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Introduction
Document Manager is an application used to track, manage and store documents. It keeps a record of
the document versions created and modified by all of the users operating the system and helps with
collaboration between the chapter authors.
The application has been tested and optimized for the following browsers:
•
•
•
•

Mozilla Firefox - http://www.mozilla.org/en-US/firefox/all/
Google Chrome - https://www.google.com/intl/en/chrome/browser/
Apple Safari - http://support.apple.com/downloads/#internet
Internet Explorer – from version 10 or higher - https://www.microsoft.com/enus/download/internet-explorer.aspx. If you are using Windows XP, please try using one of the
browsers above for best results.

If you experience any problem using the Document Manager application, please download and install
one of the browsers from the list above. The recommended browser is FireFox.
To use the Document Manager application, the following browser features MUST be enabled:
• Javascript
• Cookies

Logging in to Document Manager
You will be registered on the system by the WG1 TSU and you will receive an email that will contain the
email address that has been registered with the account and a password. You will need both when
logging in along with the ‘instance’ you will be working with. If you do not have the password or do not
remember the password, you can use the forgotten password feature on the login page. For more
details see the Forgotten Password section below.
The most important concept in the login page, shown below, is the idea of ‘instances’. Instances allow
partitioning of a single document management system into multiple virtual systems, with its own
structure, files and users. The instances will be created by the WG1 TSU and you will be advised which
ones to use.
The application has been developed by the IPCC using the new web standard (HTML5). Therefore, it is
not compatible with old browsers (in particular Internet Explorer 9 and below). So, in case you are using
Windows XP, please install one of the open source (free) browsers that have been mentioned in the
section above.
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The instances are distinct areas within the Document Manager where documents will be stored. If you
are unsure of which instance you should be using, please contact the TSU via the following email
address: tsu@ipcc-wg1.fr
If you are working from your own computer, you can select the Remember Me box and this will then
remember the email address you use to access Document Manager.

Forgotten Password
If you have forgotten your password, you can select the forgotten password link underneath the login
box to ask for a new password to be sent to you. You will need to provide the email address you are
registered with and then add the blue letters from the captcha box and then click the ‘Reset Password’
button. This will then send you an email that will contain a new randomly generated password.
Once you have logged in you will be able to change your password, if required. See the ‘change
password section’ below for further details.
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File Manager
The File Manager is the main section of Document Manager and is where you will add and download the
documents stored in Document Manager. This is accessed by clicking on the Files drop down menu and
then clicking on File Manager option.

1.
2.
3.
4.

Navigation – When displayed the Home button will navigate to the root folder of the instance.
New Folder – This will add a new folder in the currently selected folder.
Upload File – This will upload a new document in to the current folder.
Status – This is the status of the document.
•
•

5.
6.
7.
8.
9.
10.

Blue
Green

– Normal
- Finalized

• Yellow
- Checked out
• Red
- Deleted (this will only be shown if you are an administrator of the instance)
Document Name – This shows the name assigned to the document when it was uploaded along
with an icon to show the file type. Clicking on this opens the document information dialog.
Tags – These are the tags assigned to the document.
Updated /Created – This is a time stamp of the last activity of the document.
Version Number – This is the current version number of the document and this will be
incremented each time a document is checked in.
Checked Out – This shows who the document is checked out too.
Breadcrumb – This shows where you are in the folder structure and is also a link to navigate the
folder structure.
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File Manager – Information View

1. Additional Documents buttons
a. Protect current folder – Administrator only feature.
b. Make a Copy
c. Move file to a different folder
d. Bookmark File
e. File Information
2. Document title link – This will download the document.
3. Edit Tags – This allows you to update the tags assigned to the document;
4. Check Out – This button will allow you to check out the current document
5. Delete – Administrator only feature.
6. Finalize – Marks the document finalized.
7. Watch – This adds the document to the watch list and you will receive emails when there are
changes to the document via email.
8. Bookmark and Share:
a. Bookmark will add the document to the bookmark list.
b. Share will send an email to a user but they must have access to the current instance to
be able to access it.
9. Info – This will refresh the current information dialog.
10. Revisions – This will show a list of all the revisions of a document.
11. Audit – This shows a dialog that details the history of the selected document.
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12. Close – This closes the information dialog.
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Creating Folders
To create a new folder, follow these steps:
1. Select ‘File Manager’ from the Files dropdown menu.

2. Navigate to the location that you want to create the new folder.

3. Click in the ‘New Folder’ Button.
4. In the dialog that opens enter the name of the new folder in the box.

5. Click OK.
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Uploading Documents
To add a new document, follow the steps below:
1. From the Files dropdown menu select File Manager.

2. Navigate to the folder you would like to upload the document to.
3. Click on the Upload File button.

4. Then fill out the following:
a. Title of the Document that will be displayed to users in Document Manager
b. Tags apply a text label that will help describe the document. The tags are included when
search is used in Document Manager. Example tags could be Chapter 1, Chapter 2, WGI,
WGII, WGIII, SR1.5, SROCC, SRCCL, AR6 etc.
c. Click on the Choose File button to open a file selection dialog that will allow you to
navigate your file system to locate the file to be uploaded.

5. Click Upload.
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Checking out a Document
To check out a document follow these steps:
1. Navigate to the folder that contains the document either by selecting File Manager from the
Files dropdown menu or use the search function from the Files Dropdown menu.

2. Then click on the Document name to open the file information dialog.
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3. Click the Check Out button and say OK to the dialog that opens.

NOTE: At this point if you should download the latest version of the document to make sure you are
working on the most up to date version. You can do this by clicking on the title of the document.

Checking in a Document
To check in a document, follow the steps below:
1. Navigate to the folder that contains the document either by selecting File Manager from the
Files dropdown menu or use the search function from the Files Dropdown menu.
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2. Click on the document name to open the file information dialog.

