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1 Intended Audience

This document is intended for users who have been granted DocRead Administrator
permissions and wish to:

e Add DocRead Web Parts to web pages

e View and Search DocRead tasks

e Delete Tasks

e Synchronise site documents

e Manually process DocRead tasks

¢ View or download Reports

2 Prerequisites

Before using this guide, please ensure the following conditions have been met:

v" DocRead must have been installed and configured in your SharePoint Farm.

v' A Site Owner (user with ‘Full Control’) needs to have activated DocRead against the
relevant sites and Document Libraries that you wish to configure.

v" You are logging onto SharePoint as a user who has ‘Contribute’ permissions over the
site where you want to configure DocRead.

v" You are logging onto SharePoint as a user who is in the ‘DocRead Site Administrators’
group.

3 Introduction

This guide is intended to help you administer DocRead within your sites and site collections
on your organisations SharePoint intranet, internet or collaboration sites.

Please refer to the System Administrator’'s Guide if these have not already been completed.
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4 DocRead Web Parts

There are three DocRead Reading Task web parts and four DocRead Charting Web Parts
that can be easily added to a web part page. Although they can be placed onto any web part
page, we recommend that they are placed either on your Intranet home page and/or a user’s
MySite so that Reading Tasks are immediately brought to their attention.

4.1 Permission required to add a Web Part

This section explains how to add and configure a DocRead web part onto a web part page.
To follow these steps you need ensure you have been granted ‘Contribute’ permissions on
the site.

Contribute permission allows you to do actions such as ‘Add Items’,” Edit ltems’, ‘Delete Items’
and ‘View Items’, as shown in the next picture.

[ AddItems - Additems tolists, add documents to document libraries,
and add Web discussion comments,

[ EditItems - Edititems in lists, edit documents in document libraries,
edit Web discussion comments in documents, and customize Web
Part Pages in document libraries.

[ Delete Items - Delete items from a list, documents from & document
library, and Web discussion comments in documents,

[ View Items - View items in lists, documents in document libraries,
and wiew Web discussion comments.,

4.2 Add a DocRead Reading Task Web Part

1. Browse to a page containing a web part zone on which you wish to add a web part.
2. From the ‘Settings’ menu select ‘Edit Page’.
3. Inthe space where you would like to display the DocRead web part, click ‘Add Web Part’.
4. In the ‘Categories’ section on the left hand side you will see a list of available Web parts.
5. Select ‘DocRead Web Parts’.
HelenJones» £x 2
BROWSE ~ PAGE  PUBLISH ) SHARE ¢ FOLLOW & sAvE O
¥ - Page History o | Q @ Make Homepage { ] 4 \
HJ \j [‘% ’——|/J &% page Permissions e ‘-) @':-_' D G Incoming Links 1 :‘v E C
Save New Checkin Edit Page E-maila Alert Popularity Preview Page Library Library  View All Tags &
- - Properties »  URLs Delete Page Link Me Trends Layout ~ D§3|Dreﬁ;cryeck Settings Permissions Pages Naotes
Edit Manage Share & Track Page Actions Page Library Tags and Notes
Categories Parts About the part
&3 Apps A | JIDocRead All Users Site Tasks DocRead All Users Site Tasks
Ea SResources:ReportServerResources,ReportViewerWebPartGroup; [EIDocRead Current User Site Tasks Displays all the reading tasks associated with all users on the current site. You need
Ea Blog [EIDocRead Current User Tasks to be a DocRead administrator in order to use this web part.
Ea Content Rollup
[E3 DocRead Charting
3 DocRead Web Parts
[CJ Document Sets

6. You are then presented with the three DocRead web part options, with descriptions about
each one appearing in the ‘About the part’ section.

a. DocRead All Users Site Tasks. This displays the reading assignments associated
with all users on the current site. This is only available to Administrators.

b. DocRead Current User Site Tasks. This displays the reading assignments issued
on the current site to the logged on user.
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c. DocRead Current User Tasks. This displays all reading assignments for the
current logged on user from across all sites on the SharePoint Farm.

Note: The ‘All Users Site Tasks’ web part is only available to Administrators. ‘Current User
Site Tasks’ will only show a user tasks that have been assigned from the current site. To
ensure the user can see ALL tasks that have been assigned to them you must select the
‘Current User Tasks’ web part.

7. Select the most appropriate web part and click ‘Add’.

8. You can select as many web parts as you like on any particular web page, however the
first option, ‘DocRead All User Site Tasks’ is only available to an Administrator and will not
appear on a normal user’s page.

