple: » Fuell, Terrie Pendi Approve
= Signer + Paul, Bridget Sneing - :
9 9 Reject
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® EXPLORING THE NATURE OF MATTER

Approving an E-Sign

e Click the ID number on the

View

MENLW:
Search
Starting Points
Decument Cantral Group
FMEL
Operations
Pokcies and Procedures
Science
GFO Policies and Procedures
ESH3Q
SRF
My Repesitery
My Documents
Document Approvals
My Chatstanding Appraviss
Wty Approvals
My Approval Favantes

Approvals Search

Document page to see
Approval details

View Document

scurment Control C

Location: Home >

79110-0006

Document Numbar 7511
Approval Swtus Document Sppiow
Description
Current Revision
Document Type

File

Owner (

Pare

Document Number
Drawing Size
Drawing Title

Drawn Date 24!

Sheethum 1

Category WES 7
Expiration Date

Contributors

[ Edt l Add Approvals

id sion Ne. Revision Content

5 Properties

Approval S1atus | Comments

e Then Click the “Approve” or

“Reject” button here OR on
the “Outstanding Approvals”

page

MENU: View Document
Search
Location Home > Document ConiN = JLab Drawings
Staning Points s

# Propertes & Edit

Document Control Group
% Permissions

FM&L

79110-0006

Details for version 1

Operations

Policies and Procedures

Document

Science

Content

CFO Policies and Procedurfs Approval Stamus

o Approval ID 27E06
SRF PR

My Repesitary
My Documents Approval G

Document Approvals

My Cutstanding Approvals

Signature Label Signer Type  Signer/Authorized Signer(s) Statws Date Submitted Date ACTION(S)
My Approvaks

My Approval Favorites
Approvais Search

| Admiistratively Reject
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® EXPLORING THE NATURE OF MATTER

Rejecting an E-Sign
When Rejecting a Document you are required to

provide a Reason
*Click Save to continue

MENU: View Document Version
Search
. Location: Home > Document Control Group > JLab Drawing=
Starting Points i w
Document Control Group Re]ect Document
79110-0006
FM&L
Operations Details for version 1 Reject Reason
Policies and Procedures
. Document 79110-0006
Sence Content 79110-0006_Rev-pdf Reason® Wron art #in Item N
CFO Policies and Procedures Approval Status INIIATED ap required
B Approval ID 278980 fields
SRF
. A ) |
My Repository t— Cancel
My Documents Approval ~: Comments for version 1
Document Approvals e
PP This document was submitted for approval on 7/18/2014 06:07 PM :

My Outstanding Approvals
T Signature Label Signer Type | SigneriAuthorized Signer(s

My Approval Favorites Approver 2 Single Signer = Ganni, Venkatarao
Apprevals Search Approver 1 Muftiple + Dixon, Kelly e s e T
Apprav Signer . fely
Checker Mutiple « Laverdure, Nate UNSIGNED
Signer
DCG Muliple Terrie Fuel APPROVED
Signer
Approve
Approver 3 !‘”'ﬁz': + Paul, Bridget UNSIGNED
=g Reject

Administratively Reject
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