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About This Document
Change Log

The following table lists all major changes made to this document. The last entry is the date
on which the document was released. Entries give the date the document was updated, the
initials of the person updating the document, and a brief description of the change.

Correction of typographical errors and minor or non-substantive changes to the document
are not noted in the change log table.

DATE INITIALS BRIEF DESCRIPTION OF CHANGE
30-OCT-2008 CPC Base document created.
06-NOV-2008 CPC

Completed a number of grammatical edits for clarity after editorial direction.
Updated several screenshots to current views.
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Using MerLin 4.0
How to Use the New or Updated Features

Logging into MerLin 4.0

1. Navigate to MerLin 4.0 by opening http://merlin.merchantlink.us/MerLin 4.0/ in your

browser. A login page like the one below displays:

| Log in to MerLin - Microsoft Internet Explorer

File Edit WView Favorites Tools Help ?
Qback - & - [¥ &) 0| Psearch FeFavorites @ | - s B - D @& 3
Address @ http: ffmerlin.merchantink.us/MerLin%:204. 0 login.asp V| Go Links ** @ -

MerLin Login

User ID:
Password:
Login Reset

Copyright 2004 - 2008 Merchant Link, LLC. All Rights Reserved
CONFIDENTIAL - Information contained on this site is confidential and proprietary information of Merchant Link, LLC.
Any unauthorized use, possession, viewing, copying andfor distribution of the inf: tion i herein is strictly prohibited.

@ Daone ‘ﬂ Local intranet

Enter your 5 digit Chase Paymentech employee ID number in the User ID field.
Enter the default password merlin4.0 in the password field The password is case
sensitive and the period is required when using the default password).

A prompt displays asking you to enter a new password.

Enter the default password again in the Old Password field.

Enter the new password.

wN

ous

Password Tips
O Over 7 characters in length

Merchant Link Learning and Development Page 4
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O Must contain letters and numbers

O Must not contain punctuation (The default password for new logins is the only
exception allowed)

O Passwords are forced to reset every 90 days by the system.

7. Enter your new password again in the Confirm New Password field.
8. Select Commit Change to save.

MerLin’s Home Page Design

After logging into MerLin, a home page like the one below displays:

A MerLin Home - Microsoft Internet Explorer

File Edit View Favorites Tools Help

CBX
o
QoiBack -~ O - [ &) @b O search FrFavorites &) | (I S ~OE 3

Address ‘@ http//merlin.merchantlink,usMerLin%:204.0/

v‘ Go Links * @ e

Merchant € Link

Logged in: 12068 - ccass

MerLin Home
Departments

Managed Documentation
Common Tools

MerlLin Home

[Admin]

Request Forms

MerLin 4.0
— ; Opening the Information Vault

Suggestion Box
Thinking Upstream

Welcome to MerLin

We hope you like the newest version of the Merchant Link intranet. This is version 4.0 of the intranet portal and brings with it a number of new
enhancements and tools to help you with your day to day obligations. If you have any questions, suggestions, or concerns please feel free to
l:l discuss them. If you want to request new features or changes to existing features please submit them using the MerLin Change Request form. All
policies and procedures for updates to MerLin are discussed there. - MerLin's Development team.
Sun Mon Twe Wed Thu Fri Sat /Ed\t
1

2 3 4 5 6 7 8
9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29 Card companies - and the slow road to security
20

News and Events

Posted by Clark Case on 9/15/2008. Source : [TPRO
Posted Ron Condon at 12:08PM, 9th August 20071t doesn't seem a lot to ask. The credit card companies would like organisations handling the
personal details of card holders to make sure the information does not fall into the wrong hands.

€ _) Post/view comments (0)

Submit Story

lerchant Link, LLC. All Rights Reserved
izl and proprie

CONFIDENTIAL - Ir
Any unauthorized use, p

ant Link, LLC

istribution of the information contsil strictly prohibited

|

\Q Local intranet

To the left are navigation options, the Open Communication panel, the ML Extensions search
tool, and calendar.

At the top are icons to directly access MerLin Change Request, Office Access Car Request,

Phone Lists, Commcenter, On Call Agent Calendar, and EM7. Hover your mouse over the
icons for a tool tip to that identifies it.

Merchant Link Learning and Development Page 5
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What tools migrated from the old version?

