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Why use Share?

Before Share we relied on our P: or H: drives to save documents. The drawback was that other users didn’t
have access to our P: or H: drives. With Share this issue is addressed and more functionality is available to
manage our documents with ease.

The advantages of Share:

You can access your documents from anywhere in the world.
You can manage your documents with ease:

¢ No need to email or use USB devices.

e You can see who is currently working on a document.

¢ No more duplication of documents.

e Versioning enables effective tracking of document changes.

How to log into Share
Open your Internet browser (Firefox is the preferred browser because of speed).

In the navigation field type the link for share: share.nwu.ac.za and press Enter.

| | Alfresco Web Client - Login

,
™

& zhare.nwu.ac.za

’.

The following login screen will appear

‘f'j/ |

CAPLLE

Enter Login details:

User Mame: 10088458 e User Name: is your NWU#

Password: | e Password: is your Network password
Language:  English -

e Clickon Login
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The following screen will appear

< MWU home My Home My Share
[

shelf (%)

¥ Clipboard ~2 My Share Dashboard

Configure this view and build your personal Share dashboard
¥ Recent Spaces

W NWUH

$ NWU Home Getting Started

¥ shorteuts

) Share Common Tasks

3 IT Central ﬁiﬂ

'_.'3 Academic and Office Solutions [ﬂi] G Share training Browse items in your home space

) IT Web [ﬁi] ¢ Clids here for your link to Share training. @= ] From the toolbar didk My Home to display a list ¢
"" IT Service Catalogue mﬂ % Create a space in your home space

a’ Feature Tour
WV Take a tour of some of the key features in Alfresco.

P Favourites —
(% Online Help

Every time you login to Share you will be navigated to the My Share space.

) Mavigate to your home space. In the space info

. Add content to your home space

The My Home space refers your own individual space much like your P: or H: drive. Other persons will not
have access to the content of this space unless you invite them. If a person is invited to your space it will be

visible to them under NWU home > User Homes.

The NWU home space is the area where information is kept that is shared within or between departments.

3 How to view content in Share

Navigate to the space where the information is that you want to view. In the example we will view content in
the NWU Home > Ad hoc payment space. This is where Finances keep the information of the daily ad hoc

payments they make.

e Click on the NWU Home space.

oy 8 My Home My Share
S | QU hom My y

e Click on the Ad hoc payments space.

e Click on any file name to view the information. For this example we clicked on the file name

AUG 14 2012 ADHOC.doc.

e You may have to scroll to the next page by using the Page Navigation bar at the bottom of the list.

Page 1  of 15 1234567... 15[ ]

The following screen will appear.
" Opening AUG 14 2012 ADHOC dac =N

| You have chosen to open

=] AUG 14 2012 ADHOC.doc

which i & Microsoft Word 97 - 2003 Document
frorrc hitps//shane maeac.za

‘What should Firefiox do with this file?

o gpen with :

Save File

Do thes gutornetically for files like this from now on

| 413 Cancel

e Click on Open with and then on OK.

The document will now open in MS Word for you to view the information.

document.

When done you may close the

Share Manual



4 How to search for content in Share

You don't have to be in a specific space to search for content in Share. In this example we will search for

content in the NWU Home > Ad hoc payments space, specifically for payments made to a specific
company.

e Click on the Options button (in the top right hand corner of the screen) and then choose Advanced

Search.
& @@ car E¢Lngnut(mss453 A
@) All Ttems

() File names and contents

() File names only
. Ad hoc payments -
) This view allows you to browse the items in this space. W @ 3 e aegonly @
: Diverse betalings \

The following screen will be displayed:

NWU Home > Ad hoc payments

MWU Home > Ad hoc payments

() Advanced Search

= fii] Reset Al My Sav
Perform a more detailed search of the repasitory. - 7 My

Look for: |
¥ Show me results for ¥ More search options
@ Al Items Folder Type: Folder -
~) File names and contents Content Type: Content -
) File names only Content Format:  All Formats -
) Space names only Title:
Description:
¥ Look in location "
= Author:
@ Al Spaces utner
~~Thedfy Space: [ Modified Date:

From: 8 + November + 2012 » | Today

Click here to select a Space
(7| Indude child spaces To: B8 - MNovember - 2012 - | Today
[] Created Date:

¥ Show me results in the categories From: 8 -~ November ~ 2012 = | Today

Click here to select a Category
Incude sub-categories
0 ¥ Additional options

Category

To: & = Movember - 2012 = | Today

University number:

No selected items.
POK Student Name:

e To narrow the search to the NWU Home > Ad hoc payments space, tick the Specify Space: and then
click on Click here to select a Space.

e The following screen will be displayed:

¥ Look in location
@ Al Spaces

@ spedfy Space:

ad hoc payments W (58 ®

Cancel

Indude child spaces

e Click on the green cross.
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e Now add the name of the company in the Look for field.

