TM Master 2.655

Document
Handling

Document Handling: What's it

For? 3
Getting Started with Document

Handling 7
How to Notify Personnel of New

Documents 17
How to Track Progress in Document

Reading 21
How to Set Rights to

Documents 31

“How-to” for Users Required/Recommended to
Read a Document 34




Document Handling: What's it FOI?.... ..ttt ettt e et e e st e e s s vt e e s sbeeeessbeeaessanes 3

Before You Begin: Enable Document Handling........coccuveiiiiiiii it eree e e e 5
Getting Started with Document HandliNg .........oeeieiiiiieieeece ettt e e e 7
Y Yo T Tod o= € R 2= o £ 10
Getting Overview of Files on TM Master v2 Database: OWNerTYPeS....cccccvevecveereerieeeeerieeeeerveeeeeeveeas 11
Importing Files and Working with them: QA HandbooK..........c..ccueiiviiiiiiiiiiiciecceec e 13
HOW £0 IMPOIt FIlES? . .eiiiei ittt e e e et e e s ee e e s eabee e s esabeee s esabeeessnnreeas 13
Distributing Imported Folders With FIleS .........cociiiiiiiie e e 15
How to Request User/Group to Read all Documents in the Folder........c.cccoveeieieciieccee e, 17
How to Delete the Imported CONENT? .........eiiiiiiee ettt et e e e e e s e eara e e e e areeas 18
Adding a File to Different MOAUIES.........ocuiiii it e e e e sbae e e e 20
Tracking Users Reading Progress: Documentation Administration.........cccceeeeviieeeeeeeiiciiiiieeeeeeeeecinns 21
oo [T o =g T =TS 22
Managing your Files: File Metadata tabs and File Properties Window ..........cccccoveeeeiiieeecciieee e, 24
(CT=T 0 =Y o | IO OO OO U PO SVR U PTOPPTOPROPRR 25
L@ Lol ol U1 /=T o ol 1P PPPTP 26
FIlE VBISIONS ettt ettt ettt ettt e sttt e bt e e sabe e s bt e e subeesabeeesnbeesabeeesabeesabeesnbeesabeeennns 26
DISTIIDULION ettt ettt e st e e s bt e s bt e e sabeesabeeesabeesabeesnbeesabeeenanes 27
2L Lo [T ol I ] PP PR PUROTR 30
oo [T o= a4 o] SR 31
(0 0T g V=T Fo Y= 31
LOCAEION...c ittt s 32
VIBWING FIlBS iiiii ittt e et e e et e e e e et e e e e eabeeeesaabteeeeanbeaeeesnseeeesanseaeeessteeesaseneesnses 33
Document Handling Features outside Document Handling .......c..ceovvciieiiiciiieiccieeecee e 34
“How-to” for Users Required/Recommended to Read @ DOCUMENT..........ccovieeeviieeiieeree et 34
Add £0 QA HANADOOK ...ttt sttt et b e st st st et be e 35
Editing and VIEWING FIlES .....vviiiiiieee ettt e e e tee e e et e e e et e e e e e abae e e e nbaeeeenreeas 35
F YT o T=] o Yo [ U PPUPRPO: 37
The Files WINAOW Gl .....coueiiiiiieiieiiese ettt ettt sttt re e s st sneeneesneesnne e 37
Owner Types and their Match in TM Master V2. .......ooiiiciiieiiiiiiecccieee et e e e s svae e e sseaee e 38
BUTEONS ..ttt e e e s s e s e e e e e e e s e n e e e renes 40



Document Handling: What's it For?
Use the Document Handling module as your central access and administration point for all your fleet
documents. Document Handling allows you to:

e Manually vs. TM Master organized view of your documents structures. (See Getting Started
with Document Handling for details.)
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e Overview of documents links conveniently arranged according to which owner type the
documents are connected. (See Occurrences for details.)
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e Granular user rights to documents TM Master: read, edit, delete, and admin. (See Editing
right for details.)
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e Easy notification of new comments and read progress control via special buttons “Request
read” and “Confirm read”. (See Tracking Users Reading Progress: Documentation

Administration for details.)
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e Distribution of documentation giving the user full control over the availability of individual

documents. (See Distribution for details.)
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e Individual versioning settings. (See File versions for details.)
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e Each user has their own personal overview of all relevant documents that may require their
attention. (See “How-to” for Users Required/Recommended to Read a Document for
details.)

@ Documents
6 Documents Required Read

é Documents Recommended Read

é Documents Confimed Read

6 Documents Updated After Opensd

6 Documents Updated After Confimed Read
é Documents Opened

é Documents Owned 1

Nlﬁlﬁ"-—llﬁg—


file:///C:/Users/anders.runningen.TEROMARINE0/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/2TCXJ2GU/How-to%23_

Before You Begin: Enable Document Handling

To start using Document Handling, enable the Document Handling feature in your TM Master office
installation.

To enable Document Handling:
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1. Ensure that your environment meets the following requirements:

a) Access rights
Your account is a member of the “Administrator” group in TM Master. (To check the user
membership, visit the Administration section.)

b) Office installation vs. ship installation
First enable Document Handling in the office installations (the Office Installation
checkbox is marked on System-> Settings -> the General tab), and then replicate this
setting to your ship installations.

c) License
Your license should allow the Tmv2_DocumentHandling module. (Check that
Tmv2_DocumentHandling is enabled in the Module overview list in System -> Settings.)

d) (If applicable) Using the SQL Server Filesystem feature
o The SQL Server authentication is enabled on the SQL Server.
o File location for documents must be on the same computer as the SQL Server.

2. Go System -> Settings, click the Documents tab and check the Use Document Handling
checkbox.

3. Define how the system should handle File UserRights for groups in the Document handling
groups Setting:
o UserGroupAndCrewType both group types should be available for use in the
system;
o UserGroup group types should be available for use in the system;
e CrewType crew types should be available for use in the system.

