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1. INTRODUCTION

1.1 Purpose

The OMSConnect operations manual system (OMS) facilitates the capture, creation and
management of information used by management, operators, and engineers to manage, operate
and maintain operation facilities. The system provides an interface through which information
from a variety of sources can be viewed.

1.2 Intended Audience

This document is the User Manual for the OMS. It is to be used as a reference by Guest Users,
Editors, and Administrators for operation of the system. Users of the system should have a
familiarity with web-based internet software, office productivity software, and desktop computers.

1.3 Information Templates

Information templates are the standard information collections used to enter data into the OMS.
Administrators can create new templates as needed, and the OMS initially incorporates several
templates. The initial templates created in OMS are client-dependent but here are a few example
templates that are used most often:

e Alarm Responses

Alarm Responses detail the description, impact, and response time of the alarm responses
important to facilities operators.

e Control Factors

Control Factors describe the purpose, cause, response, and calculations of the different
control factors.

e Controls

Controls detail the location, usage, and troubleshooting options for various controls
available within the system.

e Cover
Cover nodes contain general graphic and text information about OMS chapters.
e Design Criteria

Design Criteria include the information generated by the designers detailing the
parameters of the various items.

e Documents

Documents are collections of electronic files, usually in Microsoft Word or Adobe PDF
format.

e Emergency Operating Procedures (EOPs)
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EOPs provide the instructions for restoring, operating, or shutting down part or all of the
system during unusual circumstances.

Equipment

Equipment descriptions detail the identification, function, operation, and maintenance of
the equipment utilized in the system.

External

External nodes provide direct links to outside sources of information (e.g., external files,
web sites).

Overview

Overviews serve as collections of both graphic and textual information about broad,
process area-based concepts.

Photographs and Schematics

Photographs and Schematics templates store the graphic and textual information
regarding photographic and conceptual images, respectively. Image file types such as
JPEG, GIF, and PNG are preferred. Note that the ideal image size for Photographs and
Schematics is 700x400 pixels when viewing the OMS with a 1024x768 screen resolution.

Readings and Rounds

Readings and Rounds show the proper operating methods and procedures for doing
readings, including safety hazards, regulatory requirements and related equipment.

Safety Procedures

Safety Procedures include the description, resources, and equipment related to each
significant safety procedure.

Standard Operating Procedures (SOPs)

SOPs talk about the proper operating methods and procedures, including job hazard
analysis, regulatory requirements and operating goals.

Troubleshooting

Troubleshooting details the problems, their causes and appropriate responses affecting
operators.

Videos

Videos templates store the file and textual information. Acceptable video types are AVI
and WMV files.

1.4 User Roles

User roles define the privileges and permissions users have when interacting with the OMS.
While Administrators can create new roles as desired, the OMS initially supports three distinct
user roles:

Guest — Guest users may search for and view content, and submit content update
recommendation notes.
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e Editor — Editors are responsible for managing system content. They have the capabilities
of Guest users and can also add new content, update existing content, mark content for
deletion, and load documents and images. Editors can be designated either pre-approved
(changes made are immediately committed) or not pre-approved (changes must be
approved by an Administrator before being committed).

e Administrator — Administrators are responsible for the overall management of the OMS
system. They are responsible for reviewing and approving content to be displayed in the
system, and can recover any content previously marked for deletion. Administrators have
the same privileges as Editors, and can additionally permanently delete content, define
the TOC node structure, and manage user accounts and system security.

1.5 OMS Visual Layout

The OMS is divided into six distinct functional areas, labeled and described in Figure 1.1 below:

—

ot OMSCONNECT CLIEN} TESTING SITE
=" an Inflection Point Solubions product

Y HIDETOC ~ » SEARCH > GLOSSARY ) DOWNLCADCART ¥ HELP

MONDAY MARCH 12, 2012 BACK REFRESH  EDIT  PRINT ADMINISTRATOR  LOGOUT

Home

@ ® LATEST UPDATES

&-Treatment

B Sandbox NAME ACTION DATE/TIME

S Wagskwater T reatraent Pt OYWIE) Ryan Test Excel Created 3/12/2012 2:10:39 PM

BEKWT Tests

] LE SOPs Created 3/6/2012 3:47:33 PM

@ Stan-Up /Shutdown

W Tests word test Created 2/23/2012 1-46:41 PM
LE SOPs Created 2/22/2012 4:26:22 PM
TB Test Pix Created 2/22/2012 3:48:05 PM
Tast Creased 2/22/2012 2:3115 PM
AB MLSS Sampling Procedure Updarted 2/22/2012 11:48:08 AM
Cultivating Communities of Practice v2 Created 2/22/2012 11:31:30 AM
test Created 2/20/2012 1:06:40 PM
Sandbax Updated 2/15/2012 12:23:26 PM
LE SOPs Updated 2/15/2012 12:21:59 PM
Test PPTX Created 2/14/2012 12:40:39 PM
Test PPT Created 2/14/2012 12:40:17 PM

Figure 1.1 OMS Visual Layout

The Title Bar displays the OMS facility title.