NWU Home > Ad hoc payments

() Advanced Search
B Perform a more detailed search of the repository.

me of the Enmpany| "

¥ Show me results for ¥ More search options

fiil Reset Al 57 My Saved Search Options (¥)  Select a Saved Search...

e Click on the Search button.

All the files containing the company name will now be displayed. You can also narrow the search by
selecting Create Date From and To.

5 How to create a space in Share

Navigate to the space where you want to create a space. In this example we will create a space called
Training in My Home.

e Click on My Home.

]

£ ; . "
o | hwu Imm Iy Share

¢ Click on Create and the Create Space option.

i, CHANDRE BOTHA (10088458) .

o »Add Content Create(¥) More Actions(y)  [-=] Detais View (¥)
. This view allows you to browse the items in this space. @ © L -

b create Space
¥ Browse Spaces N RTTETETTEace Wizard fEMS Per Page 12

N . 3 Create Document
Name & Actions Description @ Created @ R ——

The following screen will be displayed:

i Create Space
Enter information about the new space then dick Create Space.

Properts
@ MName: Training
Title: Training
Description: Training documentation
Icon: & A e LA ¢ . & % ©—~A\ @ ]
WO BOBOBOBOTE

e Type a Name: for the space.

e Type aTitle: for the space.

e Type a Description: for the space.
e Choose anicon

e Click on the Create Space button.

The Training space will now appear in the list. Note the difference between the Name and the Description.

Name & Actions Description & Created @ Modified @
b Training i PRI Y Training documentation 8 Novemnber 2012 15:18 8 Movember 2012 15:13

b

=

6 How to create a shortcut in Share

In this example we will create a shortcut for the Training space created in the previous section of this
document.

Name & Actions Description & Created @ Modified @
b Training i & 10 b=l Y Training documentation 8 Novemnber 2012 15:18 8 Movember 2012 15:13

b

=

e Click on the View Details button =l under Actions to the right of the Training space.
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The following screen will be displayed:

Details of 'Training'

>=| Location: [NWU Home/User Homes/CHANDRE BOTHA (10088458) - =
Wiew the details about the space.
P Custom View fil || ¥ Actons
¥ Links & cut
1 copy
Wiew in WebDAV View in CIFS
mﬂ Delete
Details Page URL Browse Page URL Alfresco Node Reference
&3 Import
e T

¥ Properties

L:_iiir

Training
e Click on the Create Shortcut option.
e Then click on the Close button.

A shortcut for the Training space will now display in the list of shortcuts on the left side of the screen.

¥ Shortcuts

A IT Central

% Academic and Office Solutions
3 ITweb

T IT Service Catalogue

5}\ Training

EEEEE

7 How to upload content in Share

Navigate to the space where you want to upload content to. In this example we will upload content to My
Home.

e Click on the My Home space.
¢ Click on Add Content.
The following dialog box will be displayed:

Add Content Dialog

! This dialog helps you to add content to a space.

Upload Content oK
Locate content to upload
Location:

e Click on the Browse button and locate the file (content) that you want to upload.

r —— M
@ File Upload S5
mv.| ©| v Libraries » Documents » My Documents » - | +3 | Search My Documents 0 |

Organize = Mew folder =~ 0 '@'
¢ Favorites — Documents library Arangeby:  Folder =
M Desktop My Documents
8 Downloads MName ‘ ~ Date modified Type t
| Recent Places =]
- BlackBerry 05/07/2012 02:05...  File folder
53 Libraries Bluetooth Folder 16/07/2012 02:05...  File folder
3 Documents My Maps 23/10/2012 10:46...  File folder
& Music (£} My Shapes 02/08/2012 03:58...  File folder
&) Pictures | 1031.mst 26/10/2010 12:4° MST File
B Videos L 1033.mst 26/10/2010 1 MST File
| 1036.mst 26/10/201012:47...  MST File
1% Computer E ABCPY 26/10/201012:13...  Cenfiguration sett...
¥ x 4 Academic and Office Solutions (2012) (Work... 03/08/2012 03:08... Microsoft Word M...
& System (C) = I s Y rEon o e
8 APPP (\PCM-FP = < | I +
File name: - [AH Files v]
[ open |v] | coneet |