4. Click Save in the upper left part of the toolbar to save changes.

5. (If asked) Restart TM Master.
For the office installation, the Document handling feature will be enabled after program restart and
for unit installations -- after the first replication pass from the office.



To disable Document Handling:

e  Go System -> Settings, click the Documents tab and uncheck the Use Document Handling
checkbox.

Once you disable Document Handling:

e The Doc Handling features will be unavailable
e The access rights assigned to files will preserve, i.e. the files will stay read-only.

e Getting Started with Document Handling




Getting Started with Document Handling
To get started with the Document Handling module:

1. (If necessary) Check that the the Document Handling feature is enabled in your TM Master

system.

2. (Accessible for admin users only) Go Document Handling -> Overview to open the Document

Handling module.

3. Perform any of the steps listed below:

e Import your files onto the QA Handbook tab to further distribute them across your unit(s)

(Figure 1. Importing your files (the QA Handbook tab).)
e View vyour files available on your DB (using the Owner Types tab.) (Figure 2. Getting the

overview of TM Master files (the Owner Types tab).)
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Figure 1. Importing your files (the QA Handbook tab).

& Overview - TM Bounty Junior

QA Handbookd

E} Columns ‘ |5rF-J|::I::Hi5tc:r1.r - l

[EL AddFie... Copyfie |

Name -

- Check battery electrolyte
> Checks 200 hours
Dipslide test of fuel oil.

i Main check of pump unit
Majar Inspection

“.i Test watch alam system

File Name
0110 45 emplate Cheq

R

Owner | Cowne

Check battery electrolyte JobHi

gy ol - el

Figure 2. Getting the overview of TM Master files (the Owner Types
tab).

4. Once you can access your files on either of the QA Handbook or Owner Types tabs, use the

following control items to access the Document Handling features:

e Right-click menu of the tree on the QA Handbook tab -- to perform actions specific to
the imported files ( Importing Files: QA Handbook)
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e The right hand side pane functionality -- to access the most part of the functionality
(How to add a single file?, How to Add File To different modules/entities, File Metadata
tabs).

The File Properties window is available for any files within your TM Master system.
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e The Document Administration section -- to monitor how users, crew members progress
in reading documents they are required. (Tracking the Reader’s Progress :

Documentation Administration)

28 Documents Administration - TM Artic Challenger
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e Special Documentation section notifies users of new documents they are required to
read, or updates of documents they have already confirmed read. ( “How-to” for Users
Required/Recommended to Read a Document)
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e Special right-click menu is available for all files throughout TM Master to edit the file,

view details, or add it to QA Handbook is available for all users of your system (if not
restricted to certain users).
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Managing User Rights
(Requires SQL Server 2012 with Filestream enabled. Otherwise, despite user rights assignment, files
can be edited via Windows Explorer.)

By default, Document Handling provides following access rights to files within TM Master:

e “Admin” - this is a member of admin group in TM Master.

e “Owner” —this is any user who originally added the file or is set the “owner” of the file.

e  “Non-Admin” — these are any users of TM Master either requested/recommended to

read a document or any other users.

You can add more granular rights and lock the read, edit, delete functions to selected users (see
Editing right for details).

The table below summarizes these rights.

Table 1. User Rights in Document Handling Functionality.

Admin “Owner” Non-admin

Access to Document Handling \Vi

Access to files in other than Document \Vi \V V
Handling module

(if not locked to users with “read” rights on the

Editing Right tab)
File edits (follow the link for the exact list of V \V} V
functionalities)+ Rename File , Add Comment@, (if not locked to users with “edit” rights on the
Open in Explorer (buttons on Properties window) Editing Right tab)
File management (access to Distribution, File \Vi
Version, Reader list, Editing rights tabs) (If not locked to users with “admin” rights on

the Editing Right tab)

File removal \Vi \Vj V

(If not locked to users with “delete” rights on
the Editing Right tab)
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Getting Overview of Files on TM Master v2 Database: OwnerTypes
NOTE: Ensure that you have physical access to files, otherwise the File is not found error will show
when trying to open the file.

Use the Owner Type tab of Document Handling to get the overview of all documents attached to
items in different modules of TM Master -- files, attachments, images, zipped folders, etc.

To get the overview of documents in TM Master:
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1. Go Document Handling -> Overview.
(For office installations) Check that you selected the right unit and/or vessel on the main
toolbar.

3. Click the Owner Types tab.

4. Use the menu on the tab to switch between categories. (The Alarm category is selected by
default.) The list of corresponding items with files attached will show on the tab in the Name
column.

The categories and their match to TM Master modules are referenced in the Table 8. Owner

Types and their match in TM Master v2.
34 Handbook | Owner Types
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5. Select an item on the Owner Types tab (the Name column). The files attached to the item

will show in the Files window to the right (referenced in Table 7. The Files grid). Click Refresh
if no items show.

Files
EL AddFie.. Copyfie |5 3 [E | Clp Coumns B Goup 7 &) Refresh = B5 Add Fie To v!_
CwnerType | File Name « | Descript... | Docum... | Filesize (... | Repli... | File changed locally | File replicated
GOPRO036.JPG = =l
Acceptance Form docx docx | Il

6. Select a file in the Files window to view the details or manage it in the File Metadata

window (to manage replication, to set the active document version, to set access/editing
rights for the document).
The columns of the grid on the File Metadata window are referenced Table 2. The File

Metadata/properties tabs..
{ Fie Metadata )

Occumences | File Versions | Distribution | Reader List | Editing Rights | Change LogiLucations

What’s next:

Distribute (replicate)/re-distribute a file and otherwise manage replication.

Adding files to modules.

Request (recommend) users/user groups to read a file.

Delegate rights to files.

