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Check-In/Out for WorkManager

Creating and checking in a new Office document into WorkManager

1. Search and locate an existing Masterdata record in the Masterdata Editor (upper) portion of WorkManager.  Typically this will already have a 3D model and/or 2D drawing associated to it.  Or you can use Create in the Masterdata editor to create a new blank Masterdata record with a new unique number.
2. Copy the Unique Number value from the Masterdata Editor.
3. In the Document Editor (lower) portion of WorkManager, select the document class you intend to check-in, for instance WORD_DOC, EXCEL_DOC, etc. and hit the Clear button to clear all attributes.
4. Hit the Create button.  This will create a new unique number which you don’t need.  Instead, delete this new number and paste the previously copied Unique Number value into the Unique Number field for the new document.  Fill in the Drawing Type and Description fields (these are required) and hit Okay.  This step creates a new office document record in WorkManager, but there is no file associated with it yet.
5. Hit the Relate button followed by Okay.  This will relate the newly created office document record to the Masterdata record.  You should see the document listed in the related documents list in the middle portion of the WorkManager editor.

6. Import an appropriate office document into the document record by hitting the Attach button.  A cryptic WorkManager file browser window will appear.  You need to navigate to the directory where you stored the file and select it.  You may use the filter field at the top of the dialog followed by clicking on the Filter button to show only the correct type of files (e.g. *.DOC for WORD_DOC files only).  Click Okay once you have selected the correct document file.  Choose the appropriate file type from the Filetype pull-down list (e.g. *.DOC for WORD_DOC files).  Finally click Okay to complete the file upload.

7. You can test the new WM Office document by hitting the Load button.  If everything is working properly, it should download and open the document from WorkManager.  It may not use the same program you used to create it (e.g. a Word document might be opened in WordPad instead).  Contact James to correct the helper application if WorkManager does not use the correct application when you use the Load button, or if it doesn’t load at all.
Making Changes to an existing Office document in WorkManager

1. This procedure presumes that the document is in a work state and you have it reserved.  If you need to create a new version, see the next procedure.

2. Locate the Office document you wish to change or update.  You can search the document editor or the Masterdata editor if you know the document is related to an existing Masterdata document.

3. Use the Load button to load the document into your application.  If this doesn’t work properly (see step 7 above), you may use the Export button instead.  The Export dialog is a lot like the Import dialog (discussed above in step 6 above).  You navigate to the desired directory where you wish to save out the file and hit Okay to save it out.  In either case, save the changes to the document in some location on your hard drive of your choosing where you will be able to find it later after you update it..

4. Once the local copy of the document is to your satisfaction, use the same procedure to import the file to the document (discussed above in step 6).  Importing a new document effectively overwrites the old version.
Creating a new version of an Office document in WorkManager

1. Locate the Office document you wish to revise.  You can search the document editor or the Masterdata editor if you know the document is related to an existing Masterdata document.

2. If the document is released, then you can create a new version by hitting the Create button (do NOT Clear the document editor first).  This will create a copy of the current document but gives you a chance to update the document attributes.  Update the version field to the next value (e.g. change A to B, or B to C, etc.), and hit Okay.

3. Immediately follow this step with the Relate and Okay buttons to relate the new version of the document to the Masterdata record.  After this point, the new version should be in a work state, reserved by you.  See the previous procedure for how to make changes to an existing office document in WorkManager.
Releasing an Office document in WorkManager

1. Locate the Office document you wish to release.  You can search the document editor or the Masterdata editor if you know the document is related to an existing Masterdata document.

2. Hit the States button in the document editor.  A dialog will pop up.  Select the desired target state and hit Okay.  Note:  you must go to checked state before you can go to released state.

