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What you need to know before reading this Document z Please read me first

This document is intended toe a high levebverview ofsome of theDocument Libraryeatures in
Windows SharepointServices3.0 (WSS 3.0)This documenis not intendedo teach you those features.

This document will attempt to clarify whether you need the Office 2007 (Word, Excel, etc.) in order to
take advantage of a feature or whether Office 2003 will work as well. Some features do not require the
use of Office products and therefotikee Office productsre not listed.

This document will be updated whenever we find some additional informatioe®agsy
inconsistencies in what we have written.

If you see anything that is incorrect, confusing, or ambiguous, please let us know so that we can
continually improve this document for yourself and othe¥su can reach us at:

AccessIG, Inc.

248 Columbidurnpike, Florham Park, NJ 07932
1.973.360.0750

support@accessig.com

WWW.accessig.com

Note: Please continu¢hroughti KS y SE( & SOdilAirya SiyriSh itf NPedgRedd 6 A G K CA
me Seconé then feel free to read the rest of this document in any order you choose.
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7TEAO08 O OEA OFdd Shdrek i Read En® Second
The initial ProblemFinding a Document in a file share can become a daunting task since yat are n

presented with much useful information in Windows Explorer.

Basically, you wileethe Document Name, Type, Date Modified, Date created, and Date accessed. Once
the share grows to dozens, hundreds, or even thousands of documents, and weeks, modtysaemn
pass before you need tind a particularR 2 OdzY Sy (1 ¢ SEX &EQ& SyiXn RdZ&id al @

& *\Filesvr-1'FContracts

J File Edit ‘“iew Favarites  Tools  Help ‘ i
J G Back - \_/I r 1]‘ /.. ) search Folders = (3 x n | El v

J.ﬁ.ddress I":' 1\ Fileswvr- 1\ FiConkracks j xd 5°
Mame = | Size | [ate Modified | Date Created
@QBC Comparry Lease Agreement 01102009 Expires On 12312009 as of 01072009, doc 24 KE 1/14/2002 11:... 5/7[2003 3:50 PM
@ABC Company Lease Agreement 01102009 Expires On 12312009 ver B.doc 22KB  1)23/2002 5:2... 5)7f2009 3;50 PM
@QBC Comparry Lease Agreement 01102009 Expires On 12312009 version &.doc ZIKE  1010/2002 5:2... 5/7[2003 3:50 PM
@ABC Company Lease Agreement 01102009 Expires On 12312009, doc 23KE  1/14/2002 1:4... 5)7/2009 3;50 PM
] avo11209.doc Z4KE 1)23/2002 Z:1... 5{712009 3:50 PM
IE_IJ'COI:II1‘.:JI:I'SI.I:IC||: 24 KB 1j23/2002 2:1.., 5JF[2009 3:50 PM
B conzzz09,doc Z9KE 5/17/2002 9:5... 5{7/2009 5:50 PM
IE_IJ'COI:ISEI‘H:I'SI.|:|cu: 24 KB 1)9j2002 5:08 .., 5/7/2009 3:50 PM
B con41609,doc Z3KE  2)22/2002 3:5... S{7/2009 3:50 FM
IE_IJ'COI:ISEI?EI'SI.|:|cu: 24 KB 1)23/2002 3:1.., 5JF/2009 3:50 PM
B cons1209,doc Z6KE  7/23/2002 11:... S{7/2009 3:50 PM
@EUMZSD‘B.dDE 23KB 1j10/2002 11:.., 5fF/2009 3:50 PM

Totry to overcome thiproblem&d 2 YS LIJS2LJX S GNB G2 YIF 1S dzLJ aayYl NlLé y
GKS® Yl @& gAYR dzLlJ 6A (K &2 YAgierenyt 1102009 Bxpires®Oh . / [/ 2 YLI ¥
MHOMHAIANGDE P

Unfortunately, if the document is negotiated and there are several versions, the name gets even longer
FYR AF @2dz R2y Qi KI @S &l yRINR YIYAy3d 02y @SyiGAizya

G!' ./ 1 2YLI MBSYSYaSnumudnunndg 9ELIANBE hy mMHomMHAnd @S
a! ./ /2YLIlye [SIF&aS ! ANBSYSyYyl nmmnunnd 9ELIANBA hy
a! ./ /2YLIlye [SIF&aS ! ANBSYSyYyl nmmnunnd 9ELIANBA hy

Now, to find the most current version of the documeydur only recarse is to open each document
and study them to determine which is the final negotiated lease.