Edit files and set the active version.
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Importing Files and Working with them: QA Handbook

(The chapter discusses how to import a folder with files into TM Master. To add a standalone file, use

the Add File 5k A33FE () ion)

Use the QA Handbook tab to import files from any location you can access via your file browser into

TM Master V2 system.
During import you copy files into the TM Master’s System File Path.
You can perform the following actions with the imported files:

e Distribute files across your fleet to specific unit/unit groups

e Notify certain users/groups/crew types that they are required to read documents.
e Add files to desired modules (“Spare parts”, “Components”, etc.).

e Delegate read and edit control to files to selected users and groups.

e Etc.

How to Import Files?
When importing, you add a folder into the All Items hierarchy tree on the QA Handbook tab.

During import you can also choose to which unit/unit groups to distribute the files or postpone
configuring the distribution settings.

To import a container with files:

Go Document Handling -> Overview and select the QA Handbook tab.
Right-click the All Items node or any desired folder on the QA Handbook tab, and then
select Import Structure.

QA Handbock | Owner Types
EL AddF
|Eﬂl@ﬂ._‘§! File Mame
Search._.
..... Al =
&u % Add topdevel group
E;_ Add sub group
=N Delste group

Rename group

Move group to topdevel

Copy
Paste

Paste to topdevel

Import Structure | [

Digtribute my documents to Units

Request User Read All Documents

Request Group Read All Documents
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3. Confirm the information message and select the folder/disk to import. This can be any

storage available via the file browser.

Note: It may take a while to import more than 1 Gb.

(You can skip this step and perform it later) In the window that opens, select unit(s)/ unit

group(s) to which the files will be distributed during the replication. (For more on distribution,
see Distributing Imported Folders with Files)

e Use CTRL+ to select multiple items.

e Check the All units checkbox to distribute to all available units in one pass.

2 Select Unit = =
]| Name | Type ”
[] Al units Unit Group

[] &HTS Unit Group

[] Machinery Planned mainten... Unit Group

[ offshore crane Unit Group

[J Mpsv Unit Group

[J Mooring Boats Unit Group

[J orm Lnit Group

[ Eno Lnit Group

[] ROV/Subsea Unit Group

[ pew Limit (Groin ~

Cancel

5. Click OK to start file import.

Once the import finishes:

The imported folder shows on the QA
Handbook tab with the files in the Files
and File Metadata windows to the
right.

The imported files are copied into
either the “Document Handling” folder
of System File Path or the folder
specified as your storage for your SQL
Server File Table.

The imported files are “Read-only”.
During edits, new copies of files are
created.

The files are not assigned to any
modules until you add them to
modules (with the Add File To button).
The files are not available on ship
installations if you have not distribute
the files to unit/unit groups and
replicate them. (If replication is
enabled and running, the replication is
done automatically.)

Once distributed or assigned to
modules, everyone can see the files in

GA Handbook JOwner Types

Tree

Bl& &% %8

Search...

(L osrie.. Comiie | ] 5, | [ls coud

File Mame + | OwnerType | Descriptio

-7 /S Patriot Games
:l Rlsk Analysis
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MDG3.2008 Rep. docx
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Figure 3. The content is imported onto the QA Handbook tab.
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TM Master in the corresponding
modules.

What’s next:

e View the Imported Folders and Files

e Distribute Imported Folders with Files

e Add imported files to modules

e Request User/Group to Read all Documents in the Folder

e Delegate rights to files

e Edit files and set the active version

e Manage replication

Distributing Imported Folders with Files
(Applicable only to the QA Handbook tab content. To distribute individual files, see the corresponding
functionality in the Distribution tab description.)

When you distribute files, you specify to which units or unit groups files should go during the next
replication pass.

You set the distribution parameters in one of the following ways:

e  When importing a folder (described in the previous section)
OR

e Using the Distribute my Documents to Units function (described in the current section
below).

Once you apply the distribution parameters:

e The files are automatically replicated to the units specified during distribution configuration.

e You cannot discard the distribution parameters. You can only add more units/unit groups as
distribution targets.

e Distribution parameters apply from parent folders to child.

To distribute imported folder with files to units/unit groups after they are imported:

1. Go Document Handling -> Overview.

15



2. Onthe QA Handbook tab, right-click the desired folder, and then select Distribute my
documents to Units.

E,

Add top4evel group

[h Add sub group

"% Delste group

Rename group

Move group to topHevel

Copy
Paste
Paste to topdevel

Import Structure

Distribute my documents to Units

Request User Read All Documents

Request Group Read Al Documents

3. Inthe window that will open, select unit(s)/ unit group(s) to which to distribute.
Use CTRL+ to select multiple items.
Check All units to distribute to all available units in one pass.

2 Select Unit - B

[#]| Name | Type ~

] psv Unit Group

[ Einars flest Unit Group

[ Azimut - Reverse tractortug~ Unit Group

[0 Accomodation Unit Group

[ V5P - Tractortug Unit Group

[ Helideck Unit Group

[ M/5 Patrict Games Uit

[T ™45 TM Bourty Unit

[] T™ Atic Challenger Unit

] ™™ Bourty Junior Unit

Tm Mautilus Unit -
QK Cancel

4. Click Ok to save the settings and quit.
Once you have successfully set the distribution parameters for the folder:

e The files stored within the folder will be distributed to the ship/unit group during the next
replication pass.
o The files will display in the corresponding unit/module section of the office
installation and ship installation.

To cancel replication:

e When trying to re-distribute file(s) to move to more ships, you do not cancel or overwrite
the distribution to previously selected vessels, you only add a new vessel as destination
target.
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To manage replication process:

e (Applies to individual files) Use the Distribution tab of the Metadata window to control the
distribution (replication) process, track errors, and make minor corrections to file
replication.

e How to request USEFS/USGI’ groups to read files?

e How to recommend users reading a file?

How to Request User/Group to Read all Documents in the Folder
(This feature is applicable for folders. For individual files, see the Reader tab description.)

You can notify users/user groups/crew types that they must read certain documents as well as track
users progress on the reading process: finished or in process. Readers can confirm that they have
read the document as well as add comments.