2. TOC Explorer
The Table of Contents (TOC) Explorer displays the OMS navigation tree, which contains a
hierarchically organized collection of nodes (i.e., chapters or areas), and is the primary
method of navigating the OMS.
The user accesses the OMS data by clicking the desired node in the TOC Explorer. Content
associated with the selected node is displayed in the OMS Desktop, and if subnodes are
present, the TOC Explorer expands to display them.

3. Action Toolbar

10
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The Action Toolbar contains menu buttons used to manipulate the data on the OMS
Desktop. The buttons displayed are context-sensitive, depending on the type of data
displayed in the OMS Desktop.

The Action Toolbar buttons available to all users are:

Back — Works like the Back button on the web browser. It is used specifically to
navigate back through content previously displayed in the OMS Desktop.

Refresh — Redraws the OMS Desktop to display changes made to the currently displayed
content.

Notes — Opens the Notes window to compose or view notes regarding the content item
currently displayed in the OMS Desktop.

History — Displays a historical list of actions performed on the content item currently
displayed in the OMS Desktop.

Print — Opens the Print dialog to print the information currently displayed in the OMS
Desktop.

Add to Cart — Adds the selected item to your cart for later downloading.

Action Toolbar buttons available only to Editors and Administrators include:

4.

New — Opens a blank editor window to create a new content item.

Reorder — If more than one content object is displayed in the OMS Desktop, this selection
allows the user to change the order in which they are listed.

Batch Move — Opens the Batch Move window to allow moving multiple objects currently
displayed in the OMS Desktop to another location in the TOC hierarchy.

Batch Upload — Opens the Batch Upload window to allow uploading multiple images or
documents simultaneously.

Edit — Opens an editor window to change the content item displayed in the OMS Desktop.

Move — Opens a window to allow moving the content item currently displayed in the OMS
Desktop to another location in the TOC.

Copy — Opens a window to allow copying the content item currently displayed in the OMS
Desktop to another location in the TOC.

Delete — Marks the content item currently displayed in the OMS Desktop for deletion.

OMS Desktop

11
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The OMS Desktop is the interface area where all object and file content is displayed. If the
TOC node selected contains multiple objects, data will be displayed in a tabular format so
that the user can select a row for further evaluation.

Global Menu

The Global Menu provides additional menu selections that are available regardless of content
displayed. These are:

Hide TOC/Show TOC — Hides or shows the TOC Explorer, depending on its current
state.

Search — Opens the Search window to enable the user to search OMS content based
on keywords, template type, and author.

Glossary — Allows the user to view and edit Glossary entries.

Download Cart — Allows the user to view, edit, and download the list of content items
added to the cart.

Help — Opens the OMS help documentation

6. System Toolbar

The System Toolbar is displayed above the OMS Desktop. It contains general system
selections that are available regardless of content displayed. The selections displayed are
context-sensitive, depending on the security role of the user. The possible menu selections
are:

Administrator — Displays system configuration tools in the OMS Desktop. This option
will not be displayed for users whose user role does not include administrative
privileges (e.g., Guest users).

Logout — Allows the user to logout of the system and return to the login screen.

12
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2: All Users

2. ALL USERS
2.1 Using the OMS

Before using the OMS, you must have a valid system account. Your viewing rights will depend
on the user role assigned to your account. If you do not have an OMS account or do not know
your account’s user role, please contact your system administrator.

OMSConnect is accessed via a web browser. It is certified for use on Internet Explorer 11,
which is the recommended web browser.

2.2 Login/Logout

To login, follow the steps below:
1. Open your web browser and navigate to the OMS address (e.g., http://OMS/).
2. Inthe Login dialog box (see Figure 2.1), enter your User Name and Password.

" OMSCornect
an Infiection Point Solutions product

&b

CLIENT: Inflection Point Solutions

APPLICATION: Omsconnect Client Testing Site
SUPPORT: support®omsconnectoniine.com

USER MAME:

PASSWORD

Figure 2.1 Login Dialog

3. Press the Enter key or click “Log On”. The main OMS screen will appear.
4. When you are ready to logout, click the “Logout” button in the System Toolbar (see

Figure 2.2).
ADMINISTRATOR (CLOCOUT)

Figure 2.2 Logout Button

2.3 Navigate TOC

The OMS is ready to use once logged in. The primary method of OMS navigation is using the
TOC Explorer (see Figure 2.3).