The following tools migrated from version 3.3. Any changes from the previous version are
noted below.

O Accessed from the icon at the top of every page
Passport to Learning
MerLin Change Request
Office Access Card Request Tool
MerLin Communications Center
On Call Agent Calendar

O Accessed from the Open Communications panel
Thinking Upstream
Suggestion Box

O Located in the NOC page
NOC Event / Task Check List
NOC Outage Notification Tool

Editing Your Department’s Home Page

MerLin 4.0 allows permitted users to edit their own department’s content. The Content

Management System editor (CMS editor) allows you to edit your page from within your web
browser.

If you have edit rights to your department’s pages, an edit button displays in the lower right
corner of all sections on the page.

2 Learning and Development - Microsoft Internet Explorer |Z||§|fg|
Elle Edit Wew Favorites Tools Help -:f
Qoack » ) - [X] 2] (n ) search rFavorites | (- ih AN . §
Address |@h| http:/fmerlin.merchantink.us,MerLin%204. 0/cms/Learning¥=20and%:200evelopment/default.asp Vl Go Links ** @ <
~
Merchant ¢ Link

Logged in: 12063 - ccase

MerLin Nav Panel
MerLin Home
Departments
Managed Documentation
Commen Toeols
Copyright 2004 - 2008 Merchant Link, LLC. All Rights Reserved

Reqguest Forms . . o X

CONFIDENTIAL - Information contained on this sit tial and

Learning and Development

prietary information of Merchant Link, LLC.

Any unauthorized use, possession, viewing, copying ution of the information contained herein is strictly
Learning and Development pro
L&D Home
Passport to Learning
| Last Name hd |
I |

‘Q Local intranet
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1. To access the editor select Edit. The cms editor displays:

ko

[Esore 3R (B ) bBBBE - ==
iR Rl @ = &G
‘_ Style = Fort | Aral - | Size

Learning and Development

{also Training and Decumentation)

Welcome to the Learning and Development department Homepage! The L&D department’s mission is to provide quality job-specific and general
interest training and professional development, either through direct (classroom or web-based) training or through the facilitation of training
sessions with outside vendors.

New Hire Status

New Hire Orientation is complete for the following October new employees:

Submit || Cancel

2. Make any applicable changes within the editing tool.
3. Select Submit to save the changes or Cancel to exit without saving. Changes are
real-time and overwrite any previous content.

The following is a guide of the most commonly used buttons available to you in the editor
and the functionality they provide:

TOOLBAR ELEMENT FUNCTION

E‘p. Preview what the HTML page looks like for users.
Select a layout template. (Great for first-time users)
c'iﬁ Cut the highlighted text to the clipboard.
Copy the highlighted text to the clipboard.

E Paste the data copied to the clipboard (with or without formatting).
ﬁ Paste content copied from Microsoft Word or similar applications.
% Print the current section.

L | Undo or redo the most recent action taken.
Select the entire text in the section.
&P Remove the formatting from the highlighted text.

B 7 U 2 Applies bold, italic, underscore or strikethrough formatting to the highlighted text.

Creates numbered or bulleted lists.

(e
[

Ak

Increase or decrease the text indentation.

== Sets the text alignment (left, centered, right or justified).

ﬁl Avalon Link. Presents a dialog to create hyperlinks to managed documentation.

Merchant Link Learning and Development Page 7
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% % Converts or removes the text in hyperlinks. It may also by used to manage file uploads and links to
files on the web server.

Inserts images into the section.

| Creates a table with the defined number of columns and rows.

= Inserts a divider line (horizontal rule).
Style -
Fomat - Styles & formatting determine the appearance and semantic value of your document. You may use

the drop down boxes to apply styles, set the font, its size, etc. To remove the applied style, select
Fort T | | the style name again.
Size -

T- Changes the color of the text.

% Changes the background color of the text.

= Maximizes the editor size inside the browser.

NOTE:

It is best to compose your content before applying any styles from the “Style”
dropdown. HTML-based editors have behaviors that are not seen in WordPad or
Word that may be confusing. If you make any mistakes, you can click on the
cancel button to exit the editor without saving.

4. Once submitted, note the newly created section on your department’s home page.

Merchant Link Learning and Development Page 8
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5.

Creating Hyper-Links to Documentation

MerLin 4.0 includes a new document management system (DMS) that is discussed in more
detail later in this guide.