¢ Inthe File Upload dialog box, choose your file and click on Open.

e Back in Share, click on OK.
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LU "Academic and Office Solutions (2012) (Working Copy).doam’ was uploaded successfully, oK

Uploaded Content

Academic and Office Selutions (2012) (Working Copy).docm ‘ﬁif

General Propetties

@ Mame: Academic and Office Solutions {2012) (Working
Type: Content -
Encoding: UTF-8 -
Content Type: Octet Stream -

Other Properties

Rules applied to this content may require you to enter additional information.

Modify all properties when this page doses.

The following screen will be displayed:

,, Modify Content Properties
2 Modify the content properties then dick OK.

Properties oK ]

@ Mame: Academic and Office Solutions (2012) (Working m}

Content Type: Octet Stream -

Encoding: UTF-8 -

Title: Academic and Office Solutions (2012) (Working &
Description:

Author:

e Type aTitle: The globe next to title indicates that the option is searchable.

e In the Description: field, type key words that will enable efficient searches in Share. The globe next to
title indicates that the option is searchable.

e Inthe Author: field, type the Author’'s name to enable efficient searches in Share. The globe next to title
indicates that the option is searchable.

e Your file will now be visible in My Home.
e Click on OK.

Your file has now been uploaded will now display in the list.

8 How to create a document in Share using the NWU templates

The NWU templates are used when creating formal documentation for the NWU. They contain the NWU
logo as well as the formal paragraph styles used at the NWU. There is a separate NWU template course
where the working of templates is explained. In this example we will be using the P_A4 Standard
Documentation_e.docm template and will be creating a document in the My Home space.

e Click on the My Home space.

e Click on Create and the Create Document.

i, CHANDRE BOTHA (10088458) . : - .
- @ @ laAdd Content Create(») More Actions(¥) « [*=| Details View (¥)
e This view allows you to browse the items in this space. g © L= anient Lreale, ore AN Slats iew
Create Content
5 Create Space
¥ Browse Spaces D Adyanced Soace Wizard TS Per Page 12

Name & Actions Description @ Created @

The following screen will be displayed: In this example a Share Manual document is created.

1. Create Document From Template

Enter information about the new document then dick Create Document.

Properties Create Document
@ Document Template: P_A4 Standard Documentation_e.docm - Cancel
@ MName: Share Manual

Title: Share Manual

Description: This manual will be used in Training

e Select the P_A4 Standard Documentation_e.docm under Document Template.
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e Type a Name: for the document.

e Type a Title: for the document.

e Type a Description: for the document.
e Click on the Create Document button.

The created document will now display in the list. Note the difference between the Name and the
Description.

Name & Actions Description @ Size @ Created @ Modified @
@) Share Manual.docm i A Lﬁ =] ﬁ v This manual will be used in Training 102.72KB 8 Movember 2012 14:37 8 Movember 2012 14:37

9 How to edit content in Share
There are different options available to edit content in Share. In this example we will be editing the file
created in the previous section of this document namely Share Manual.docm in the My Home space.

9.1 Online

e Click on the My Home space.

Name & Actions Description® sze®  Creatsde Modified @

3] Shere Manual docm (3 AL M@ This manual wil be used in Training 102.72KB  &MNovember 2012 14:37 & November 2012 14:37

e Click on the Edit Online button < under Actions to the right of Share Manual.docm.

The following screen will be displayed:

Warning! =)

0 The fallowing location is going to be opened on your computer:

https://share.nwu.ac.za/alfresco/webdav/User%20Homes/CHANDR%c3%:89
9%20B0OTHA:20(10088458)/Share Manual (Working Copy).docm

By the program:
C:\Program Files (x86)\Microsoft Office\Officel A\WINWORD.EXE

This poses a security risk. If you didn't initiate this action or you don't trust the source of the file,

please click Cancel.