Some of the otheproblems youmayface inusingaFile $are are:
1 Securityg every time you need different sets of people to have accesffterent sets of
documents, you need ITto setupanewshfr@ YSGAYSA L¢ OFyQd 3ISH G2 @
timely a manner as you would like.
Two people potentially working on the same document at the same time.
Not knowing whether someone else is working on a documeningad to work on.

= =
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T YSSLIAyYy3a GNIO|l 2F OSNERAZ2YA YR 0SAy3 FofS G2 aN
1 Making sure a document has the proper approvals prior to being sent to a customer or
published to employees, etc.
1 Knowing when a document has beeradged, added, or deleted.
1 No way to easily automate Document Approval or Document Archiving

Every one of these problems is time consuming and costlygefficientexecutionof your business
responsibilities

This document will step you through how Seointovercomes these problems amelps you to gain
control over your Documents.

Copyright © 2007 AccesslG, Inc. ALL RIGHTS RESERVED. Page5 of 21
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How Sharepoint Fixes Your File Share Problems

{KFENBLR2AYOG Ffft2¢a @2dz G2 0l (ebyoi, e user, dentetheNIi ¢ Yy I YAy 3
Document Librargandd t NPALISANEDI  drghnizi j8eitify, and securgrour documens.

You can make any of theget NB LISNIIA Sa¢ YIyRFIG2NE a2 GKIG &2dz | NB
whenever a document is stored in a Sharep@wocument Library

Here is what our File Share woudibk like in a Sharepoimocument Library

Instead of multiple doegments we
now have a Version Number an

Our Document all older Versions are accessible We now know More importantly, we
name has been I +SNBA2Y | A& when the lease know when the lease
shortened tSNEAZ2YAYIE started terminates

= Top Motch Agreements > Lease hgreements

SEthngs *'*
MName Lease Start Date

1/10/2009

Version Description of Lease Lease Company Mame Expiration Date

12/31/200

ABC Company Lease Agreement 3.0 Office Space in NJ ABC Company

W) avo11209 it FoshibaeCapy Foshita e 4/13/2009
|£__|’| CO011909 1.0 Pitney Bowes Stamp Machine  Pitney Bowes \Inc, 382009 4/7f2011
|£__|’| Co022200 1.0 Dell File Server Dell Leasing, Inc. 7f15/2008 7{16 2009
|£__|’| CO030409 1.0 2008 Savanna GMC Van Thompson Holdyngs, LLC  2/20/2005 2212010
W) coo4608 1.0 Office Space in NY Offices Unlimited, LLC 11/10/2007 11/11/2012
|£__|1 CO050709 1.0 Office Furniture Rent-A-Office, The. 11112007 11122012
B coos1209 1, HP Copier in NY HP, Inc. 10/25/2008 10/26/2011
EIJ ELIDZ22809 1. Front Office Workstations Dell Leasing, Inc. 5/1/2009 5/2/2010
We have a We have a place fo
Description of what the full name of the
the document is leasing company

In Sharepoint you can sortby any one cddhS Gt NP LISNII A S&a¢é¢ o0& aAavYLi e Of A01

In addition you can filter on anyproperty. For instance, if you wanted to seejuhose documents that
were withoDell Leasing, Incyou would just select that filter in the filter options menu.

Copyright © 2007 AccesslG, Inc. ALL RIGHTS RESERVED. Pageb6 of 21
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Alerts z Sharepoint will email you when Documents Change
Alerts are a way for Sharepoint to proactivelyyeti know when the status of @ocument Librarpr a

specific Document has changed.

Alerts on a Document Library
2 KSy

New Alert

Use this page to create an e-mail alert notifying you when there are changes to the specfied item, document, list, or lbrary.

View my existing alerts on this site.

Alert Title

Enter the title for this alert. This is incduded in the subject
of the e-mai notification sent for this alert.

Send Alerts To

You can enter user names or e-mai addresses. Separate
them with semicolons,

Change Type

Spedfy the type of changes that you want to be alerted
to.