4.3 Customising the DocRead Web Part

All web parts are customisable to allow your organisation to select the columns that are
displayed to the user. Ensure you are still able to ‘Edit’ your web page and then:

1. Select the down arrow associated with the DocRead web part (in the top right hand corner
of the web part).

2. Select Edit Web part.

DocRead Current User Tasks i
Minimize ]

MName Due Type Status Aud Close

oA Danal 1 P2 RS i (] V|| X Delete

[} Edit Web Part

3. You are then presented with several options within a separate pop up window. Use the ‘+’
button to expand each area to view the specific options.

a. Row Settings: This allows you to select the number of rows displayed on each
page of the web part.

1 DocRead All Users Site Tasks X

Row Settings 2

Mumber of rows to per page:
[10]

+| Appearance

+| Layout

+|  Advanced

+| Column Settings

+ Display Settings

+ Script Settings

QK I Cancel Apply
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b. Appearance: This allows you amend the height and width of the web part, provide
a suitable title / label that will be displayed and also amend the chrome state and

type.

=] Appearance

Title
IDDcRead All Users Site Tasks

Height
Should the Web Part have a fixed height?
" Yes | IPixels =]

= Mo. Adjust height to fit zone.

Width
Should the Web Part have a fixed width?
@ Yes | 750 |Pixels =l

" Mo. Adjust width to fit zone.

Chrome State
 Minimized
= Mormal

Chrome Type

IDefault =]

c. Layout: This allows you to specify the zone that the web part will be located within.
Alternatively all web parts can be dragged in between web part zones using a
mouse.

= Layout

[ Hidden

INu:une -I

Zone Index
| 2
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d. Advanced: This allows you to configure more advanced settings for the web patrt.

[-] advanced

[+ Allow Minimize

Export Mode
IDl:u not allow =]

Description

IDispIays all the reading tasks &

Help Mode

INavigate "I

Import Error Message

ICannDt import DocRead All Use

Taraget Audiences
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e. Column settings: This allows you to choose which columns will be displayed in
the DocRead list.

[l Column Settings

Audience

<

Username

1

f. Display Settings: Under ‘Reading List Type’ you can choose whether to include
recommended, required or all reading assignments in the DocRead list.

[-] Display Settings

[

Display Completed Tasks

Reading List Type
[ Al ~ |

g. Script Settings: This allows you to optionally include the JQuery libraries. If your
page already includes JQuery then unselect these options.
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Script Settings

Load JQuery Library

[+ Load 1Query UI Library

[+ Load 1Query UI Styles

4. After you have made the required changes, click ‘Apply’ and then ‘OK’ to close the window.

5. You must remember to save your changes to the web page and also publish the page as
per your normal business routines.

4.4 Adding a DocRead Charting Web Part

The DocRead charting web parts allow you to show users their reading status pictorially.

1.

Browse to a page containing a web part zone on which you wish to add a web part.

2. From the ‘Settings’ menu select ‘Edit Page’.
3. In the space where you would like to display the DocRead web part, click ‘Add Web Part’.
4. In the ‘Categories’ section on the left hand side you will see a list of available Web parts.
5. Select ‘DocRead Charting’.
Helen Jones~ $¥ 2
BROWSE ~ PAGE  PUBLSH { SHARE ¢y FOLLOW [ save [0
¥ - Page History @ Make Homepage { ] v
E‘J \j [E ’:——‘/J &% Page Permissions ~1 ‘-)i E‘- D T Incoming Links 1 ".‘V E)\ (
Save MNew Checkin Edit Page E-maila Alert Popularity Preview Page Library Library  View All Tags &
- - Propertie: URL: Delete Page Link Me Trends Layout - J Draft Check Settings Permissions Pages Notes
Edit Manage Share & Track Page Actions Page Library Tags and Notes
Categories Parts About the part
& Apps A [SlpocRead Audiences DocRead Audiences
@ $Resources:ReportServerResources,ReportViewerWebPartGroup; [EPocRead Reading status Pie chart with the Audiences containing the most number of required reading tasks
[ Blog [E|DocRead Top Site Documents assigned to the current user or to all users of the current site.

@ Content Rollup
[Ca DocRead Charting
Veb Parts

E3 DocRead W

3 Document Sets

[EIDocRead Top Site Documents

6. You are then presented with the four web part options, with descriptions about each one
appearing in the ‘About the part’ section.

a.
b.
c.
d.