L =

e Click on OK.
The following screen will be displayed:

Windows Security ﬁ

Connecting to sharenwu.acza
Enter your credentials

e User Name: is your NWU#

| LlEEI' narme |

| e Password: is your Network password

| Password

[7] Remember my credentials

e Click on OK

k

Because this is a document created with a NWU template, MS Word will open with a dialog box asking the
name of the document.

e Type a name for the document and click on OK.

You may now edit the document in MS Word. When done you can save and close the document.
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e Back in Share, note that two entries for the file is shown.

Name & Actions Description @ Size @ Created @ Modified ®

@] Share Manual (Working Copy).docm (& A axthE® This manual wil be used in Training 102.72KB 8 MNovember 2012 14:47 8 November 2012 14:47
3 ¥l b=E

@ Share Manual.doam u} i Lﬁ _:v This manual will be used in Training 102.72KB & November 2012 14:37 8 Movember 2012 14:47

e Share Manual (Working Copy).docm — This is the actual file you edited.

e Share Manual.docm — This version has a lock, and when pointing the mouse to the lock, will show

that it is edited by you (in this case).

e To complete the Edit Online you have to inform Share that you are done editing the file. To do so click

on the Done Editing button 52 Should you decide that you don’t want to save the changes, click on

the Cancel Editing button ﬁ'.

It is very important to check a file in after editing. Failure to do so will keep the file locked and no other

person will be able to edit the file.

9.2 Offline

e Click on the Edit Offline button &
The following screen will be displayed:

| Download of 'Share Manual.docm’ for offline editing.

If your document does not start downloading in @ seconds then dick here

If you do not want files to start downloading automatically when you select offine editing then dick here

'Cé:' For help on offline editing dick here

... and the next window will appear. If it doesn't, click on the click here option in the screen above.

Opening Share Manual.docm @

You have chosen to open

] Share Manual.docm

which is a: Microsoft Word Macro-Enabled Document

from: https://share.nwu.ac.za

What should Firefox do with this file?

() Openwith | Microsoft Word (default) -

@) Save File

Do this automatically for files like this from now on.

[Cox ] [ conesr |

(8

e Choose Save File and click on OK. For this example we will save the file on the Desktop.

You may now edit the file in MS Word and when completed, close the file in MS Word.

Name & Actions Description @ Size @ Created ® Modified @
{3 Share Manual (Warking Copy).coam (3 . sathE® This manual will be used in Training 116.23KB 9 November 2012 11:56 9 November 2012 11:56
)] Share Manual.docm g i ltl ;v This manual will be used in Training 116.23KB 8 November 2012 14:37 9 November 2012 11:56
. . . ]
e Back in Share, click on the Upload new version button —#.
The following screen will be displayed:
t] Upload new version of 'Share Manual (Working Copy).docm’
Local copy location oK
Locate your document for upload

Location:

e Click on the Browse button and navigate to the desktop and choose your file and click on Open.
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The following screen will be displayed:

t] Upload new version of 'Share Manual (Working Copy).docm’

‘_!‘J 'Share Manual.docm' was uploaded successfully, | OK

Cancel

e To complete the Edit Offline you have to inform Share that you are done editing the file. To do so click

on the Done Editing button é?f Should you decide that you don’t want to save the changes, click on
the Cancel Editing button &

10 How to email a document as an attachment from Share

In this example we will email the NWU Training Manual.docm file as an attachment from the My Home
space.

e Click on the NWU Home space.

Name & Actions Description @ Size @ Created @ Modified @
@ NWU Training Manual.docm i LA j’ _ﬁ L=l ﬁijv Used every Tuesday 127.29KB 24 July 2013 15:08 24 July 2013 15:14

e Click on the View Details button =l under Actions next to the NWU Training Manual.docm file.

e Atthe bottom right hand of the screen click on Send as email attachment

NWU Home 3 User Homes > CHANDRE BOTHA (10088458

Send Email as Attachment

Send the spedified document as a mail attachment to spedific users

Steps Assign Email Receivers Next

1. Assign Receivers
Back
2. Define Message Message Recipients

3. Summary 1. Search for email recipients by Name or Group s

Users = Search Cancel

Add

Selected email recipients

Name
Mo selected items.

To continue dick Next.

e Type the name/surname/NWU# and click on Search.

