Create Document in Wordpress Document Revisions Archive

Scope:

This work instruction describes the steps necessary to create/upload a document to the Document Revisions archive in the Wordpress software used for the Indianapolis ASQ Section’s web site.

Responsibility:

The setup, operation, and maintenance of the web site and document archive are the responsibility of the Webmaster and/or Internet Liaison. These instructions fall under that responsibility.

References:

Procedure: Document Categorization System

Steps:

1.) Document Creation

Create the document using appropriate software, typically Microsoft Office or Adobe PDF format. Documents are (at present) subject to a upload size limit of 10 megabytes.

Place the file in an accessible location on the computer used to access the ASQ web site.

2.) Log-In

Using a web browser, navigate to the Indianapolis ASQ web site at www.indyasq.org and log-in using a username and password that convey privileges to create and edit documents using the Document Revisions plugin.

Normally, members of the Section Leadership Committee will be assigned this level of privileges by the Webmaster or Internet Liaison. If uncertain as to your level of privilege, consult with one of these individuals.

3.) Open the Dashboard

On the black menu bar at the top of the browser window, hover the mouse over the menu item “Indy ASQ” until a flyout menu appears, then slide the mouse pointer down and click on “Dashboard”. The Dashboard menu will appear along the left side of the browser window.

4.) Access the Document Revisions plugin

From the Dashboard menu, hover the mouse over the “Documents” item until a flyout menu appears, then select “Add Document” from the flyout menu.

(The order of steps 5 through 10 are not critical, although step 7 must occur after step 6.)
5.) Enter Title

In the field at the top of the window labeled “Enter Title Here”, enter a title for the document. 

This title is intended to be used as the link to the document wherever it appears on the web site. When the link is automatically generated, the title will be automatically used. Therefore, the title should be unique, but consistent with the titles of similar documents. It is highly recommended that a naming convention be chosen for the various documents.

6.) Upload File

In the block labeled “Document”, click on the button labeled “Upload New Version”. An “Upload Document” window will appear.

Click and drag the target document into the area labeled “Drop Files Here”.

Alternately, click the button labeled “Select Files”. A file selection dialog will appear. Select the target file in the dialog box and click “Open”.

A progress bar will appear, and when the upload is complete, the “Upload Document” window will disappear.

A block labeled “Version Summary” will now appear. This is the only indication that the document has been uploaded.

7.) Enter Version Comment

In the box labeled “Version Summary”, enter a version comment. A version comment is specific to this particular version of the document.

For newly created documents, enter “Original document” followed by whatever other comments may be appropriate.

(The version comment is typically used for revised documents to indicate how the document has changed from the previous version.)

8.) Set Visibility (Public/Private) Status

The visibility status determines which classes of users will be able to view the documents. The normal choice should be Public, which makes the document viewable by all web site visitors. All controlled documents should be Public.

The normal default is Private. To make a document Public, in the block labeled “Publish” at the right of the browser window:

On the line labeled “Visibility”, click “Edit”.

In the radio buttons which then appear, click “Public”

Click the button labeled “OK” below the radio buttons.
The visibility status will be changed to Public.

9.) Select Document Categories

In the category blocks, labeled “DocTypes”, “Years” and “Departments”, select appropriate categories for the document by clicking on the corresponding check boxes.
To understand the document categorization system, see the procedure “Document Categorization System”.

(In the following discussion, “mandatory” implies that the categorization is required. The software, however, does not enforce this requirement. It is the responsibility of the individual creating the document to correctly choose the appropriate categories.)

For all documents, DocType is mandatory. DocType is a hierarchy requiring multiple selections to completely specify the type of the document. For instance, SLC meeting minutes are categorized as “Controlled”, “Record”, and “Minutes”.

For controlled documents, “Department” is also mandatory.

For documents, such as records, which pertain to a specific fiscal year, the “Year” category is mandatory.

10.) Set Workflow State

In the block at the lower right of the browser window labeled “Workflow State”, select the appropriate state from the “Current State” dropdown box. For final documents, choose “Final”. Other states such as “In Progress”, “Initial Draft”, and “Under Review” may be appropriate at different times.
11.) Publish

In the “Publish” block at the upper right of the browser window, click on the blue “Publish” button.

In the block labeled “Publish”, the Status will change to “Published”.

12.) Verify

In the Dashboard menu on the left side of the browser window, below the heavy gray bar labeled “Documents”, click “All Documents”. 

A list of all documents archived by the system will appear. Verify that the title of the newly added document appears in the list. (It seems that the newly added document will normally appear at the top of the list.)
The document is now available in the document archive.