Send Alerts for These Changes

Spedafy whether to filter alerts based on spedfic ariteria.
You may also restrict your alerts to only indude items that
show in a particular view,

When to Send Alerts
Spedify how frequently you want to be alerted.

@ 2dz & a dzo én@ Rdcanterst Likfadyoulwill Bed@sented with the following options:

[ ok || cance
Ehared Documents
Users:
Anna Edson
& w

Only send me alerts when:
9 Al changes
) New items are added
_) Existing items are modified
) Items are deleted

*) Web discussion updates

Send me an alert when:
@) Anything changes
Someone else changes a document
Someone else changes a document created by me

() Someone else changes a document last modified by me

©) Send e-mail immediately
Send a dally summary

Send a weekly summary

You can choose to be Alerted oacument Libraryn total or aparticular Document when

1 Anything (All)changes

Copyright © 2007 AccessIG, Inc. ALL RIGHTS RESERVED.
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New items are added

Existing items are modified

Items are deleted

Someone else changes a document

Someone else changes a document created by me

I Someone else changes a document last modified by me

=A =4 =4 =4 =9

Youcan choose to be alerted:
1 Immediately
9 Daily with a summary of changes
1 Weekly with a summary of changes

Copyright © 2007 AccesslG, Inc. ALL RIGHTS RESERVED. Page8 of 21
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Alerts on a Single Document

2 KSy @2dz aadzoaONARO6Se (2 FftSNIa 2y | {Ay3afS 520dzyS
New Alert

Use this page to create an e-mail alert notifying you when there are changes to the speafied item, document, list, or library.

ew my existing alerts on this site
oK | [ cancel |

Alert Title B — .
e . " hared Documents: KenMcGintyExecuti
Enter the title for this alert, This is induded in the subject of the e-mail Y
notification sent for this alert.
Send Alerts To Users:
You can enter user names or e-mail addresses. Separate them with semicolons. Ann n
Send Alerts for These Changes Send me an alert when:

Spedfy whether to filter alerts based on spedfic aiteria. You may also restrict
”

" " 2 @ Anv :
your alerts to only incude items that show in a particular view. Anything changes

Someone eise changes a document
Someone else changes a document created by me

Someone else changes a document [ast modified by me

When to Send Alerts
Spedfy how frequently you want to be alerted, 9 Send e-mail immediately
Send a daily summary

Send a weekly summary

ok | conce |
You can choost® be Alerted on a Document Library in total or a particular Document when:

Anything (All) changes
Someone else changes a document
Someone else changes a document created by me

Someame else changes a document last modified by me

—a == —a —=

You can choose to be alerted:
1 Immediately
9 Daily with a summary of changes
1  Weekly with a summary of changes

Copyright © 2007 AccesslG, Inc. ALL RIGHTS RESERVED. Page9 of 21
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Email z Any Document Library can be given an email address and have email
sent directly to it.

Youcan assign an email address to @gcument Librargnd email to it directly.

An example for using this feature would be a Salesperson who is in the field and does not have access to
any computer for updating critical sales information he/she has justived. ADocument Librargan

be set up where he/she can email fraan email enabled phone to the Libraihis ensures that the

email is preserved in a Knowledge Base accessible by anyone with permissions to theAlityamng.

with Alerts on the Libraryould receive notification that there has been a new email added.

Administrative staff can route the new information appropriately.

Incoming E-Mail Settings: Sales Field Updates emails

|Use this page to change the e-mail settings of this document library. You can set the e-mail address for this document library, choose to save or discard e-mail
attachments, and set e-mail security policy.

Incoming E-Mail Allow this document library to receive e-mail?
Specify whether to allow items to be added to this document library through e- ®ves Ono
mail. Users can send e-mail messages directly to the document library by using
the e-mail address you specify. E-mail address:

MOsSmail (Baccessig.com
E-Mail Attachments Group attachments in folders?
Specify whether to group attachments in folders, and whether to overwrite (® save all attachments in root folder

existing files with the same name as incoming files.
O 5ave all attachments in folders grouped by e-mail subject

(O save all attachments in folders grouped by e-mail sender

Cverwrite files with the same name?