To create links to documents uploaded to MerLin’s DMS on your department page, follow the
steps below:

1. Place your cursor in the location you want to create the link, or highlight the text to
insert the link.

2. Select the Avalon Link button in the cms editor. @
3. The Avalon Link Properties window displays:

-3 Avalon Link Properties -- Web Page Dialog

Avalon Link Properties

Address: Docspace

5 ] Administration
Published _ ] Bankcard Support
Documents | 1~ gy ciness Develapment

\_@ ] Financial Operations

] Human Resources

@ File Name Version Call Mumber L

Search
Published Docs
] Information Technology
@ ] Installation

] Learning and Development

1 Implementation

Intemal MerLin
Page 1 Network Operations

(] Product Group
] Service Delivery ~

URL:
Caption MerLin 4.0 Release Notes

Display in New Window “

There are two ways to find stored documentation. The icons displayed to the left are:

O Published Documents - This is a “folder view” interface. Double-click on the
folder names to open that department’s folder. Navigate into folders to locate the
desired document.

O Search Published Docs - This view displays a search tool at the top of the
dialog window. The following search types are provided in the drop down menu:

o Search by keyword - Searches the actual contents of documents in the
system. This is also known as a “free text” search.

o Search by call number - Searches all managed documentation by the
unigue call number assigned to the document.

o Search by owner - Search for documentation using the first or last name of
the document owner. (This is not necessarily the document author.)

o Search by department - Searches for documents owned by a particular
department.

o Search by doc title - Search for the title of the document.

Merchant Link Learning and Development Page 9
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Once you locate the desired document, select the file and the URL field populates.

If you did not select text in the editor before opening this dialog, enter a Caption for

the link. If one is not entered, the hyperlink does not create in the editor.

6. Select whether the document is to display in a new window, or if it is to replace the
MerLin page with the document.

7. Select OK to create the link.

vk

The newly created hyper-link displays.

Note:

If you are unsure that the document link in the display is the correct one, you can

preview it by pressing the preview button *- to the far right of the entry. A new
window opens with the document loaded inside.

Creating Hyperlinks to Other MerLin Pages

MerLin 4.0 now provides a simpler way to link to other MerLin pages to your page. This
capability is almost identical to creating a hyperlink to a managed document. To create a
link to another MerLin page, follow the steps below:

1. Place your cursor in the location you want to create the link, or highlight the text to
insert the link.

2. Select the Avalon Link button in the cms editor. ‘@
3. Select the Internal MerLin Page icon from the toolbar at the left.
4. The following list displays:

<2 Avalon Link Properties -- Web Page Dialog

Avalon Link Properties

QOwning Department

5. Select the desired page from the list.

Published
Documents

Search
Published Docs

¥

Intemal MerLin

Page Mame
& F.9
= 37 Bankcard Support Home

?Business Development Home

“-:‘Financial Operations Home
"-}Human Resources Home
’-}Implementaﬁon Home

72 Information Technology
72 Installation Home

#2% Learning and Development
?Network Operations Home
“-:‘Product Home

Bankcard Support
Business Development
Finandal Cperations
Human Resources
Implementation
Information Technology
Installation

Learning and Development
Metwork Operations
Product Group

Page "-‘.\Superior Service Home Superior Service
78y Technical Support Home Technical Support
URL:
Caption: Development
Display in: New Window b

OK

| |Cancel |

(At present, all pages created with the content management system tools displays. In
the event two or more departments create pages with similar names, refer to the
second column to identify the department that owns the web page.)

Merchant Link Learning and Development
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Enter a caption for the link if you did not select text first.
Select the window to display the document in.

Select “OK” to create the link.

The newly created hyperlink to another MerLin page displays.

0 0~ o

Assigning Page Edit Rights to Other Users

Department heads now have edit rights to their department homepages, or any sub pages
assigned by either the department head or a MerLin administrator. To add a user as an
editor of the page:

1. Select the [Admin] entry on the content panel’s header to the right of the page
header.

at | Learning and Development

/TEdit

2. Choose the Administer this page from the available options.

=

Administrative Options

=] Administer this page °_‘,J Administer My Department Page(s) Administer MerLin Portal
Set permissions for this page or create TQ Create new, or delete existing sub pages Access various administrative tools for the
new edit palettes / sections with this for your department's home. entire MerLin intranet portal.
option.