13
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MOMDAY MARCH 12, 2012

it Home

@"Treatmem

"Sandbux

EI"Wastewater Treatment Plant (WWTF)
E"Prelin‘rinary Treatment
"Screenings

@"Raw Water Pumping
E-Grit Removal
E-Primary Treatment
H-Secondary Treatment
ElDisinfection
EDechlorination

H-Solids Handling
H-Library

Figure 2.3 TOC Explorer

Each TOC node displays a graphic symbol to show its state:

« - More nodes exist beneath the node. Clicking the node will expand the TOC to
show all subnodes beneath it.

« E - The content beneath the node is already expanded. Clicking the node will hide all
TOC subnodes beneath it.

« [El - No subnodes exist beneath the node.

2.3 Search

The OMS provides users with a quick and easy method to search for specific content housed
within the system. To perform a search, follow these steps:

1. From the Global Menu, click the “Search” button (see Figure 2.4).

» HIDE TOC » SEARCH » GLOSSARY » DOWNLOAD CART » HELP
Figure 2.4 Search Button
2. The Search option controls will appear in the OMS Desktop (see Figure 2.5).

B SEARCH

Enter keyword(s) to begin search
KEYWORDS (REQUIRED) Enter Keyword (required)

SEARCH BY TITLE ONLY

‘ LAST UPDATED BY Select User v
‘ TEMPLATE Select Template v

Figure 2.5 Search Controls
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3. Enter the keyword(s) of the content you would like to search for in the ‘Keywords’ field. (This
field is required.)

4. Check the box next to ‘Search By Title Only’ if you only want to search the content item
titles (instead of the template data contents). If you want to search both titles and content
fields, leave this box unchecked.

5. Select the content item desired by the last user to provide an update (if any). If no user is
chosen, all users will be searched.

6. Select the template type desired (if any). Templates include all enabled templates and with
all disabled templates that have existing table of contents menu items or content items
associated with that template type. If no template is chosen, all templates will be searched.

7. When the Search interface is opened, the “Template” drop-down will be populated with all
enabled templates and with all disabled templates that have existing table of contents menu
items or content items associated with that template type.

8. Click the ‘Search’ button.

9. The matching content items will appear in a list in the OMS Desktop. To access a particular
content item, click its list entry to open it (see Figure 2.6).

@ SEARCH
Enter keyword(s) to begin search.
KEYWORDS (REQUIRED) |water
SEARCH BY TITLE ONLY U
LAST UPDATED BY |59|ect User v|
TEMPLATE |Se|ect Template V|
Search Results
5] c10 Forum

_2_'] Description of safety concept
_2_'] General Plant Data

_2_'] Member Discussion

Figure 2.6 Search Results

2.5 Glossary

The OMS Glossary provides a simple way to look up the definitions of commonly used terms,
acronyms, and abbreviations. To open the Glossary main window, click the “Glossary” button on
the Global Menu (see Figure 2.7).

> HIDE TOC » SEARCH » GLOSS5ARY » DOWNLOAD CART » HELP

Figure 2.7 Glossary Button

Glossary terms can be filtered alphabetically by clicking on the desired letter at the top of the list
or click on All to display all the available terms.

15
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2.5.1 View Glossary Term

2: All Users

1. Click a term name to show its definition in the right-hand pane (see Figure 2.8).

GLOSSARY x

TERMS

acidity ﬂ
=

acre-foot {ac-fi)

activated carbon

activated carbon adsorption

activated carbon treatment

activated sludge

activated-sludge loading

activated-sludge process

adsorption

adsorption water

advanced waste treatment

aerated contact bed

aerated pond

aeration

aeration period J
-

ADD TERM

DEFINITION
acidity

The guantitative capacity of agueous solutions to
neutralize a base; measured by titration with a
standard solution of a base to a specified end point;
usually expressed as milligrams of equivalent calcium
carbonate per liter {mg/L CaCO3); not to be confused
with pH. Water does not have to have a low pH to have
high acidity.