¢ Inthe list that appears, click on the name of the person you wish to invite.

e Click on the Add button. You may now search for additional persons and add them to the list.
e The click on the Next button.

e You may add a subject and message.

e Click on the Next button.

e Click on Finish.

The email (with the document as attachment) will now be sent from Share.

11 How to invite users to your Share space
In this example we will invite a user to the My Home > Training space.
Because you can see spaces and files in share, implies that you were invited to them (granted access).

e Click on the NWU Home space.

Name & Actions Description & Created @ Modified @

ﬂTraining H b U k=] ) (=) Training documentation 3 Movember 2012 15:18 3 Movember 2012 15:18

e Click on the View Details button = under Actions next to the Training space.
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The following screen will be displayed:

Details of 'Training'
*=| Location: [NWU Home/User Homes/CHANDRE BOTHA (10088458) - -
View the details about the space.

P Custom View il ¥ Actions Close
¥ Links & cut

] Copy
View in WebDAV View in CIFS .

] Delete
Details Page URL Browse Page URL Alfresco Mode Reference .

'Qj Import

. 3 E t

¥ Properties B wpor

@ Create Shortaut

Training
Training @
Training documentation @

1nnoaaca

e Click on Manage Space Users.

ono Manage Space Users "Training'
[& User '10088458" is the current owner of this space. L‘ Invite 57 Local (x)
Manage the permissions you have granted to users who access your space.

e Then click on the Invite button at the top right hand side of the screen.

The following screen will be displayed:

S Tnvite Users Wizard

This witard heke o b oo ot e actmes b yer tysace

Steps Step One - Invite Users

Coordnator
Colsbaratar
Contribator
Eddtnr
Congumer

2| Addislig

e Type the name/surname/NWU# and click on Search.
¢ Inthe list that appears, click on the name of the person you wish to invite.

e Click on a Role for the person as indicated in the table below.

Roles
Consumer Editor Contributor Collaborator | Coordinator Owner
View all X X X X X X
spaces and
content
Update/edit X X X X
content
Add new X X X X
content
Delete X X
content
Edit X X X X
properties
Invite others X X
Take X X
ownership

e Click on the Add to List button. You may now search for additional persons you wish to invite and add
them to the list. Ensure that you select a role for each person before adding them to the list.

e The click on the Next button.
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e You may now choose to have an email sent to the person(s) you have invited.
e Click on the Next button.
The persons you have invited will now be able to view the Training space in Share.

Manage Space Users "Training’

gﬁg User '10088458' is the current owner of this space. ",\ Invite S Local V
Manage the permissions you have granted to users who access your space.
Users and Groups Close
Name & Username @ Roles & Actions
@ - N o g
@ GERALDINE GERHARDI 12407436 Coordinator T
© RIAAN VAN DER WALT 10059253 T &
Page 1 of 1 1

Inherit Parent Space Permissions

You may remove persons by clicking on the Remove button under Actions or change their roles by clicking
on the Change Roles button under Actions.

It is important to note that the persons you invite will have access to all the content in the space as well as
sub spaces. If you rather wish to give a person access only to a specific file, follow the same procedure, but
only for the file.

12 How to use versioning in Share

In this example we will turn versioning ON for the Share Manual.docm file in My Home space.

e Click on the NWU Home space.

Name 4 Actions Description @ Size @ Created @ Modified @
5] Share Manual.docm B hdmi® This manual will be used in Trairing 102.72KB  8Movember 2012 14:37 8 November 2012 14:37

e Click on the View Details button = under Actions next to the Share Manal.docm file.

P Version History

e At the bottom of the screen click on the Version History option.
¥ Version History
This decument has no version history,

Allow Versioning
e Click on Allow Versioning.

W Version History

Version @ Notes @ Author @ Date v Actions
1.0 10083458 9 November 2012 16:21 Properties View
Page 1 of 1 1

e Click on the Close button.

Versioning has now been turned on for the Share Manal.docm file.

13 How to log out of Share

NWU home My Home My Share & @ @ cfur [Progout (10085458) | o -

¢ Click on the Logout option.

You will now be logged out of Share.

Original details: Chandré Anne Botha(10088458) P:\Share Manual.docm
8 November 2012

Current details: Chandré Anne Botha(10088458) P:\\Share Manual.docm
2 August 2013
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