The Administration Mode displays to assign users editing rights.

Users Available staff members Selected staff members

Anderson, Matthew A Case, Clark
Assign users who will be able to Arsenault, Robert

sign Aszare, Alex
edit this page Barger, Anthony

Barnes, Emmanuel

Barresi, Joseph

Belfiore, Erik

Bertran, Jorge

Blouin, Jean

Bodhane, Mary

Brehan, Beyehalehu

Carey, Patrick

Cas=alino, Michael

Chakrabarty, Ramkrishna A

3 W

3. Select the users from the lists and press the arrow buttons to add or remove
permitted page editors. Once you are satisfied with the changes, Select Submit
Changes. The page reloads. Choose to Exit Admin Mode when you are finished.

Creating New Sections on a Page

You can create independent sections on a page. Each section will have it's own edit tool. You
can even change the order that each section is displayed.

Select [Admin] from the content panel header to the right of the page.
Administer this page from the available options.

In the Sections box select Add Section.

Enter the name of the new section in the text field that appears.
Select Save.

uhRWNH

Merchant Link Learning and Development Page 11
25-Sep-19




Making the Most of the MerLin Intranet MerLin 4.0 User Guide

Sections Quarterly Calendars
Course Registrations
Defing sectilons present on this
page including the position of
display.
_
Detailed Agendas

6. The section is created instantly. If you have multiple sections, to change the display
order select the section in the list, and press either the Up or Down buttons as
appropriate.

7. To delete a section, select the section name, and press Delete Section. A warning
displays to confirm the action.

Creating New Department Sub Pages

With sufficient permissions, you can create new sub pages for your department’s site. To
create new subpages for your department:

1. Select [Admin] on the content panel’s header. (Appears in the upper-right portion of
the page.)

2. Choose to Administer My Department Page(s) from the available options.

3. The page administration panel displays:

Learning and Development Page Administration

File Mame Page Title Date Modified
2 default.asp Learning and Development 10/23/2008 1:29:14FPM

@ Add New

AL - Info

Merchant Link Learning and Development Page 12
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To create a new subpage, choose Add New from the bottom-right of the panel.
Enter the Page Name in the field provided. This is displayed in the header of the
page.

6. Enter the Page Subtitle for the new page as a very brief description of the page.

vk

o AOT NEW
The new file will be created in: MerLin 4.0/cms/Learning and Development

Page Name: |Training Course

Page Subtitle: |Find course descriptions and class schedules here

PRPBIRLCBRTQOE G
Page Icon: ﬁ

Appear in Panel

Save

Copyright 2004 - 2008 Merchant Link, LLC. All Rights Reserved

7. Select whether the new page should display in the department’s navigational panel.
Entries are shown in alphabetical order of the department navigation panel. Selecting
No creates a free, unlinked web page. This page will need to be hyperlinked from
other pages

8. Clicking on the page icon displays all available page icons. Select an Icon that best
represents the subject of the page.

9. Select Save to create your new subpage.

A new entry displays in your page administration window as seen below.

Learning and Development Page Administration

File Mame Page Title Date Modified
2 default.asp Learning and Development 10/23/2008 1:29:14FM
P training course.asp Training Course 11/3/2008 2:05:39 PM i_!_.'

10. To delete any pages select the trash bin icon to the far right. A warning dialog
displays to confirm the action before the page actually deletes.

The creator of the page is automatically assigned edit rights to the page. No other staff

members are added. The page creator must add users with editing permissions to have edit
rights on this new page.

To exit page administration, navigate to a new page using the navigation panels to the left.

NOTE:

All hyperlinks in MerLin that point to a page deleted with this tool will be broken.
There are no tools in place to identify pages that are linked to ones you delete.
Caution should be observed before deleting pages that might be linked in other
locations.

Merchant Link Learning and Development Page 13
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The Documentation Management System

MerLin 4.0 introduces an entirely new way of handling documentation as well as linking to
them. Documents are uploaded to MerLin when they are initially published. A unique call
number and revision number is assigned to the document. This ensures that we have only
one “official” or published version of a document and that it is always located in the same
place. Draft copies of documents are not to be uploaded to MerLin

After the initial upload, documents must be checked out to make changes to them. Once
complete the document is uploaded back into the system or “Checked In”

Finding Published Documentation

There are three ways to find documents:

Search Engine

MerLin 4.0 includes a document search engine. The following search types are available

o

Search by keyword - Locate documents searching the contents of
documents. This is also known as a “free text” search.