DocRead Audiences

DocRead Reading Status

DocRead Top Documents Bar chart
DocRead Top Documents Pie chart

7. Select the most appropriate web part and click ‘Add’.

4.5 Customising the Charting Web Parts

As with the Reading Task Web Parts the Charting Web Parts are customisable. To amend the
Web Part, select the down arrow associated with the web part (in the top right hand corner of
the web part) and select ‘Edit Web Part’.

1. You are then presented with several options within a separate pop up window. Use the ‘+’
button to expand each area to view the specific options.
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4 DocRead Reading status x

oK Cancel Apply

a. Appearance: This allows you amend the height and width of the web part and also
amend the chrome state and type.

[-] mppearance

Title

IDDcRead Reading status

Height
Zhould the Web Part have a fixed height?
res | | Pizels -]

& Mo, Adjust height to fit zone,

i dth
Should the wieb Part have a fixed width?
- res I | Pixels ;I

f= Mo, Adjust width to fit zane.

Chrome State
¢ Minimized
{= Mormal

Chrome Type

| Default =]

b. Layout: This allows you to specify the zone that the web part will be located within.

Alternatively all web parts can be dragged in between web part zones using a
mouse.
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= Layout

[T Hidden

|N|:|ne "I

Zaone Index

| 0

c. Chart Settings: The charts can be amended to show all site user information (for
administrators only), all information for the current user from across all sites within
the Farm or restricted to the task information for the current user from the current

site.

[l Chart Settings

Soope
| CurrentUserallSites =]

Audience Type

| Required ;I

[ Display Labels

The most important chart setting is the scope of the chart. This allows you determine
what data the chart will show.

[=] cChart Settings

Zcope

CurrentUserallSites ;I
| allSitelsers

CurrentUserallSites

| CurrentSiteCurrethser
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Note: The most useful option is ‘CurrentUserAllSites’ because this shows the user a
‘helicopter view’ of all of their tasks, regardless of their site of origin. The ‘AllSiteUsers’ view
can only be used by Administrators.

d. Script Settings: This allows you to optionally include the JQuery libraries. If your
page already includes JQuery then unselect these options.

[=] Seript Settings

¥ Load 1Query Library
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5 Process Site Reading Tasks

If you do not want to wait for the scheduled DocRead timer job to assign reading tasks to the
identified users you can select the ‘Process site reading tasks’ option to force DocRead to
generate those tasks immediately by following these steps:

1. Go to ‘Settings’, and choose ‘Site Settings’.

2. Within the DocRead section, select ‘Process site reading tasks’.

DocRead
Site settings
Process DocRead site tacks G i—
Site tasks

Synchronise site documents
Reporis

Uninstall

Manage templates

3. Click ‘Proceed’ to confirm.

Home Finance Logistics Policies and Procedures Sales Search this site ol

Process Site Reading Tasks o

This operation will process reading tasks assigned to the documents and groups contained in this site.

This operation can take several minutes. Are you sure you want to proceed?

Proceed Cancel

4. Once successfully processed you should receive a confirmation message.

Home Fimance Logistics Policies and Procedures Sales Search this site 0o
Operation completed successfully
Reading tasks for current site have been successfully processed.

QK
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Note: This process will assign reading tasks on the current Site for SharePoint Groups only.
Reading tasks assigned to SharePoint Audiences will be processed during the next
scheduled timer job run, as set by the SharePoint Administrator during the DocRead
Installation and Initial Setup procedure. This is a volume processing safeguard to ensure
that large quantities of tasks are not processed at inconvenient times for your organisation.
Please contact your SharePoint Administrator for more information.

6 View and Search Site Tasks

Only DocRead Administrators can view all successfully processed site tasks. A User will only
be able view details of tasks assigned to them.

The report will default to show each DocRead distributed document alphabetically and each
user it has been assigned to. Along with the due date for completion, the request type (required
or recommended reading) and the current status for each user (assigned, completed,

overdue).

1. Within the relevant Site (each Site will generate its own Site Readership reports) select

‘Settings’ then ‘Site Settings’.