To request users/user groups to read the imported documents:

1. Go Document Handling -> Overview.
On the QA Handbook tab, right-click the necessary folder, and then select Request User
Read All Documents or Request Group Read All Documents to notify the users or groups,
respectively, that they have to read selected documents.

o Add top4evel group

% Add sub group
"% Delste group
Rename group

Move group to topHevel

Copy
Paste
Paste to topdevel

Import Structure

Distribute my documerts to Units |

Request User Read All Documerts

Request Group Read Al Documents

3. Inthe window that will open select users/user groups/crew types you wish to access the
documents.

(Applicable for groups/crew types) Use CTRL+ to select multiple items.
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2 Select Unit - B
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[ Einars flest Unit Group

[ Azimut - Reverse tractortug Unit Group
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[ M/5 Patrict Games Unit
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4. (If necessary) Click Refresh to display the newly added users/groups in the grid.
5. Click Ok to finish the procedure and quit.

Once you finish assigning users to read documents:

e Users can access and read the files in My Place-> My Documents.
e The user accounts will add on the Reader list tab of the File Metadata window.

e Users on other installations should “request” to download the file from office (unless it is

Lock file to Owner) to the ship they are on.
To monitor users’ progress in reading, or view their comments, etc.:

e (For individual files) Use The Status column on the Reader list grid.
Ocecumences | File Versions | Distibution | Reader List | Editing Rights | Change Log

2 4[] X [ |Cl coures [ Grup 7 0 poresn

Mame + | File Name | Status
Inna Yakimenko A nusqus-csv-... Jﬁ; Opened

e (For all the documents) The Documentation Administration section of the Document

Handling module.

What’s next:

° How to recommend users reading a document?

e How users can confirm that they have read the document

How to Delete the Imported Content?

You can choose to delete files you imported from the TM Master (still keeping them in the System

File Path) or remove the folder but keep its content in the All Items folder.



To delete the files you imported:

1. From within the QA Handbook tab, right-click the folder you want to delete, and then select
Delete Group.
2. Inthe window that opens, choose:
o Delete all elements —to delete the folder and its contents from the TM Master. The
files will still be available in the TM Master’s System File Path.
o Set all elements to ungrouped — to delete the folder from the tree on QA Handbook
tree but keep the files in the All Items folder.
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Adding a File to Different Modules

You can add newly imported files into modules as well as add files to other modules than they
currently are in. One and the same file can be placed to as many modules as desired.

To add files to a module:
1. Go Document Handling -> Overview.

2. Locate the file(s) you want to move to modules (on either the QA Handbook or Owner
Types tab).
Use CTRL+ to select multiples files.

3. Click the Add File To IMH button on the Files toolbar and, in the list that appears,
select the target module. (The items in the list are referenced in the Table 8. Owner Types
and their match in TM Master v2.)

Component - Component

Sparepart - kem

Report - Report

UnitFile - Unit

Company - Company

ComponentJob - ComponentJob

Sif - JobHistony

Sif - HandQwver

4. Select the target module’s item in the Select Owner window.
Use CTRL+ to select multiple items.

New

Columns ? !

Name - N
02560 PVC BOKS 100X100X55 GRAT
03520 PVC BOKS 164X129X91 GRAT
03560 PVC BOKS 164X129X70 GRAT
03562 PVC BOKS 164X129X130 GRA
- 1010910G F-CONNECTOR TWIST RG
108012 ANT UHFX1 GITTER BRED B
- 10BTV2 -CT SELVREG.VK RAYCHEM

5. Click Ok to save the parameters and quit.

Once you finish adding files to the module, the module will show as the OwnerType and the modu
item as the Owner of the file on the Occurrences tab of the File Property window (File Metadata).

& Overview - M/S TM Bounty
er Types Fies.
J — =
o ELMdﬁIe.CopyﬂJelX@l&Columns %Gmup 7 &) Befesh (R # 3] G AddFieTo -
| 59 @‘}, X ! File Mame -+ | OwnerType i
Search po g ord o Hare and succeeding binding the project 0 docs e Structure -
Rebranding Tasks(Z) xisc FileStruct e, g #
-0 All kems 'ﬁ‘
-7 takeaway -
Zovirax 5% Salve ltem

le
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Tracking Users Reading Progress: Documentation Administration

The Documentation Administration section provides an instant view of who has access to docs and
accumulates the users’ activities with documents in the My Documents section (My Place ->
Overview) — if they have opened the document or not, comments they leave, etc.

To read the Documentation Administration grid:

1. Go Document Handling -> Document Administration.
2. Inthe row with the desired user, click on the cell of the desired status with the number
other than “0”.

Required read & . To see list of files the user is required to read (in total or
that have not been confirmed yet)

& To see list of files the user is recommended to read (in

Recommended read total or that have not been confirmed to have read yet)

Confirmed Read & . Tosee list of files user has confirmed to have read (via
" the Confirm Read right-click button within My Place ->
Overview)
File Updated & . Tosee the list of files has been changed after it was either

in the Read status or Confirmed Read status

2 . To see comments the user added to the file (via the Add
Comment button on Files Properties window).

Comments

To answer the comment, use the Add comment button.
The user will see your answer in the list of documents in
My Place -> Overview.

3. Thelist of corresponding files for the user will show in the bottom grid.

File Mame « | Name | Status
' Riken NP-237H pdf Thomas Burkitt .& Required

e To require (recommend) user to read a folder with documents, see How to Request
user/group read all documents in the folder

e To recommend users reading a document, see Reader List.
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Editing File

(To open and edit the file, ensure that corresponding software is installed on your computer.)

(Some functionality is available only for document owners.)

(Available for users with read rights)

Only admin users or users with “edit” rights can edit files content and properties (on how to set
editing rights, see the Editing Rights tab).

When you edit a file, TM Master V2 saves changes in a new copy.

To edit the file:

1.

Right-click the selected file from anywhere in TM Master and select Edit file j = .

(The button is also available in the Files Property window.)

The file will open in the corresponding program.

Edit the file as necessary.

Save the file in the program you used to edit the file. Close the file.