Search by call number - Locate documents by their unique call number.

Search by owner - Locate documentation using the first or last name of the
document owner. (This is not necessarily the document author.)

Search by department - Locate documents matching the owning
department.

Search by doc title - Locate documents where the title contains the search
words or phrase. (This is not the file name but the title property located in the
document’s summary data. This field is accessed in Office documents by
clicking on “File”, then “Properties” on the menu. The Title properly is located
under the “Summary” tab. If the document does not have this populated
properly, it will not be found.

DMS Documents by Type

Documents are assigned a type when they are uploaded. To search for documents by type:

1. Select DMS Documents by type from the DMS Panel on the left. The following list
displays:

Merchant Link Learning and Development Page 14
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{{ Avalon DMS
/' This view allows you to see all documents you are warking on.

Document Types

[ view Al Documents v

Document Type Description

Evaluations

Forms Find forms for internal or external use here including COS and Banking forms
Phone Lists You can find the ML Internal phone list as well as others here.
Policies and Procedures

Reference

Reports

Requirements

Schedules

Specifications

Templates

Training

Upload a File

Copyright 2004 - 2008 Marchant Link, LLC. All Rights Ressrved
CONFIDENTIAL - Informatiol o ntial an information of Merchant Link, LLC

Any unsuthorized use, possession, vi stribution of the information contained herein is strictly prohibited.

This view has a filter at the top. The drop down lets you refine your results using the
following options:

O View All Documents (default)
O View by Department
O View by Owner

Select the desired document type. The filter will narrow your results. The results page
displays matching documents alphabetically with 10 per page. A tool displays in the upper
right-hand corner to navigate through the results. The total number of documents is
displayed to the upper-left of the list.

- Avalon DMS
ﬂ This view allows you to see all documents you are working on.

Reference

Showing 1 - 10 of 39 Next b Last M

File Name Version Modified Modified By Checked Out To
[} 9700 settlement Research Matrix SAMPLE.xls 0.0.08.1030 10/30/2008 1:00:51 PM Clark Case
) Authorization Settings For MICROS POS Systems.doc 0.0.08.1029 10/29/2008 4:04:02 FM Clark Case
|j CAEDC_Dial_Internet_Frame_List.xls 0.0.08.1029 10/29/2008 3:58:04 PM Clark Case
D Creating User Accounts in BizPortal.pdf 0.0.08.1029 10/29/2008 3:51:03 PM Clark Case
) cCredit Card DevelopmentGrid 13-JAN-2008.doc 0.0.08.1030 10/30/2008 10:24:04 AM Clark Case
[ credit card Types Preambles IINs Lengths.doc 0.0.08.1029 10/29/2008 4:22:51 PM Clark Case Sabirul Hug
[) DMS Document Requirements.doc 0.0.08.1028 10/28/2008 2:11:04 PM Clark Case
1) How to Add or Modify 9700 SSLGW Intemet 0.0.08.1030 10/30/2008 10:16:36 AM Clarl Case
ReceiveTimeout Value.doc
M) Gz o @ o7y Sedow = B e 0.0.08.1029 10/28/2008 4:08:31 BM Clark Case
Values.doc
f HD';' o Emmme 278y S e R s 0.0.08.1029 10/29/2008 4:10:34 PM Clarl Case
imes.doc

Upload a File

rchant Link, LLC. All Rights Reserved

CONFIDENTIAL - Infon

Any unauthorized use, possessic

and propi

ant Link, LLC
in is strictly prohibited

stribution of the ir‘l:':rEU:‘r‘ ;F‘(SII"
My Workspace

This view displays documentation in a several ways. Change views with the drop down menu
displayed in the upper right-hand corner:

& Documents Pending Review (Documents you own that have reached the
review date.

A Documents | have Checked Out

Merchant Link Learning and Development Page 15
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O Documents | Own or Maintain

O Documents From My Department
All documents are displayed in alphabetical order.

Uploading a New, Unpublished Document

1. Select Managed Documentation from the navigational panel on the left.
2. Select Upload an New and Unpublished Document under the DMS Functions section

£,

Documentation Search Documentation Tools and Tips

Search by Keyword - Create and maintain documentation that leverages the capabilities
of MerLin's Document Management System (DMS).