2. Select ‘Site Tasks’ from the DocRead section.

Site Reading Tasks o

MName Created Due

S P &

Home Finance Logistics Policies and Procedures

Type

| Accident reporting policy.docx 7/30/2013 8/6/2013 Required
' Accident reporting policy.doex 7/30/2013 8/6/2013 Required
| Accident repaorting policy.docx 7/30/2013 8/6/2013 Required
| Accident reporting policy.docx 7/30/2013 8/6/2013 Required
| Accident reporting policy.docx 7/30/2013 8/6/2013 Required
| Accident reporting policy.docx 7/30/2013 8/6/2013 Required

| Accident reporting policy.doex 7/30/2013 8/6/2013 Required

Page | 1 of

Sales

1

User

sp2013
\marilyn.monroe

sp2013ymark.masters
sp2013ymike.masters
sp2013ymike.masters.1
sp2013\percy.publisher
sp2013\demo.admin

sp2013yhelen

10[v]

Search this site

Status Audience

All Users

Assigned Group

Assigned All Users
Group
All Users

Assigned Group

All Users

Assigned
ssigne Group

All Users

Assigned Group

All Users

Assigned Group

All Users

Assigned
ssigne Group

View 1-7of 7

Owerdue

False

False

False

False

False

False

False

Close

3. The report may be sorted by Document Name, Date Created, Due date, Type, User, and

Status.
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4. Search facilities exist within the report should you have a specific query. Click on the
‘magnifying glass’ icon at the bottom, left hand side of the screen.

Tasks Filter o
Document Mame
User Name
Due Date
Status Please Select.. ﬂ
Audience Please Select... ﬂ
Reading Type Please Selact... V]
Overdue Please Select... ﬂ
Search Reset

ol

. Enter or Select the criteria you wish to search by and click ‘Search’.
To start a new search click ‘Reset’ and enter your new criteria as described above.

If you are unsure of exactly what you are searching for, you can use % as a wild card in
the search. For example the three options below are all acceptable wild card search terms:

N o

‘Yopolicy’ or ‘policy%’ or ‘Yopolicy%’

7 Delete Tasks

1. To delete DocRead tasks use the task search functionality, explained in the previous
section, to find the tasks that you want to delete.

2. From the list of results highlight the task (or tasks) that you want to delete.

3. Click on the ‘dustbin’ icon at the bottom of the list and select which level of delete you wish
to perform (the selected task, all tasks to all users for the item or all tasks for the user for
the item).

4. Click ‘Ok’ to confirm the delete.

Note: Negative reading receipts will be generated for all users who had not completed the
task before it was deleted.
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8 Synchronise Site Documents

The ‘Synchronise Site Documents’ option will ensure that all documents held in SharePoint
and that have assigned required and recommended audiences are being tracked by DocRead.

You will need to run this option if you undelete (or restore from backup):
a. adocument library that was attached to DocRead or

b. a site containing document libraries that were attached to DocRead.

You can run this option by clicking on the ‘Submit Request’ button. This will schedule a job
that, by default, runs every 15 minutes and that will be responsible for updating DocRead.

Home Finance Logistics Policies and Procedures Sales Search this site

DocRead Synchronise Site Documents o

Last Synchronisation Results

Displays the results of the last synchronisation job Created On:

isplays the results of the last synchronisation job.

o ) = ' i Completed On :
Result :

Create new Synchronisation Request

Creates a new synchronisation request, This process will not change any data on the Submit Request

site and it will simply update the data stored in the DocRead database.

OK
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9 DocRead Reporting for Administrators

DocRead Reporting gives enhanced reporting functions and also allows you to download
reports to various formats (Excel, PDF, CSV files etc.) To access reports, go to ‘Site Settings’
and select ‘Reports’ from the DocRead menu.

All DocRead reports can be exported to various file formats. Select your chosen format from
the drop down menu and then click ‘export’.

|Acrubat (FDF] file | Export
Export to the selected format

Acrobat (PDF) file

C5V (comma delimited)
Ewcel 97-2003

Rich Text Format

TIFF file

Web Archive

Each report offers a different set of available parameters that can be used to filter or search
to ensure the report reflects the required information.

9.1 ‘Site Collection Dashboard’

This report can only be accessed by members of the groups selected to be Site Collection
Administrators on the DocRead Site Settings page.

DocRead Site Collection Administrators

Site group: | DocRead Admins

Please select the group of users that will have permissions to see DocRead
Reports scoped at the site collection level,

This report summarises the number of tasks by reading status for each site within the site
collection. Clicking on one of the sites listed in the data table below the graph will drill down to
show results for the libraries within the site chosen.