[eor Jorier]

Figure 2.8 Glossary Window

2.5.2 Add Glossary Term

1. Click the “Add Term” button in the Glossary window (see Figure 2.9).

GLOSSARY x

TERMS

acidity ;I
=

acre—foot {ac-ft)

activated carbon

activated carbon adsorption
activated carbon treatment
activated sludge
activated-sludge loading
activated-sludge process
adsorption

adsorption water
advanced waste treatment
aerated contact bed
aerated pond

aeration

aeration period

ADD TERM '
N

DEFINITION
acidity

The guantitative capacity of agueous solutions to
neutralize a base; measured by titration with a
standard solution of a base to a specified end point;
usually expressed as milligrams of equivalent calcium
carbonate per liter (mag/L CaCO3); not to be confused
with pH. Water does not have to have a low pH to have
high acidity.

[cor Joucr]

Figure 2.9 Add Term Button

2. The New Glossary Term window appears. Enter the term name into the Term box, then
enter the definition into the Definition box, then click the “Save” button to save the new
term (see Figure 2.10), or click the “Cancel” button to discard all changes to the new

term.
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GLOSSARY x

NEW GLOSSARY TERM

TERM
New Term Name Here

DEFINITION
This is the definition of a new term.

e o]

Figure 2.10 New Glossary Term Window

3. The New Glossary Term window will close, and the Glossary window will refresh to show the
new term.

2.5.3 Edit Glossary Term

1. Click a term name to show its definition in the right-hand pane. Click the “Edit” button
(see Figure 2.11).

GLOSSARY x

TERMS DEFINITION
Al-ABCDEEGHIIKLMNOPOQRSTIUYW acidity
acidity ill The guantitative capacity of aqueous salutions to

acre-foot (ac-f)
activated carbon
activated carbon adsorption

activated carbon treatment

neutralize a base; measured by titration with a
standard solution of a base to a specified end point;
usually expressed as milligrams of equivalent calcium
carbonate per liter (mg/L CaCO3); not to be confused
with pH. Water does not have to have a low pH to have

high acidity.
activated sludge g i3

activated-sludge loading
activated-sludge process
adsorption

adsorption water
advanced waste treatment
aerated contact bed
aerated pond

aeration

aeration period

[aoo e

+ @

Figure 2.11 Glossary Term Edit Button

2. The Edit Glossary Term window appears. Make any desired changes to the Term and
Definition fields, then click the “Save” button (see Figure 2.12), or click the “Cancel”
button to discard all changes to the current term.
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GLOSSARY x

EDIT GLOSSARY TERM

TERM
Mw Term Extended Definition

DEFINITION
This is the extended definition of a term. =]

Figure 2.12 Edit Glossary Term Window

3. The Edit Glossary Term window will close, and the Glossary window will refresh to show the
modified term name and definition.

2.5.4 Delete Glossary Term

1. Click aterm name to show its definition in the right-hand pane. Click the “Delete” button
(see Figure 2.13).

GLOSSARY %

TERMS
acidity =
=)

acre-foot (ac-ft)

activated carbon

activated carbon adsorption
activated carbon treatment
activated sludge
activated-sludge loading
activated-sludge process
adsorption

adsorption water
advanced waste treatment
aerated contact bed
aerated pond

aeration

aeration period

EEED

DEFINITION
acidity

The guantitative capacity of agueous solutions to
neutralize a base; measured by titration with a
standard solution of a base to a specified end point;
usually expressed as milligrams of equivalent calcium
carbonate per liter (mg/L CaCO3); not to be confused
with pH. Water does not have to have a low pH to have
high acidity.

) Io

Figure 2.13 Glossary Term Delete Button

2. Click “OK” to confirm the Glossary term deletion. The term is removed from the
Glossary and the Glossary window refreshes to display without the deleted term.

18
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2.6 Content Item Cart

OMS users can add content items to a virtual “cart” for batch downloading to PDF format. To
add a content item to the cart and download them for viewing/printing, follow the steps below:

1. For each content item you wish to add to the cart, open the content item in the OMS
Desktop and click the “Add to Cart” button on the Action Toolbar (see Figure 2.14).

BACK REFRESH EDIT MOVE COPY  NOTES  HISTORY  PRINT ZADDTO CART
Figure 2.14 Add to Cart Button

2. After adding all desired content items to the cart, click the “Download Cart” button on
the Global Menu (see Figure 2.15).

» HIDETOC » SEARCH » GLOSSARY > DOWNLOAD CART » HELP

Figure 2.15 Download Cart Button

3. The Download Cart window appears with a list of the content items added to the cart.
Click the “Remove” link to the right of any content items you no longer wish to include
in the cart, then click the “Download All” button to initiate the cart download (see
Figure 2.16), or click the “Empty Cart” button to remove all content items from the
cart.

BACK REFRESH

B DOWNLOAD CART

AB MLSS Sampling Procedure - Remove

OMSConnect - Remove

Figure 2.16 Download Cart Window

4. Click the “Save” button on the File Download dialog that appears to save the
compressed ZIP file to your computer.
5. Open the ZIP file to utilize the content item PDF files downloaded.