O Yes @' Mo
E-Mail Message Save original e-mail?
Specify whether to save the original .eml file for an incoming e-mail message. ®ves O
E-Mail Meeting Invitations Save meeting invitations?
Spedfy whether to save e-mailed meeting invitations in this document library. Oves ®No
E-Mail Security E-mail security policy:

Use document library security for e-mail to ensure that only users who can

; - ; - ) Accept e-mail messages based on document library permissions
write to the document library can send e-mail to the document library.

() Accept e-mail messages from any sender
Caution: If you allow e-mail from any sender, you are bypassing the security
settings for the document library. This means that anyone could send an e-mail
to the document library's address and their item would be added. With this
option turned on, you are opening your document library to spam or other
unwanted e-mail messages.

Document attachments are also added to thecument Librarpased on the option selected in the
setup:

i Save all attachents in theDocument Library
1 Save all attachments in folders grouped bsnail subject

9 Save all attachments in folders grouped byail sender

Copyright © 2007 AccesslG, Inc. ALL RIGHTS RESERVED. PagelOof 21
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Security Permissions z Set by Userson Documents Libraries , Documents, and
Folders

Users can assigPernissions tabocument Library as a whole, & Individual Document or Folder in a
Document LibraryPermissions on a Document override the permissions DPo@ment Library

W55 3.0 Site > Proposals
Proposals

Share a document with the team by adding it to this document library.

Mew ~ | Upload ~  Actions -~ Settings + View: All Documents -

Type MName Modified | Modified By Approval Status
E’l_] | Proposal_2007_03_01 ! new - | 6/23/2007 10:33 AM AIGDEMO‘\Administrator Pending

View Properties

Edit Properties
Manage Permissions {:;2
Edit in Microsoft Office Word

Delete

X (B o &l

Send To 3
Convert Document 4
Approvefreject

Ched: Out

Version History

@k B i

Workflows

Alert Me

If you have Folders in yolrocument Librarythen Document permissions overedrolder permissions,
and Folder permissions overrid@mcument Librarpermissions.

WSS 3.0 Site > Proposals

Proposals

Share a document with the team by adding it to this document library.

Mew =  Upload ~  Actions - Settings + View: All Documents -
Type MName Modified ) Modified By

L3 [ Proposal Notes - | &/28/2007 1:43PM AIGDEMO'anna edson

F_ﬂ] Proposal_2007_03_01 ! Hew View Properties &/23/2007 12:24PM AIGDEMO\anna edson

r_ﬂ] This is a test document ! HEW J Edit Properties &/28/2007 12: 17 FM AIGDEMO\anna edson

=)

—'1;3 Manage Permissions {h_’J
K Delete
|~ | Connect to Outlook

Alert Me

Copyright © 2007 AccesslG, Inc. ALL RIGHTS RESERVED. Pagellof 21
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Versioning

Content Approval z Require Documents be Approved prior to Publishing on your site.
Supported by WSS 3,.0ffice 2007, Office 2003

Content Approval requirea second person to either approve or reject a docuneaided to a
Document LibraryThis feature can be turned on or off for eddbcument LibraryContent Approval
has three conditions: Pending, Approved, or Rejected.

In aDocument Libraryhat has Contat Approval turned orif anydocument isuploaded or createdr if
any of its Propertie§i.e. Title, Modified, Modified By, et@ye changedit isautomatically put into a
Gt SYRAY 3¢ | LILINR Gt {GF Gdzao

WSS 3.0 Site > Proposals

Proposals

| Share a document with the team by adding it to this document library.

‘ New ~ Upload ~ Actions ~ Settings v View: All Documents <
igl_] Proposal_2007_03_01 ! new 6/28/2007 8:14 AM AIGDEMO\anna edson Pending

|
The document will remain in theending state untiit is approved or rejected by someone who has

permission to approve it.
WSS 3.0 Site > Proposals

L ., ) ) Proposals
| “ PRI o _
', y.? Iizz,_, 9 qZY’S y- ua N UKk . kN Share a document with the team by adding it to this document |
awS e S O vishReonlyltd\tie people with e P, e e —
permissiorsto view drafts.
] | Proposal_2007_03_011mew -
Anyone without Permissions tview drafts will View Praperties
not see the document listed in the Document [ EditProperties
Library. :l_"_j Manage Permissions
hﬂ Edit in Microsoft Office Word
H . Delete
To Approve or Reject a document you click on t x SEEdT X
PPN A A = 4 A end To
a! LILWINRP OSKwWS2S0Oué€ asSyd 8| convert Document \
% Approvejreject k
_h Check Out
]| Version History
({/} Warkflows
Alert Me

Copyright © 2007 AccesslG, Inc. ALL RIGHTS RESERVED. Pagel2of 21
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You check the appropriate button next to Approved or Rejected aundcgnthen enter comments as to
the reason fotthe Approvalor Rejection.

