Edit Document in Wordpress Document Revisions Archive

Scope:

This work instruction describes the steps necessary to edit a document stored in 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

Background Information:

On-line document management systems such as the Wordpress "Document Revisions" plug-in used on the Indianapolis ASQ web site implement features to allow documents to be revised by authorized users while automatically maintaining a document index, a history of document revisions, and an audit trail of when and by whom the documents were edited.

In order to do this, the system separately maintains three kinds of information.

When a document is created, the actual content of the document is stored as a "file" that has been created by one of a number of application programs such as Microsoft Word or Excel. 
When the document is entered into the document management system, the document file is stored in a file on the web server and two different records are stored in the document database:

· A Document record contains general information about the document, such as its title, description, publication status, and category information.

· A Version record contains information about the time and date the file was entered into the database, and a pointer to where the document file was stored.

When an existing document is edited, several things can happen:
· The Document record may or may not be modified to change such things as the document title, description, etc.

· A new version of the document file may or may not be uploaded to "replace" the earlier version. If this occurs, a new Version record is created containing information about the new version of the document. This includes such things as the date and time, and the identifying information of the person doing the editing. It also includes a description of the changes that were made.

· All previous versions of the document, as well as the associated Version records, remain in the system and can be accessed if required.

Thus a full revision history is maintained, as well as a copy of every previous version of the document content.
One problem that can occur with all document management systems (including those that are exclusively paper-based), occurs when two authors - unknown to each other - simultaneously edit the same document. The first author replaces the original with his/her edited version. Then the second author replaces the new document with his/her revision. The first author's changes are thereby lost.

Most computerized document management systems attempt to prevent this problem. When someone wishes to edit a document, they signal this intent to the document management system. The document management system makes a record of this, called a "check out". If another author attempts to edit the same document, they are notified that the first author has "checked out" the document. They must then wait for the document to be "checked in" before they can proceed with their revisions.
The "Document Revisions" plugin implements check out/check in, but in a relatively weak manner. When an author opens the edit page for a specific document, the document is checked out. But it only remains checked out while the author's browser is on that page. When the author navigates away to another page, the document is checked in and available for editing by another author.

This weakness requires a bit more discipline on the part of an author. Either the editing must take place in a single session while the edit page remains open, or the author must review the version log to ensure that the current version is the same one on which the author's edits are based.

Steps:
1.) 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.

2.) 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.

3.) Access the Document Revisions plugin

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

A web page will be displayed with a list of documents, sorted by revision date, most recent first.

4.) Locate the Document to be Edited

Enter keywords from the title of the desired document in the search field at the top right of the page and click "Search Documents".

Alternately, scroll down through the documents to locate the one of interest. Note there are several pages of documents.

Once the desired document has been located, hover the mouse over the document title to reveal a number of clickable labels on the line below. Click the label marked "Edit".
5.) Edit the Document Index 
At this point, if the document is checked out by another user, you will be so notified. If not, the document will be checked out to you, and an edit page for the document will be displayed.

If only the document title or categorization is to be changed, edit the proper fields then click the "Update" button.

6.) Edit the Document Content

If the document content is to be edited, click "View Document" to download a current copy of the document to your computer for editing. Without navigating your browser away from the edit page, edit the document in the appropriate application. Then save the new version to your computer's hard drive.

Return to the web browser. 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.

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

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

9.) Verify

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

Navigate back to the target document (which should now be the first document in the list). Hover the mouse over the title and click the "Edit" label. The revision log should now show the new version and its version comments.
The revised document is now available in the document archive.