The way you accessed the Edit File button —in the right-click menu or File Property window

. .. [ Save a= new Revision
— access and click the Save as new Revision button to save your

changes as a separate version.
The version number shows next to the document name on the file name caption.

In the window that opens:

e Set the details for the version. (The default version number is “XX”.)
e Mark within Set As Active Revision if you want to make the version active.

2 New Revision = =
Revision Number
0000211 Set As Active Revision
Change Log

Updated after the latest legislation changes.

oK Cancel

The date of revision is added automatically.

The edits will save in a new file.
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To view available file versions or set the desired version active:

e See the File versions section.

General | Occumences Distribution | Reader List

Q Active ) Viewing Q Inactive [+ ]

' Open Version Details  Cird+0 i

E‘l Set Active
General | Occumences | File Versions | Distribution | Reader List
Q Adtive ) Viewing @ Inactive [#]
Elo XX -06.08.2014
QL 3] Cpen Version Details  Cid+D
Ei Set Active

On how to edit file properties (day of issues, description, code of document, etc.):

e see General

To rename the file:

e The Rename button

To know the path to your edits:

e Open the desired version of the file via the File Versions tab, and then use the Open in

Explorer ©pen In Bxplorer 1y tton,



Managing your Files: File Metadata tabs and File Properties Window
The File Metadata window and File Properties windows provide additional file management via

following tabs:

e General — (available only on File Properties window) to set various file detail (document

description, document code, etc.)

e QOccurrences — to see exact items (OwnerType) to which the file is attached

e File versions —to manage files after edits (file versions)

e Distribution —to manage replication of the file)

e Reader List —to add “read” rights to users, to require (or recommend) users to read the

document
e Editing right — to add “edit” rights to users

e Change log —to view what changes have been made to the file

e Location - to add the ship where a physical copy of the document is located.

The File Property window provides access to extra functions buttons. (See ...)

EI Save and Close | g%') | Open File 57 Edit File [E Save as new Revision B ) Open In Explarer m Close

The File Property window is available for all files within any grid of TM Master (provided that the
Document Handling module is enabled), whereas the File Metadata window is available only within

the Document Handling module.

To open the File Metadata window:

File Metadata

Occumences | File Versions | Distribution | Reader List | Editing Rights | Change Log | Locations

= x a|& Columns % Group f__?' &) Refresh m N |

vfé

Lnit | Status To Unit | Status To Unit M... | Status To Office | Status To Office ...

M/5 Patriot Games FileToolLarge
Tm Nautilus File TooLarge
M/S TM Bourity File TooLarge
TM Adic Challen... FileToolarge

Figure 4. The File Metadata window.

e Open the Document Handling module and find the File Metadata window in the lower

part of the screen (the view does not show the General tab)
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To open the File Properties window:

Eile

B |4, Save and Close | @ | Open File f Edit File E Save as new Revision E 3 Open In Explorer H Close

‘General Occurrences | File Versions Distribution Reader List Editing Rights Change Log Locations

Document Code:

Document Name: emaill0_12msg

Document Number:

Document Owner: | Lock File To Owner

Issued By: Issued Date: it 7
Author:

Verified By: |  Verified

Verification Autharity: ~

Last Update: 6/24/2014 Last Update By: |System Administrator
Revision: XX Revision Date: | 10/12/2010

File Name: emaill0_12msg

Criginal Name:

Criticality- N
Document Type: Other hd Other
Document Category: ~

Security Grade: e
Comercial Of the shelf Document (COTS) O

Document Description:

Maritimt Magasin - Tero Marine innlegg

Figure 5. The File Properties window with the General tab and toolbar.

e Right-click the necessary file and select Open,;
or

o Select the file and click the Open button on the toolbar;
or
e Double-click the selected file.

General
(Note: Some of the properties are available only for the file “owner”.)

Use the tab to manually add additional info on the file.

Table 2. The File Metadata/properties tabs.

Document code Manually added text

Document name Name of the file

Document number Manually added text

Document owner Defaults to the logged in user added the document. The

functions of the Distribution, Reader List, Editing Rights,

Change Log tabs and some functions on the File Versions

tab are restricted to document owners. Any user can be

the owner.
Issued by Manually added text or select form the company list
Author Manually added text
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Verified by Selected by current user when pressing the button.
Note: Cannot be changed after verification.

Verification Authority Manually added text

Lock file to owner If enabled, only the owner of the file can see/change the
file (if not certain rights are granted to users -- see the
Editing right tab).

Revision Manually added version number of the file. XX by default.
Criticality Document criticality code
Document type Select from the drop-down list to set the document type
(SRF, Word, video, etc.)
Security grade Manually add the security grade code.
Commercial off-the-shelf Mark if the document is of the Commercial off-the-shelf
(COTS) type.
Document description Manually added text
Occurrences

The tab shows to which exact module and item the file is added / attached to.

Crwner | Owner Type | Unit

ARTCHA-1000-2011-M-6600 OrderHead TM Artic: Challenger

e To add the file to modules or module items (owners), use the L4dd file To |7 htton (See the
Add File To function description.)

Table 3. Columns on the Occurrences tab.

Column Name Description

Owner The exact entity name.

Owner Type The entity type (spare part, medic, etc.)

Unit The name of the ship or other unit group
File versions

Document Handling allows TM Master to store all the edits users make to the file in separate file
versions. Use the tab to manage these file versions:

e Toview the list of available file versions with edits.

e To set the current active version of the document.

To save changes as a new file version:
e See the Editing File section for more info.

Currently, you cannot import the new file into the existing record of the file. To attach a new file
instead of the previous one, add the new file and. Use the commenting function to notify that the
document is outdated and add the path to the newest file.
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To view versions of the document:

Open the File property window and switch to the File Versions tab.

The tab contains the list of revisions with dates and the oldest revision (creation) set on top.

------ - N0 - 10.07.2014

3. The file version reads as follows:

=]
boc

- the version status (see the Table 4. File version statuses description.)