3. Click on the Check in button.
4. Then upload the latest version of the file and fill in a comment.

Finalize a Document
To mark a document finalized follow these steps:
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1. Navigate to the folder that contains the document either by selecting File Manager from the
Files dropdown menu or use the search function from the Files Dropdown menu.

2. Click on the Finalize button.

3. Click OK on the dialog box.
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Request a document be Checked In
To send a request for a checked-out document be checked in follow these steps:
1. Navigate to the folder that contains the document either by selecting File Manager from the
Files dropdown menu or use the search function from the Files Dropdown menu.

2. Then click on the Request Check in button.

3. Then click on the OK button to send a request to the user to check in the document.
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Bookmark a Document
Bookmarks are a way of creating a list of documents that will show on the Bookmarks page. This is
accessed from the Files dropdown menu.
To add a new bookmark, follow these steps:
1. Navigate to the folder that contains the document either by selecting File Manager from the
Files dropdown menu or use the search function from the Files Dropdown menu.

2. Open the File Information Dialog by clicking on the Document Name.

3. To bookmark click on the gold star
on the top right hand side of the dialog and then a
message will be displayed at the top of the screen saying the bookmark has been added.
To check that the bookmark has been added select Bookmarks menu item form the Files dropdown
menu. This will then show the My Bookmarks page.
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To delete a bookmark, follow the following steps:
1. Select the Bookmarks link from the Files Menu.

2. Click on the name of the file you wish to remove the bookmark from to bring up the Document
Information Dialog.

3. Click on the Delete Bookmark button.
4. A message will be displayed at the top of Document Manager to confirm the bookmark has
been deleted.
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Watch a Document
A watched document is like the bookmark feature.
To watch a document, follow these steps:
1. Navigate to the folder that contains the document either by selecting File Manager from the
Files dropdown menu or use the search function from the Files Dropdown menu.

2. Open the File Information Dialog by clicking on the Document Name.

3. Click the Watch button.
4. Then a message will be displayed that says ‘You are now watching this file’ at the top of the
document manager.
To stop watching the file follow steps 1 and 2, the Watch button will have changed to Stop Watching.
Click the Stop Watching Button and the following message will be displayed ‘You are no longer watching
the file’.
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To view the documents, you are watching navigate to the Profile option on the My Account dropdown
menu. On the right-hand side of the page is the list of documents currently in the watch list. This also
gives you the option to remove the document from the watch list by clicking on the red X.

Move a document
To move a document, follow the steps below:
1. Navigate to the folder that contains the document either by selecting File Manager from the
Files dropdown menu or use the search function from the Files Dropdown menu.
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2. Click on the document title to open the Document Information dialog.

3. On the main page, there will now been several extra buttons.

4. Click on the second from the left with the two arrows on.
5. A new dialog opens with a list of the available folders in the current instance.

6. Click on the name of the folder you want to move the file to.
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7. Click OK on the confirmation dialog that opens to move the document.
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Rename a Document
To rename a document, follow these steps:
Navigate to the folder that contains the document either by selecting File Manager from the Files
dropdown menu or use the search function from the Files Dropdown menu.

1. Click on the Blue or Green
icon on the on the left hand side of the Document Name.
2. In the dialog box that opens enter the new file name and then click OK to rename the file.

NOTE: You cannot change the name of the document that has been checked out.
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Deleting a Document
To delete a document, follow these steps:
1. Navigate to the folder that contains the document either by selecting File Manager from the
Files dropdown menu or use the search function from the Files Dropdown menu.

2. Click on the title of the document to open the Document Information.

3. Click on the Delete button.
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4. Click OK on the confirmation Dialog

NOTE: if a file it accidently deleted please contact TSU and they will be able to recover the document for
you.

Rename a Folder
To rename a folder follow these steps:
1. Navigate to the folder by selecting File Manager from the Files dropdown menu.

2. Click on the folder icon

.
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3. In the dialog that opens enter the new folder name and then click OK to rename the folder.

Deleting a Folder
To rename a folder follow these steps:
1. Navigate to the folder by selecting File Manager from the Files dropdown menu.

2. Select the red X

.
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3. Select OK on the dialog that opens to delete the folder. If there are files in the folder you will not
be allowed to delete it and if you click OK it will take you in to the folder.

NOTE: A folder can only be deleted by an administrator of an instance so you may not see this option.

My Account
The My Account tab (the third from the left after Dashboard and Files…) is where users can edit their
registered email and password. Additionally, the profile section shows some basic information about the
current user:
• Activity of the user (for the last 2 years)
• Documents that the user is currently watching

Change Password
To change your password:
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1. Select Change Password from the My Account Dropdown.

2. In the dialog that is shown enter the new password in the ‘New Password’ box.

3. Then enter the same password in the ‘Re-enter password again’ box.
4. Click the ‘Change Password’ button. A confirmation email will be sent to your registered email
address to notify you of your password being changed.
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Change Email Address
To change your email address:
1. Select Change Password from the My Account Dropdown.

2. Enter the new email address in the ‘New email’ box.

3. Then click the ‘Change Email’ button. A confirmation email will be sent to …

Profile
My Activity

The activity graph, visible on the left hand side of the My Account webpage, shows the users activity for
the last two years. To remove one or both years from the graph just left click on the year and then click
again to display it.
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Watch List
The watched files list, previously mentioned in the Watch a Document section, is found on the righthand side of the My Profile webpage. In the list, you can download the latest version and see the current
version number. The Red Cross can be used to remove the file form the users watch list.

For additional information, or if you have any questions relating to how to use Document Manager
please contact the TSU via the following email address: tsu@ipcc-wg1.fr
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