DMS Overview and Guides
Search How-to
Click on any of the following to get further information on how to * Basic DMS Document Requirements
maximize your search.

Create DMS Capable Documents
Searching by Keywords

Searching for a Phrase = DMS Enabled Word Template

Narrowing your results DMS Functions
Searching for similar wording « Upload a New and Unpublished Document

Free Text or Natural Language Searches

3. The upload submission form displays.

<

Uploading to: iDocspace!

Please be aware that the information below is considered the minimum required to upload a file to the DMS. Office documents should utilize the Properties metadata which can be
accessed by selecting File and then Properties from the Office menu. The Summary and Custom tabs should be filled out. If you are using an approved template this infermation will
already be populated with example data. All items are required.

1. Select a file File:
Press the "Browse” button and find the file you wish to upload to the server.
2. Provide the document title Document title:
This is the formal title for the document as it would appear on the cover page. The filename for the document should NOT be used
unless the file name is literally the same as the document title., This field is used in the document search utility.,
3. Enter a description Descriptions
Describe the contents and purpose of the document. Consider this description to be a form of "release note” for the document.
The more descriptive you are, the more likely the document will be found in a search ateempt.
4. Assign a department Home Department:
Learning and Development ~
Assign a department to this document. The specified department will be considered the owning department. In the event the
document's owner assignement changes or becomes obsolete, the is the fallback in for updates,
revisions and other maintenance opportunities.
5. Document type Document Type / Category:
Evaluations v
What type of document will this be? The drop down provides the list of al defined document types in use at Merchant Link. If you
are unsure what type to assign, request assistance from the SSP-MerLin group.
6. Assign an owner Document Owner:
Case, Clark b

Are you the document owner? Enter the name of the individual who owns this document and will be responsible for updates,
revisions and other maintenance.

7. Review / Expiration Date Review Date:
Nov [v|[3 v][2009]F
Assign a date for this document to be reviewed by the document owner. The document owner wil be notified prior to the
expiration date that this doucment is due for review.(Pending feature)

4. Press the Browse button.

5. Find the local file on your system using the dialog window and press Open.
6. Enter the Title of the document.

7. Provide a Description for the document.

8. Assign the Department that owns or maintains the document.

Merchant Link Learning and Development Page
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9. Assign the Document Owner. (If there isn’t a current owner then the document
should be assigned to the department head).
10. Choose Review Date.

11. Press the Upload button to upload the document.

Merchant Link Learning and Development Page 17
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After the upload completes the properties page displays:

Documentation Details
This view allows you to see properties of the selected document.

Document Details

File Name: Avalon Enabled Template.doc (Click to View
Title: Avalon Enabled Template
Version: 0.0.08.1031

Description: This document was designed to compliment the new Document Managemnt System (DMS) tools developed under project Avalon. It contains a VBA Macro to
update a number of fields that are tied to the document properties as well as custom document properties that Avalon leverages for management.

Owning Department: Learning and Development
Document Owner: Clark Case
Initial Upload: Published by ccase on 10/23/2008 2:22:24 PM
Last modified: Modified by jstier on 10/31/2008 4:00:14 PM
Next Review Date: 10/31/2009
Status: Active
Checked Out To: [Check Document Out]
Call Number: DMS-TMP-1000

Edit Properties

COMFIDENTIAL - Informatic

Any unauthorized

rchant Link, LLC
n is strictly prohibited

NOTE:

This method is strictly for uploading documentation that does not already exist.
To upload a new revision of a published document, it should be checked out of the
system first. Document revisions are checked back into the DMS system, not
uploaded as previously described.