- the version name/number (XX by default. To edit use the Revision field on the
General tab.)
10.07.2014
- the date the version was created.

Table 4. File version statuses description.

Icon Description

QO Active Active This file version is set as currently active file version.

) Viewing Viewing The File Property window of the file is currently opened locally.
B Ecie Bnd Viewmng The file is an active version and is currently open.

Active and Viewing

@ Inactive Viewing The file is neither the Active Revision nor the Revision you are

currently viewing.

To open the file version/edit the file and its properties:

1. Right-click the desired version and select Open Version Details.

Open Version Details  Cirt+0

2. Use the File metadata window that opens to open the file or view/edit the file version
properties.

To set the desired version as the currently active version:

(Available only for the document owner)

e Right-click the version number and select Set Active.

------ - 1K - 10.07.201

Open Version Details  Cirt+0

@ Set Active

The selected version will display as O Adtive .

Distribution
(Available only for the document owner.)
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(The chapter applies to individual files. On how to distribute files within folders during or after
import, see Distributing Imported Folders with Files.)

The distribution (replication) parameters are either assigned when importing files into TM Master or
inherited from other replication settings of the files.

The tab enables the following actions with individual files:

e Monitor the file replication progress and see the targets and status (success, errors, etc.);
File Metadata
Occumences | File Versions (E'Etributiol‘l )F{Bader List | Editing Rights | Change Log | Locations

xalu’ﬂalumns %GI‘OUD \T_? ﬁﬂefresh m @ E |

Unit | Status To Unit | Status To Unit M... | Status To Office | Status To Office ... |
M/S Patrict Games Sent
Tm Mautilus Sert

TM Bourty Junior  Local_Mew
TM Adic Challen...  Local_Mew
M/S TM Bounty Local_MNew

e Manage the replication process: send file to extra desired units, etc.

AT ST I

Re-Replicate

Send File
Request File

Force Replication
To monitor replication of the individual file on the Distribution tab:

e Use the grid of the Distribution tab of the File Metadata or File Properties window to know
the current replication status of the file: whether it has replicated successfully or a unit is

waiting for the office to get the file, etc. (Use Table 5. The Distribution tab grid description. for
reference.)

File Metadata
Cccumences | File Versions (E’stributiu:un )Header List | Editing Rights | Change Log | Locations

xa|u’&:lumns %Gmup "7_"' J}Eﬂfresh m @ E |

Uit | Status To Uit | Status To Unit M... | Status To Office | Status To Office ...
M/S Patrict Games Sernt
Tm Mautilus Sent

TM Bourty Junior  Local_Mew
TM Artic Challen...  Local_Mew
M/5 TM Bounty Local_Mew

To manage replication:

e On the Distribution tab of the File Metadata or File Properties window, right-click the
desired unit and then select:
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Cpen Ctr+0

Delete Cid+D
Prirt Preview
Select Al Ctr+A

Copy contert to clipboard
Reset Grid Columns
Get settings

Re-Replicate

Send File
Reguest File

Force Replication

Send File — to send the file to the selected ship (unit) through replication process.

Request File — use only for debugging purposes. Only experienced users should use

the button.

Force Replication — use only for debugging purposes. Only experienced users should

use the button.

The current replication status for the file shows in the Status To ... columns.

The replication starts automatically once the file is assigned with the distribution parameters or
otherwise updated.

Table 5. The Distribution tab grid description.

Column Name Column Status Description

Unit

Status to
Unit/ Status
to Office

Name of the ship

Shows the list of ships of your fleet.

Reports the state of replication status from Office to Unit and from Unit to

Office, respectively.
None
Local_New

Revision,
ToBeSent_New,

ToBeSent_Updated,

ToBeSent_Active,

ToBeSent_Requested,

Sending,

ForceFileReplication,

Sent, Received
FileToolLarge

The newly imported files are in Local_New state,
i.e. have not been distributed/replicated to any
ships/unit groups.

Replication is starting.

Replication failed.

e Go [Fleet]-[Units], select the “Settings” tab and
type in “Max size replicated files”: to increase
the file replication size. Once settings are
changed, the replication will start at the next
replication loop.)
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Or
e Click Force replication in the right-click menu.
[Error] Replication failed due to the reason in the Status
to Unit Message/Status to Office Message

Status to Unit = Shows Error messages when the status is set to 100 (Error).

Message/ This will enable the office to see issues on the unit without needing to
Status to contact the unit.
Office
Message
“File Not Found”, There are issues accessing the file, or issues with
“Error Adding File To rights to folders.
Archive”
“Error Moving File to
coOMM” .

o Allow other users access the document (Reader List).
e Request selected users or groups of users to read the file. How to Request User/Group to

Read all Documents in the Folder

(Available only for the document owner.)

Use the Reader List tab to grant “read” rights to the file to selected users/user groups/crew types.

The read rights allow:

e To access documents (via My place - > Overview -> My documents).
e To request (or recommend) user to read the document and monitor user’s progress in
reading.

To require (or recommend) user or user group to read a file:

1. Onthe Reader List tab of the File Metadata or File Property window, click |¢3‘?h |to add the

) .
user or % to add group from the list.

2. Right-click the file and select Require read or Recommended.

To require (or recommend) user or user group to read documents in a folder (imported via the QA

Handbook tab):

e See How to Request User/Group to Read all Documents in the Folder.
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What’s next:

e To monitor user progress with document reading

e How users can confirm they have read the document

e How readers granted with "read" rights can access documents

Editing right
(Available only for the document owner.)

Add user or user group to this grid to grant them with the following rights:

e Read — user can open the file. The file does not display in My Documents.
e Delete — user can delete file.

e Edit — user can edit file and its properties.

e Admin — user can read+edit+delete the file.

To set/change user privileges:

1. From within the Editing Rights tab of the File Metadata or File Property window, click |¢ﬁ’|

oy
to add the user or % to add group.
2. Double-click the user/group and set the necessary right or rights.
Leave the None privilege as is: it will change automatically.