WSS 3.0 Site > Proposals = Proposal_2007_03_01 = ApprovefReject

Proposals: Proposal_2007_03_01

Use this page to approve or reject submissions. Mote that rejecting an item does not delete it, and that users who know the exact URL of a rejected item can still view
it. Learn about requiring approval.

Approval Status

Approve, reject, or leave the status as Pending for others with the Manage Lists ! Approved. This item will become visble to all users.

permission to evaluate the item. . Rejected. This item will be returned to its creator and not appear in

public views,

. Pending. This item will remain visible to its creator and all users with
the Manage Lists permission,

Comment

This document looks OK to me. -
LUse this field to enter any comments about why the item was approved or rejected. —I

[

Copyright © 2007 AccesslG, Inc. ALL RIGHTS RESERVED. Pagel3of 21
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Document Versioning - Maintain Major and Minor Version History with Restoration Options

Supported by WSS 3,.0ffice 2007, Office 2003

Versioning eables you to store, track, and, if necessaegtoreearlier versions of documentin a

Document Library

Document Version History

Both major and minor versioning is supported. ¢
complete version history is kept and older
versions ca be reinstated.

whether & version is created each time you edit a file in this document library.

Create 3 version each time you edit a file in this document
library?
{* Mo versioning
{ Create major versions
Example: 1, 2, 3, 4
{~ Create major and minor (draft) versions
Example: 1.0, 1.1, 1.2, 2.0

Optionally limit the number of versions to retain:
[= Keep the following number of major versions:

—

r Keep drafts for the following number of major
VErsions:

WSS 3.0 Site > Proposals
Proposals

Share a document with the team by adding it to this document |

MNew =~ Upload =  Actions ~ Settings ~

Type MName
. .. . @EI | Proposal_2007_03_01 1 HEw -
You have the option to limit the number of majo —
versions and drafts of major versions. A EditProperties
91;3 Manage Permissions
Versions are also imposed when Document i e o= ee
(=12
Library Properties are changed. For instance, if Send To v
you were to change the Title of a Document it B | Convert Document b
. Check I
would be treatedthe same as if you made a f e
L&y | Discard Check Out
change in the Document itself. B Version History I
& | Workflows
Alert Me
Versions saved for Proposal_2007_03_01.docx
All versions of this document are listed below with the new value of any changed properties.
Delete All Versions
Mo, 4 Modified Modified By Size Comments
4.0 6/28/2007 10:21 AM AIGDEMO‘anna edson 58.2KB  Added some customer information.
Title Propasal for Young Technologies - 2nd Submittal
3.0 6/23/2007 9:56 AM AIGDEMO'anna edson 58.2KB  Added some customer information.
2.0 6/28/2007 9:37 AM AIGDEMO‘anna edson 57.9KE Al relevant information concerning our company has been added to the propasal.
1.0 6/28/2007 8:14 AM AIGDEMO'anna edson 57.9KB
Title Propasal for Young Technologies - 1st Submittal

Copyright © 2007 AccessIG, Inc. ALL RIGHTS RESERVED.
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Mandatory Document Check In / Check Out z Make sure only one person modifies a document
at a time

Supported by WSS 3.0ffice 2007, Office 2003

Mandatory Check In / Check Out can be turned on or off doeument Libraryif it is off, then Check In
/ Check Outd optional, but still available on the Documeitbp down menu

When checlout is requireda documents checked out automatically veh someone opens it for
editing. If the document is already checked out thdretediting commands notifyouthat the fileis
checked out.