Site

; : :

Site Reading Dashboard Readership Type:  [Required V] Breakdown Tasks Completed: @ True O False
_ © O I€ & & ot > dloorsthe soocssomav] o @) 8 [

Site Reading Report

Site Receipts Report i H
e Recelpts fep Site Collection Dashboard

Audiences Report Site Name: Policies and Procedures Report Date:  11/18/2015 14:52-10

Library Reading Dashboard ReadershipType: Required Time Zone: (UTC) Dublin, Edinburgh, Lisbon, London

Site Url: http://portal.unitedexports_net/Policies

Library Dashboard

Line Manager

Reading status distribution

Team Reading Dashboard

Team Members Dashboard

Assigned || Completed [On-Time] Completed [Overdue] [l Overdue

Team Detail Report
Fe 100 %

Site Collection
Site Collection Dashboard 80 %
60 %

40 %

20 %
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9.2 ‘Site Reading Dashboard’

This report will appear with default settings limiting the initial report to the top 10 records within
each reading status and for required readership only. Use the parameter input boxes at the

top and click ‘Refresh’ to change your view if wished.

Home Finance Logistics Palicies and Procedures Sales

UnitedExport
EERPOTE T DocRead Reports

Site Reading Dashboard
Site Reading Report

Readership Tge:
Q0O I ¢

Site Receipts Report
Audiences Report
Team Reading Dashboard

Site Reading Dashboard

Team Members Dashboard

ReadershipType:  Required

ot 3l [Expor totheseecid format ] export @5 80 [

Search this site

2|

Team Detail Report Site Name: Home Report 07/31/2013 12:00:29
Date:
Site Url: http://portal unitedexports net Time Zone: (UTC) Dublin, Edinburgh, Lisbon, Lendon

Reading status distributi

Status #Tasks
Assigned 25
Completed 13
Deleted o
Overdue 4
Total: a2
Top assigned readings
Document Title Document ID #Tasks
entialty Agreement 10 . Confidentiality Agrzemen t
! Fire Exits
Fire Exils 9 &
¥ Bribery Act Compliance
Erit Act Comy 8 5 '
ribery slance I ® Computer sz Palicy
Computer Use Polcy 4 + ® Aleohal and dug sbuse palicy
Alcohol and drug abuse policy 1 4

Drill down to an individual ‘Document Reading Dashboard’ is available from the ‘Top Assigned
Readings’, “Top Completed Readings’ and ‘Top Overdue Readings’ sections. Simply click on

the item you are interested in and the drill through report will be generated.

Home Finance Logistics Policies and Procedures Sales

UnitedExport
MIEERPOTE  DocRead Reports

site Reading Dashboard
Site Reading Report

Audiences Report
Team Reading Dashboard

Readership Type: Maximum Number of Rows:
Site Receipts Report
P e 0O K< oL 3| [Export to the selected format| ] Bxport @1 8 gl

Team Members Dashboard

Team Detail Report

Document Reading Report

Site Name:  Home
Site Url: http:/fportal.unitedexperts.net
Report Date: 07/31/2013 12:05:35

Document Title:  Accident reporting policy

Document ID:

2

Readership Type: Required

Time zone: (UTC) Dublin, Edinburgh, Lisbon, Lendon

Status Total Tasks

Completed 3 "

Overdue a

Total: 7 ) Oerdue
’ ) Completed

User Name Due Created Completed Audience
sp2013\marilyn.monrog 7i30/2013 71292013 713172013 All Users Group
sp2013imark.masiers Ti30/2013 772912013 All Users Group
5p2013\mike. masters 7/30/2013 71202013 All Users Group
5p2013imike. masters.1 7i30/2013 71292013 All Users Group
sp2013\percy.publisher Ti30/2013 772912013 All Users Group
$p2013idemo.admin T/30/2013 7i2012013 Ti3172013 All Users Group
sp2013ihelen 713012013 7130/2013 7I3172013 All Users Group

[ Search this site

2|

Status:
Max. Rows: 100

Stalus
Completed
Overdue
Overdue
Overdue
Overdue
Completed

Completed
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9.3 ‘Site Reading Report’

The ‘Site Reading Report’ shows the same report as when viewing ‘Site Tasks’ (described in
the previous section). The ‘search’ and ‘sort’ functions are replaced by the parameter entry
boxes above the report. Input your specific report requirements and click ‘Refresh’ to view
items that match these parameters.

Home Finance Logistics Palicies and Procedures Sales Search this site 2

UnitedExports DocRead Reports

Site Reading Dashboard
Site Reading Report

Site Receipts Report Lser A " Reading Stat i ~

Audiences Report w
T Reading Dashboard Readership Type: Maximum Number of Rows: -
‘eam Reading Dashboar

o Sert Colurn: Sort Diection:

Team Detail Report Q O 1€ € [1 |of3 B P [Exportto the selected format v | Bxport @ @ @

Site Reading Report

Site Name : Home Report Date :  07/31/2013 12:06:56

Site Url : hitp:#/porial.unitedexporis.net Time zone :  (UTC) Dublin, Edinburgh, Lisbon, London

Status : All Note : A red 'Due’ date denotes the task is overdue.