3. (If necessary) Click Refresh to display the newly set rights (privileges) in the Privilege column

of in the grid.
New E E‘ E‘.’l Save and Close | 'E;J | m Close

General

File Name: Riken NP-237H pdi|
Group Name:
Priveliges: None

[] Read

[] Edit

[] Delete

[ Admin

Change log

(Available only for the document owner.)

Shows the history of the following type of changes to the file:

e Revision change
e Change of active version
e Rename of the file
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e User comments

Location
Displays the current physical location of the document — the location of the ship where a physical

copy of the document can be found (if the info on the ship locations is available on the Ship ->

Location of the Navigation pane).

To add a location:

L and

e From within the Locations tab of the File Metadata or File Property window, click

choose the necessary data.
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Viewing Files

To view a file in the Document Handling:
(Only admin users can access Document Handling.)

Go Document Handling -> Overview.
(For office installations) Check that you selected the right unit and/or vessel on the main
toolbar.

3. Use either the QA Handbook tab or the Owner Types tab to access the necessary file

storage in the left-hand pane.
4. The corresponding files will display in the right-hand Files window (referenced in the Table

7. The Files grid.)

To open afile:

e Inthe Files window, right-click the file and use the Open File button (the button is

also available in the File Property window).

To open a certain version of the file:

e Locate the file and use the File versions tab to select the necessary version and then use the

Open File button.
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Document Handling Features outside Document Handling

When Document Handling is enabled, the following functionality will be available throughout TM
Master:

e “How-to” for Users Required/Recommended to Read a Document
e Add to QA Handbook
e Editing and Viewing Files

“How-to” for Users Required/Recommended to Read a Document
Below is the workflow for users required or recommended to read documents.

Use the Document section within [Currently logged in user]’s Place -> Overview:

o To get notified in case new documents are added into TM Master for you to read them.
e To work with the file and automatically inform the authority that you are reading the
document or confirm that you have read the file.

To work with the documents you are required/recommended to read:

Step 1. Go [Currently logged in user]’s Place -> Overviews-> Documents.
In the Documents section, either click the Documents link or document section below.
The list of corresponding documents will show in the lower bottom of the window.

@ Documents
&, Documents Required Read

6 Documents Recommended Read

é Documents Confimmed Read

é Documents Updated After Opened

é Documents Updated After Corfimed Read
&, Documents Opened

6 Documents Owned

- NS S N e N

| File Mame | Status -
| Acceptance Form._. f,‘; Required
1 RSC_2.6_Installa._. 4% Read
I Document handli___ 45 Read
7 Importing Word in... &, Owner
I Document Handli__. 5 Opened
Step 2. Right-click the necessary file, and then:

e select Open to open and read the document.
e Select Confirm read to confirm that you have read the document.
e On how to use Open Details, see Editing and Viewing Files.

Table 6 The Documents grid on [Currently logged in user]’s Place -> Overview.

Status Description

Documents Required read Documents that the file owner has required the
currently logged in user to read.
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Documents Recommended read Documents set as recommended for reading for
the currently logged in user.

Documents Confirmed Read Documents that the currently logged in user has
confirmed to have read.
Documents Updated After Opened Documents that have been changed since the

currently logged in user opened them.
Documents Updated After Confirmed Read = Documents that have been changed since the
currently logged in user confirmed them read.
Documents Opened The “Required read” or “Recommended read”
documents that the currently logged in user has
opened but has not confirmed read.
Right-click the file and select Confirm read, when
ready.
Documents owned The currently logged in user is the “owner” of the
documents listed.

Add to QA Handbook
(Available if the Document Handling is enabled)

Use the Add to QA Handbook | Addto GA Handbook | button on the Documents tab of any items
and components when it is necessary for users without access to Document Handling module (non-

admin users) to add documents to QA Handbook structure.

York Kulde AS - Company ), -oll
File  Settings -

New &' H! Save and Cloze | E; | Copy to clipboard  Copy Address Info To Clipboard m Close

General | Support | Contacts | Trade | Documents | Non-conformance: | Orders | Blocked

EL Add File Copy file | x a | Q Columns % Group k'_‘i &) Refresh m # =& G5 Preview !

GOPROD36.JPG 3371

& Ea

B Save as new Revision

XK Delete Ct+D

=L Add File...

Copy file Cirl+C
Paste file Cirl+V
Savefileas...
Frirt Preview

Select Al Cirl+A

Copy content to clipboard
Reset Grid Columns

(Get settings

[
Addto QA Handbook | )

Editing and Viewing Files
By default, any user can view or edit files added to TM Master and access Document Handling file
property window.
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Consider locking file edits to the document owner or assigning access/edit rights only to certain

users.

The edit procedure is described in the Editing File section.

| General | Support | Contacts | Trade | Documents | Non-corformance | Orders | Blocked |
=l AddFie.. F copyfie |3 ¥ B, |Ely Comns B Growp ¥

GOPRO036.JPG

Save as new Revision

Delste

Cir+D
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Appendix

Tables below explain the following grids:

e The Files grid

e Owner Types and their match in TM Master v2.

The Files Window Grid

The table below explains the columns of the Files grid.

Files

[EL, Add File... Copyfile | 3 B, |El Columns B Group 77 4 Refresh i Add File Ta !

Figure 6. The Files Window Grid.

Table 7. The Files grid

File Name - | OwnerType \ Description | DocumentDate \ File size (kb) \ Replicaton d... | File changed I... \ File replicated \ Farce replic... \ Document code
g

Column name Description

File name The current name of the file.

(To change the name, use the Rename File &0 button.)

OwnerType An item within the module that holds the file.
(To move to another module, use the Add file to IMH
button.)

Description File description manually added when adding the file or on the
General tab of the File Metadata window.

Document Date The date the document was added to TM Master.

File size The size of the file.
May be vital when replicating files.

Replication Details Provides info on the current replication status of the file:

Not imported — the file has not been replicated onto the
local installation.