WSS 3.0 Site > Proposals
Proposals

Share a document with the team by adding it to this document |
Mew ~ Upload ~  Actions - Settings *

ype  MName

9] | Proposal_2007_03_01 !rew -

View Properties
3_3 Manage Permissions ; _
i8]  Editin Micosoft Office W-:r.j{EJ \:{’} “fou arijea?nt;m tDDz:ieczIEDD;lt Dagdn.?ld;;j“
K| Dekete From: aigderﬁn -
Send To 4 .
52| Convert Document b ™ Use my local drafts folder
% | Approvejreject
fq CheckOut Ok |
‘J] Version History
QLSEE Some files can harm your computer. [fis information looks
Alert Me suzpicious, or vou do not fully trust the source, do not open the file.

When adocumentis checked out, no one can edit it except the person who checlad.it

¢ KS R 2 OidaNi§ tfidilibrdry changes to indicate that the file is checked B When you rest
the mouse pointer on the checkealit icon,the name of thedocumentcheckedout appearsin the
ScreenTip.

Changes that someone makes tDacument or itdPropertieswhile it is checked out are not visible to
others until theDocumentis checked back in.

Copyright © 2007 AccesslG, Inc. ALL RIGHTS RESERVED. Pagel5of 21
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When you check in document you are pompted to enter comments about the changes that you
made. Ifthe Document Libraryracks versions, the comments become part of the version history.

W55 3.0 Site = Proposals > Proposal_2007_03_01 > Check In

Check in

Use this page to check in a document that you have currently checked out.

Document Check In

ing in this version?
Other users will not see your changes until you check in. Specify options for e
checking in this document. Cives @ Mg
Comments Comments:

Type comments describing what has changed in this version.

Copyright © 2007 AccesslG, Inc. ALL RIGHTS RESERVED. Pagel6of 21
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Workflow z Automate Business Rules for Document Handling
Supported by WSS 3.0

Workflow is supported throughout the Sharepoint product line.

Workflow is the ability to define, fedule, and automate multiple tasks for a giveacument Librargr
individual Document. For instance, a Purchase Requisition may be required to be reviewed by your
immediate supervisor before it is sent to Accounting for their approval.

Workflow can be sdal or parallel. A serial Workflow is when each task must be completed prior to
starting the next task. Parallel Workflow can start two or more tasks at the same time and will wait for
all the tasks to finish prior to starting the next task.

WSS 3.0 Site = Proposals > Settings > Workflow settings > Add or Change a Workflow

Add a Workflow: Proposals

IUse this page to set up a workflow for this document library.

Workflow Select a workflow template: Description:

Select a workflow to add to this document library. If the Routes a document for approval. Approvers
workflow template you want does not appear, contact Collect Feedback can approve or reject the document,

your administrator to get it added to your site collection Collect Signatures reassign the approval task, or request

or workspace, Disposition Approval changes to the document.

Name Type a unigue name for this workfiow:

Type a name for this workflow. The name will be used to ITime Sheet Approval Workflow

identify this workflow to users of this document library,

Task List Select a task list: Description:

Select a task list to use with this workflow. You can select |Ta cks ;l Use the Tasks list to keep track of work that
an existing task list or request that a new task list be you or your team needs to complete.
created.

History List Select a history list: Description:

Select 3 history list to use with this workflow. You can
select an existing history list or request that a new
higtory list be created.

Workflow History list for workfiow.

Start Options

¥ allow this workflow to be manually started by an authenticated user with Edit Items Permissions.
Spedfy how this workflow can be started.

r Require Manage Lists Permissions to start the workflow.

a major version of an item.

I_ Start this workflow to approve publishin

['s]

™ start this workflow when a new item is created.

" Start this workflow when an item is changed.

WSS 3.bas one prepackaged Workflowall Threestate workflow Thisworkflow is a serial workflow
which will progress through three tasks.

CustomWorkflows can be created by your IT staff and added to your Sharepoint site.
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Advanced Features

Content Types z Allow Multiple Types of Documents in a Single Document Library

Supported by WSS 3(@artial)

Cortent Types allow you to stordifferent Types of Documents in a sinflecument LibraryEach

Content Type can have:

For example, the followinBocument Librarg | a

Qeam Site > Opportunity Documenks

Opportunity Documents

Mew =  Upload =  Actions = Settings *

Type  Content Type Mame Zuskamer

@ Coorespondence  KeyPersonnellist Inktercepk Syskems,
Inc.