Type : Required

Document Title Created Due Completed Name User Name Audience | Group
Accident reporiing policy Ti292013 TI30/2013 TI312013 Marilyn Monroe '$p2013\marilyn.monroe All Users Group
Accident reporting policy T7/29/2013 7130/2013 Mark Masters 5p2013imark masters All Users Group
Accident reporiing policy TFi20/2013 T/30/2013 Mike Masters 5p2013imike. masters All Users Group
Accident reporiing policy TFi20/2013 T/30/2013 Mike Masters 5p2013\mike.masters. 1 All Users Group
Accident reporiing policy Ti29/2013 7302013 Percy Publisher '5p2013\percy.publisher All Users Group
Accident reporiing policy Ti29/2013 Ti302013 7312013 Demo Admin '5p2013\demo.admin All Users Group
Accident reporting policy 7/30/2013 T/30/2013 713172013 Helen Jones 5p2013thelen All Users Group
Alcohol and drug abuse policy Ti31/2013 112712014 713172013 Marityn Monroe 5p2013'marilyn.monroe All Users Group

9.4 ‘Site Receipts Report’

The ‘Site Receipts Report’ shows all positive and negative confirmation receipts generated to
date. Click on a row in the report to view the reading receipt.

Home Finance Logistics Policies and Procedures Sales Search this site el

UnitedExport
MIEERPOTE " DocRead Reports

Site Reading Dashboard

Site Reading Report
Document it — o —

i veer E— i ——
iser Name: eceipt Type:

Audiences Report
Sort Column: Sort Direction:

Team Reading Dashboard

Team Members Dashboard Waximum Humber of Rows:
Team Detail Report QO I€ ¢ of 1 3 3| Export to the selected format| | Export 24 8 @

Site Receipts Report

Site Name: Home Report Date:  07/31/2013 12:08:32
Site Uri: hitp://portal unitedexports. net Time Zone:  (UTC) Dublin, Edinburgh, Lisbon, London
Receipt Properties Document Properties Task Properties

User Reason Type Document Title DocumentiD  Version  Deleted Due Complete
5p2013\demo.admin Reading completed Positive Computer Use Policy 4 1.00 8112013 Ti3172013
5p2013\demo.admin Reading completed Positive Accident reporting policy 2 1.00 816/2013 713172013
5p2013idemo.admin Reading completed Pasitive Alcohol and drug abuse policy 1 1.00 112712014 73172013
5p2013\demo.admin Reading completed Positive Bribery Act Compliance 8 1.00 12712014 713172013
5p2013\helen Reading completed Positive Computer Use Policy 4 1.00 8M1/2013 713172013
5p2013ihelen Reading completed Positive Accident reporting policy 2 1.00 8/6/2013 /312013
5p2013\helen Reading completed Positive Alcohol and drug abuse policy 1 1.00 12712014 713172013
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9.5 ‘Audiences Report’

This report gives you an overview of all of the items that have been assigned

by DocRead on

the particular site. It can be really useful when trying to control the number of documents

issued by DocRead.

Home Finance Logistics Policies and Procedures Sales

UnitedExports 1y -Read Reports
Site Reading Dashboard
Site Reading Report

e — sudencevame: [
Site Receipts Report N _

; Reading Status: [ All 2 dership Type: [ All Tasks v

Audiences Report

sort Columm: sort Diecton:
Team Reading Dashboard
Team Members Dashboard Document [D: L 1
Team Detail Report QO K < of1 9 Y| [Export to the selected format[v] Export @ & [g