Changed, not exported — the file with changes has not
been replicated from the local installation to the target.
Forcing export — the replication from the local
installation is in progress.

Not imported;

OK —the file has been successfully replicated;

Waiting for import — ???

To know the replication target, use the Distribution tab.
Files changed locally V - file changed locally.

O - file not changed locally
E - no info available.
File replicated V - file replicated successfully

O - file assigned for replication has not been replicated (for
possible errors, refer to the Distribution tab)
[ - no info available

Force replication V —forced replication passed successfully

O - forced replication has not finished (for possible errors, refer
to the Distribution tab)

37



Document code

[@ - no info available
The code of the document manually added. To edit the code, use
the General tab.

Owner Types and their Match in TM Master v2.
(Details the QA Handbook tab.)

Use the table below to know to what exact TM Master item each Owner Type refers.

Owner Types

Medic—Medi-|'|!

EL AddFile... Cop

file

Alarm - Alarm
Catalogltem - ltem

Claim - Claims

Company - Company
Component - Component

ComponentltemGroup - ComponentltemGroup

ComponentJob - ComponentJob

Consumables - ltem

S v

Table 8. Owner Types and their match in TM Master v2.
Note: Sometimes Owner Type items may display no files. Look for other related owner types to

locate the files attached.

Owner Type Location in TM Master

Alarm-Alarm

Cert Files

Certificate

Claims- Claims

Company-Company

Component-Component

ComponentltemGroup -
ComponentltemGroup

Componentlob -
Componentlob

Consumables-ltem

Inventory -> Alarm system
Fleet -> Alarm jobs

Fleet -> Crew list

Fleet -> Certificate overview

Some older data are stored within this category.

Fleet -> Defects and Claims

Maintenance -> Contacts

Inventory -> Defects and Claims

Inventory -> Contacts

Maintenance -> Contacts

Inventory - > Components ->Documents/Certificates

Inventory/Fleet -> Components -> open the desired
Component -> Spare Parts tab -> bottom left grid under the
Group Files heading (control activates by selecting a group in
the tree structure above)

Inventory -> Components — Job -> Documents

Maintenance -> Project -> jobs in project

Inventory — Catalogue -> General (photo) or Documents
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Contact-Contact

Crew - Contact

Docking - Docking

DockinglTem

Handover-HandOver
Imagine-FlexGrid
Job History
Medic-Medicltem

NC-NCR

PO - OrderHead

Proformalnvoice-
Proformalnvoice

Report-Reports
Sparepart-ltem
Srf-HandOver

Srf-JobHistory

Srf-
WorkPermitTolobHistory

Standard Job-Job

Substance-IHMSubstance

UnitFile — Unit

e Crew list —> Document
e Crew -> Overview -> Photo
o Crew

e Docking -> Docking -> Attachments

e Docking -> Docking Overview -> Attachment

e Docking -> Docking -> Attachments

e Docking -> Docking Overview -> Attachment

(The Docking Items are jobs, while the Docking is a group of
Docking Items.)

e System’s Place -> Handover ->

Administration - > Imagine -> right-click «Open Details” reports
tab.
e Standard job -> History

e Inventory -> Medic

e Contacts -> NCR-> Files

e Inventory -> NCR -> Files

e Fleet-> NCR -> Files

e Purchasing -> Order (of certain types) -> Create NCR -> Files
e Purchasing -> Overview -> Draft -> Order Head

e Purchasing - > Pro forma invoice

e Administration -> Reports
e Inventory -> Spare Parts
e System’s Place -> Handover- >SRF

e Inventory/Fleet -> Components -> Open Component -> Job
History Tab -> Open a job history -> in the middle of the
group of text boxes on the right side of this control, there is
a text box with a button.

If the job has an SRF template.

Workpermits to job history entries that have been made from

templates and connected to a workpermit on a Job.

e Inventory/Fleet -> Components -> Open Component -> Job
History Tab -> Open a job -> a field for SRF Template in the
middle right part of the form (This is the template used for
the Job History SRF field)

e Inventory -> Hazardous Materials -> top right grid IHM
Substances -> open the Details window with the Documents
tab (bottom right grid is Substance occurrences, and the tree
to the left is Substance categories.)

e Fleet -> Units

e Ship -> Details -> Document tab
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Voyage-Cargo o (Fleet) -> Voyage -> Voyage -> History -> select voyage ->
Cargo -> Documents
e (Fleet)-> Voyage -> Current voyage log -> Cargo ->

Documents
o (Fleet) -> Voyage -> Voyage -> select voyage -> Cargo ->
Documents
Voyage — VoyageEvent e Voyage -> Current voyage log -> Document
Voyage -> Current voyage log -> Add sailing event -> Documents
WorkPermit- The same as for Srf-WorkPermitTolobHistory
WorkPermitTolobHistory
WorkPermitTemplate- Maintenance -> Work permit
WorkPermit
Buttons

The table below explains buttons used throughout Document Handling. Also available from the
right-click menu of a file.

Button Description

" EI@ Add File... Adds a single file anywhere into the selected item on the QA
Add File Handbook or the Owner Types tabs. Once added the file will
inherit all the settings of the nested item: owner type,
distribution, etc.
The user who has added the file is the “owner” of the
document and get access to file managing features.

[ Addto @A Handbook | See Add to QA Handbook.

Add to QA Handbook

Open File Opens the file content in the corresponding program, see
Viewing Files.

Edit File 4 EditFile Initiates the file edit process, see Editing File.

Save as new Revision Saves file edits as a new version of the file (see File versions for

[ save as new Revision details). The button gets activated once the Edit File button is
clicked.

. =) Use to rename the file. Once the name is renamed, the version

Rename File . . .. i

history of its original file gets lost.
) (For the document owner only)

Add Comment Adds a comment to the file. Once added, the comment gets

listed on the Documents Administration.
Open in Explorer (For the document owner only)
Open In Explarer Open the file storage path in a service folder.
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