@ Coorespondence  ListOFReferences_b Intercept Systems,
Inc.

T RFQs Co_RFQ_99.4576_125 Inkercepk Systems,
Inc.

@ Proposals InterceptProposal0S 122007 Inktercepk Syskems,
Inc.

@ Proposals YoungProposalld 122007 Young Aerospace
Corporation

@ Coorespondence  ListOFReferences Young Asraspace
Corparation

hﬂ Presentations Market_analysis ‘foung Aerospace
Carporation

'E RFQs RFQ_01_17)2007 Young Asrospace
Zorparation

When you want to create a New
Document, you are given the choice
of the Type of Document so that the
proper Template and rules can be
enforced.

Copyright © 2007 AccessIG, Inc. ALL RIGHTS RESERVED.
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(MS Word) , Presentations (MS PowerPoint), and Proposals (MS Word).

Yiew: Summary
Opporkunity Modified
ABS Short Range Radar Intercept Unit 6/26/2007 4:35 PM

ABS Short Range Radar Intercept Unit 6/26/2007 4:33 PM

ABS Shott Range Radar Intercept Unit 6/26/2007 4:59 PM
AB5 Short Range Radar Intercept Unit 6/26/2007 5:05 PM
SIC59300 Satelite Integrated 6/26/2007 5:01 PM
Cormmunisakions Syskem
SIiC59300 Satellite Inteqrated 6/26/2007 4:34 PM
Cormmunisakions Syskem
51259300 Fatellite Integrated 6/26/2007 5:02 FM
Communisations Syskem
5159300 Satelite Integrated 6/26/2007 4:59 PM

Cormmunisakions Syskem

Team Site > Opportunity Documents

Opportunity Docume

Yiew =
Modified By

Adriniskrator
Adrrinistrator
Adrninistrakor
Adrinistrator
Adrrinistrator
Adrriniskratar
Adrministrator

Adrmiristrator

nts

PE] Jl‘n] Upload = Actions = Settings *

q
[[w | RFQs
1= Create a new RFOs
[wi| Coorespondence
1= Create a new Coorespondence

i3, | Presentations
Create a new Presentations

@' | Proposals
1= Zreake a new Proposals

EOi
Folder
i #dd a new Folder ko this document 7
libr &ty
[T | Coorespondence  ListCOFReferences
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You can view eaclype ofDocument withits own setof properties
Here is eacflype ofDocument shown in their own view with just their own properties:

Team Site > Opportunity Documenks

Opportunity Documents

Mew - Upload - Actions - Setkings * View: | Customer RFQs -

Type  Mame Zuskamer Opporkunity Dake Received  Customer Contact  Salesperson Lead

'3 Co_RFCQ_99.4576_12a Intercept Systems, Inc.  ABS Short Range Radar Intercept Unit 2M12f2007 Sam Hickman Thomas Grasson

'E RFG_01_1732007 Young Asraspace S1C59300 Satelite Integrated 1117§2007 Carole Devon Michael Morris
Zorporation Communisations System

Team Site = Opportunity Documenks

Opportunity Documents

Mew =  Upload = = Actions = Settings - Yigw: Coorespondence -

Type Mame Cuskamer Cpportuniky [ake Sent Sent To Fallovmup Date
h_!IJ KevPersonnellist Intercept Systems, Inc. ABS Short Range Radar Inkercept Unit 3102007 Sam Hickman  3f14/2007
f!lj ListOfReferences_b Intercept Svstems, Inc, ABS Short Range Radar Intercept Unit 32/2007  Sam Hickman  3j25/z2007
h_!IJ ListOFReferences Young Aerospace S1C59300 Satellite Integrated Communisations 2125/2007  Carole Devon

Corporation System

Team Site = Cpportunikty Documenks

Opportunity Documents

Mew =  Upload =  Actions = Settings -

Yizw: Presentations 2
Type  Mame Cuskomer Dpportuniky Presentation Crake
hﬂ Market_Analysis Young Aerospace  SIC59300 Satelite Integrated 371372007 Kirk Grayson, Glenda Both Kirk and Glenda agree with
Corporation Communisations Syskem Jones, Tylor our analysis, Tylor will need more
Erglesiood convincing.
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