Document By Audience Report

Search this site

ident reporting

and drug abuse

Heliday Enfitlement

omputer Use Policy.doc

Document by Audience Report

Page 10f1

Site Name: Home Report Date:  07/31/2013 12:09:32
Site Url: hitp://portal.unitedexports.net Time zone:  (UTC) Dublin, Edinburgh, Lisbon, Lenden
Title Audience Name Document Name #Tasks Type Location
Accident reporting policy All Users Group Accident reporiing policy.docx 7 SPGroup itp-Aportal netD
policy.docx
" Alcohol and d by htip:/fporial. /D!
Alcohol and drug abuse palicy All Users Group pn‘iiifdggx rug abuse 7 SPGroup puﬁcy%‘un( nel
Annual Holiday Entitlement Annual Holiday Entitlement http:/fportal. net/D
Folicy All Users Group Policy. docx 7  SPGroup Policy docx
Bribery Act Compliance All Users Group Bribery Act Compliance. doc 7 SPGroup  http:Aiportal netD Act
Compliance doc
Computer Use Policy All Users Group Computer Use Policy.doc 7 SPGroup  hitp:fiportal. net/D:
Confidentiality Agreement All Users Group Confidentiality Agreement.doc 7 SPGroup :g?é’;%‘::tldn: netD
Fire Exits All Users Group Fire Exits.docx 7 SPGroup  htip:/fporial.unitedexports.net/Documents/Fire Exits.docx
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10 Team Manager Reports

The following reports are only available to Line Managers and will display information about
the reading status of all tasks assigned to members within their team.

For these reports to be populated the following field must be completed within Active Directory.
In addition to this, the User Profile Synchronisation service must be set to import the ‘Manager’
property into the SharePoint User Profile.

As SharePoint Foundation doesn’t support User Profiles, Team Manager Reports will
always be blank, unless a custom import process has been developed by Collaboris to
update the Line Manager in the DocRead database.

Demo Admin Properties ﬂ I
Dial-in | Ervironmnent | Sessions | Remate control

Fiemate Desktop Services Prafile | FPerzanal Yirtual Desktop | COM+
General | Addrezs I Account I Prafile I Telephones  Drganization I Menber OF

Job Title: |

Department: I

Company: I

M anager

Mame: |He|en Jaores

Change... I Froperties | Clzar |

The reports will appear blank if someone who is not a direct line manager accesses them.

10.1 “Team Reading Dashboard’

This report provides an overview of Assigned, Completed and Overdue Tasks for all members
of the managers’ team. The information is grouped by assignment or task.

Home Finance Logistics Policies and Procedures Sales Search this site o

DocRead Reports

UnitedExports

Site Reading Dashboard
Site Reading Report

Readership Type:
QO € ¢ of 1 % || Export to the selected format [w] Export @ & g

Site Receipts Report
Audiences Report

Team Reading Dashboard

Team Detail Report WManager's Name : Marilyn Monroe Report Date: 07/31/2013 12:10:35
ReadershipType: Required

Reading status distribution

Status # Tasks
Assigned 15
Completed ] Overdue
Deleted 0 Assigned
Overdue 3
Total: 18
Top assigned readings
Document Title Document ID # Tasks
Alcohol and drug abuse policy 1 3 Aleehel and drug abuse policy
Bribery Act Compliance 8 2 Bribery Act Compliance
»
Computer Use Policy . 5 Computer Use Falicy
® Confidentiality Agresmen 4
Confidentiality Agreement 10 3
B Fire Exits
Fire Exits 9 3
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Drill through to find more information in the Team Detail report is available by clicking on the
particular document / assigned task that you are interested in.

10.2 ‘“Team Detail Report’

If you arrive at this report by drilling through from the dashboard, the report will be filtered on
the selected task only. Selecting this report from the reports menu will generate a report that
includes all tasks for all team members.

Home Finance Logistics Policies and Procedures Sales Search this site ye)

UnitedExport
RIS DocRead Reports

Site Reading Dashboard

Site Reading Report
Document Title: Alcohol and drug abuse Document I0: [

Site Receipts Report

Reading Status: Al Readership Type:

Audiences Report v v
Maximum Number of Rows: 100 Sert Column: Document Title

Team Reading Dashboard

Team Members Dashboard Soif. Direction:

Team Detsll Report Q6 K< o1 B PI[Eport to the selected formet ] Bxport & & Tgl

Team Detail Report

Manager's Name : Marilyn Monroe Report Date:  07/31/201312.19:13
Reading Type : Required Status: All
Staff Name User Title Status Created Due Completed  Audience
Mark Masters sp2013\mark.masters Alcohol and drug abuse policy Assigned 713112013 2712014 All Users Group
Mike Masters 5p2013\mike.masters Alcohol and drug abuse policy Assigned 713112013 272014 All Users Group
Mike Masters sp2013\mike.masters.1 Alcohol and drug abuse policy Assigned 713112013 172772014 All Users Group
Team Detail Report Page 10f 1 DocRead Reporting

10.3 ‘Team Members Dashboard’

This report is similar to the ‘Team Reading Dashboard’ however the information is grouped by
team member rather than by the task.