Checking Out a Document for Editing
To check out a document for editing:
1. Select Managed Documentation from the navigation panel on the left.
2. Locate the document by type, from your My Workspace page, or by using the search

engine.
3. Once located, click on the file name to drop down the menu:

[} Authorization Settings For MICROS FOS Systems.doc | 0.0.C

[ CAEDC_Dial_Internet_Frame_List.xls 0.0.c

View Properties 0.0.C

Edit Properties

Delete oot

Check Out Document 0.0.C
0.0.cC
0.0.C
0.0.C

Values.doc

4. Select Check Out Document.
5. Select Save from the file download dialog.
6. The document is immediately stamped as checked out.
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Checking Out Documents Found with the Search Engine

Files returned in the search attempt will have a hyper-linked title. This link only allows you to
open the file for viewing. To check out the file, click on the icon to the right of the title:

+ CAEDC Dial Internet Frame L{st
(DMS-REF-1005) FPurpose Ch Hhethry TEST BOX PROCESSOR!
The 1-800-886-1755 (TNS) number should only be used for sites wit
numbers since the TNS numbers do not have the DNIS (Dialed Muml
/docspace/service delivery/reference/caedc_dial_internet_frame_li=

The file’'s properties page displays. Click on [Check Document Out] to download the file and
automatically tag it as checked out.

Documentation Details
This view allows you to see properties of the selected document.

Document Details

File N CAECC Dial Internet Frame List.xls (Click te View)
Title: CA/EDC Dial/Internet/Frame (Complete Reference Doc)
Version: 0.0.08.1025%
Description: CA/ECC Dial/Internet/Frame (Complete Reference Doc)

Owning Department: Service Delivery
Document Owner: Sabirul Hug
Initial Upload: Published by ccase on 10/29/2008 3:58:04 PM
Last modified: Modified by ccase on 10/29/2008 3:58:04 PM
Next Review Date: 10/29/2009

Stat =k
Checked Out Tol| [Check Document Cut]
Call b “REer-Lous
Edit Properties
Copyright 2004 - 2008 Merchant Link, LLC. All Rights Reserved
CONFIDENTIAL - Informaticr ed on this fidential and proprietary information of Merchant Link, LLC.
Any unauthorized use, possession, viewing, copying an distribution of the information contained herein is strictly prohibited.

Checking Edited Documents Back In

1. Navigate to the document using the Search Engine, DMS Documents by Type, or My
Workspace.

2. Select the file name to drop down the menu.

3. Choose Check Document In from the list.

O CAEDC_Dial_Internet_Frame_List.xls 0.0.
View Properties 0.0
Edit Properties
0.0.
Check Document In I].D.|
Remowve Check Out Lock 0.0
0.0.
T 0.0.
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The document check in form displays:

iz~ Check In a Document

A_H  This tool allows you to upload your revised document.

Document Check In: CA/EDC Dialllnternet/Frame (Complete Reference Doc)

Uploading to: /DocspacelService Delivery/Reference

1. Locate and uplead your revision File:
[ |[(Browse... ]
Locate the document you wish to check in to the system.
2. Archive or overwrite the previous document (%) gverwrite the previous version.
R . . . (O Archive the previous version.
Specify what you want to happen to the previous version of this document. You
can retain a historical copy or overwrite the version you checked out, with the
version you are checking in.
3. Version control
Default v

The version number for this document will be incremented with the completion
of this form. Specify if this was a major or minor revision, or accept the default.

L The current version number is:
The criteria are as follows:

Minor revision - Incremented for the following reasons: 0.0.08.1029

After document check in, the version number will

1. The document has undergone a revision and has completed a QA cycle
be updated to:

for release.

2. Substantial changes to make corrections that can bypass a QA process
are introduced at any level. This iz on content and does not include 0.0.08.1103
changes introduced due to grammatical, typographical or layout issues.

Major revision - Involves changes to the following extent:

1. A complete rewrite of the document.

2. Changes to more that 50% of the document are introduced to existing
content. Changes are to the core content and not grammatical,
typographical, or due to layout issues.

3. Or anincrease in content that exceeds 20% of the original document

4. Review / Expiration Date Review Date:

Assign a date for this document to be reviewed by the document owner. The
default is 1 year from today if unchanged.

rchant Link, LLC. All Rights Reserved

ntial and

ght 2004 - 2008 N,

COMFIDENTIAL - Inform

Any unauthorized

n of Merchant Link, LLC.
is strictly prohibited

n, viewing, copying and bution of the i stion contsine

4. Click Browse to display the Open File dialog box

5. Locate your local edited document and press Open.

6. Choose to overwrite or archive the previous version of the document.
7. Select the revision type.

8. Choose the Review Date.

9. Press Upload button to commit the change.

10. The Managed Documentation homepage displays.

NOTE:

Document names must remain the same. If you choose a file with a different name
from the dialog window, the system will alert you. You will be required to locate
your local copy again.
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