Home Finance Logistics Policies and Procedures Sales Search this site Pel

UnitedExport
MIEORPOTE " DocRead Reports

Site Reading Dashboard
Site Reading Report

Readership Type:

Site Receipts Report

Audiences Report QO | ¢ of1 » D|[Export to the selected format [v] Export @ @& Gd

Team Reading Dashboard

Team Members Dashbosrd Team Members Dashboard

Team Detail Report Manager's Name : Marilyn Monroe Report Date:  07/31/2013 12:22:37

ReadershipType: Required

Reading status distribution

Status # Tasks
Assigned 15
Completed 0 § Overd
Deleted 0 u Pssigned
Overdue 3
Total: 12
[Top assigned readings
User Name Preferred Name # Tasks
Sp2013\mark masters lark Masters 5 i
sp2013imike.masters. Mike Masters. 5 \ _‘
sp2013mike.masters.1 Mike Masters.

) sp2013mike. masters.A

Drill through from this report will result in a “Team Detail Report’ filtered by the person
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UnitedExports

Site Reading Dashboard
Site Reading Report

Site Receipts Report
Audiences Report

Team Reading Dashboard
Team Members Dashboard
Team Detail Report

Heme Finance Logistics Policies and Procedures Sales

Search this site o

DocRead Reports

Document Title:

|

Document Title v

Reading Status:

Readership Type:

Maximum Number of Rows:

Sort Column:

Sort Direction:
lo o K< 572 Dl Expor o the sleced et | SRR |
|

Team Detail Report

Manager's Name : Marilyn Monroe ReportDate:  07/31/2013 12:29.24

Reading Type : Required Status: All

Staff Name User Title Status Created Due Completed Audience

Mark Masters sp2013mark.masters Accident reporting policy Overdue 71292013 Ti30/2013 All Users Group

Mark Masters. 5p2013\mark masters Alcohol and drug abuse policy Assigned 713112013 112712014 AllUsers Group

Mark Masters sp2013\mark masters Bribery Act Compliance Assigned 71312013 112712014 All Users Group

Mark Masters sp2013\mark.masters Computer Use Policy Assigned 71312013 8112013 All Users Group

Wlark Masters sp2013imark masters Confidentiality Agreement Assigned  7i31/2013  127/2014 Al Users Group

Mark Masters. 5p2013\mark masters Fire Exits Assigned 713112013 112712014 All Users Group

Team Detail Report Page 1 0f 1 DecRead Reporting
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11 Reading Receipts

Positive receipts are generated when a user self certifies that they have read and understood
a document and agree with the Terms and Conditions statement associated with the task.

Reading Receipt | B

Receipt Nbr: 4

Created On: Ti31/2013 11:15 AM
Assigned To: 5p2013\demo.admin

|lssue Reason: Reading completed

Helen This document cerifies thatthe user "sp2013idemo.admin” has confirmed reading the document
"Computer Use Policy” on the date: 7/31/2013 11:15:07 AM.

Reading Task Details:
Created:  7/31/2013 Due: &M/2013 Completed: 7/31/2013

Document Details:

ID: 4 Version: 1 Audience: All Users Group
Title: Computer Use Policy

Mame: Computer Use Policy.doc

url: hitp:portal.unitedexports netDocuments/Computer Use Policy doc

Agreed Terms and Conditions:

Helen You are required to read this document. After reading the document tick the box below and click
Confirm. | hereby confirm that | have read the document that is linked from this page.

Negative receipts are created if a user has not completed a task before it is deleted from their
reading list. Tasks can be deleted manually by an administrator or automatically by DocRead
should the task no longer be relevant to the user (the user could have been promoted, moved
departments or left the company for example).

Reading Receipt B

Receipt Mbr: 16

Created On: Ti31/2013 140 PM H
Assigned To: sp2013sally.shields
Issue Reason: User left audience

Helen This document confirms that the user "sp2013isally.shields™ has failed to complete the task to
read the document "Accident reporting policy™

Reading Task Details:
Created:  7/31/2013 Due: &/72013 Completed:

Document Details:

a3 2 Version: 1 Audience; All Users Group
Title: Accident reporting policy

Name: Accident reporting policy docx

Url hitp:Mportal unitedexports netDocuments/Accident reporting policy. docx
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12 Support

We hope you have found this guide easy to follow and have successfully assigned documents
to groups of users and are monitoring their acceptance!

Please refer to the knowledgebase articles here https://www.collaboris.com/knowledgebase/
in the first instance and if you still can’t solve your problem, please raise a help ticket here:
contact us at https://www.collaboris.com/support/ with your licence key and support package
details and we will be happy to assist you.
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