2.7 Content Notes

Content notes give users a way to contribute comments and questions regarding a content item
without needing to edit the content item. By default, all OMS roles are allowed to enter, edit, and
view notes for any content item that the user account is allowed to access.

To open the Notes window, click the “Notes” button on the Action Toolbar (see Figure 2.17). The

top half of the Notes window contains the Note Author and Note Text boxes, while the bottom
half displays any notes that have been created for the current content item (see Figure 2.18).
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BACK  REFRESH EDIT  MOVE  COPY HISTORY  PRINT  ADDTO CART

Figure 2.17 Notes Button

2.7.1 Add Note

1.

n

No kW

The Note illustrates the full Table of Contents node progression (i.e.
Home>>Wastewater Collection System>>Qverview Page).

The Note Author field is automatically populated with your name, but can be edited if
desired.

Enter the content of the note you wish to add inside the Note Text box.

Click “Add” to add the new note.

The new note will appear in the “Content Notes” box.

Click the “X" in the top right corner of the Notes window to close it.

After a note has been added to the system, an email is sent to all user accounts that
are flagged to receive Notes emails.

Home > Wastewater Collection System >> Overview Page

NOTE AUTHOR:
System Admin

NOTE TEXT-

CONTENT NOTES

Figure 2.18 Notes Window

2.7.2 Edit/Delete Note
1. To edit a note, click the “Edit” hyperlink to the right of its header (see Figure 2.19).
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Home >> Wastewater Collection System >> Overview Page
NOTE AUTHOR:
Example Authar|

NOTE TEXT:

CONTENT NOTES

9/21/2014 by Example Autho @
Example Note Text

Figure 2.19 Edit Note

2. The Note Text box is populated with the existing note text. Change the text in the Note
Text box as desired, then click the “Save” button (see Figure 2.20).

Home >> Wastewater Collection System >> Overview Page
NOTE AUTHOR:

Example Author

NOTE TEXT.

Example Note Text -

() = =

CONTENT NOTES

9/21/2014 by Example Author - Edit
Example Note Text

Figure 2.20 Save Edited Note

3. The Note Text box will be emptied and the new note contents will appear in the “Content
Notes” box (see Figure 2.21).

Home >> Wastewater Collection System >> Overview Page
NOTE AUTHOR:
Jill Means

NOTE TEXT:

CONTENT NOTES

9/21/2014 by Example Author - Edit
Example Note Text has been edited now.

Figure 2.21 Edited Note Display
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To delete a note, click the “Edit” hyperlink to the right of the note header (see Figure 2.19), then
click the “Delete” button (see Figure 2.22). The note no longer appears in the Content Notes

box.

4.

Home >> Wastewater Collection System >> Overview Page

NOTE AUTHOR:
Example Author

NOTE TEXT
Example Note Text has been esdited now.

CONTENT NOTES

9/21/2014 by Example Author - Edit
Example Note Text has been edited now.

Figure 2.22 Delete Note

Click the ‘X’ in the top right corner of the Notes window to close it.

2.7.3 Move / Resize Note Text Box

1.
2.

3.
4.
5.

The Note Text box can be resized and / or moved.

Use the mouse to point to one of the handles. The pointer will change to a double-
headed arrow.

Click on the left mouse button.

Drag the handle to resize the text box.

Release the mouse button when the text box is the size you want.

2.8 Content History

1.

2.

Navigate to the desired TOC location and open the content item whose history you wish
to view.
Click the “History” button on the Action Toolbar (see Figure 2.23).

BACK REFRESH EDIT MOVE COPY DELETE NOTES ADD TO CART

Figure 2.23 History Button

The History window appears with a list of the actions performed on the current content
item (see Figure 2.24).

HISTORY

ACTION DATE TIME TAKEN BY

Updated 2/22/2012 3:49 PM admin
Created 2/8/2012 4:28 PM admin

Figure 2.24 History Window

2.9 Print

1.
2.

Navigate to the desired TOC location and open the content item you wish to print.
Click the “Print” button on the Action Toolbar (see Figure 2.25).
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BACK REFRESH EDIT IMAP MOVE COPY DELETE NOTES HISTORY ADD TO CART

Figure 2.25 Print Button

3. The content item opens in a new window as a printable PDF file. Click the print button
within your PDF viewing software to print the content item.

2.10 Hot Spots

Hot Spots are areas on a picture that contain a hyperlink. They are also called iMaps, short for
image maps. Clicking on a Hot Spot takes the user to the linked location. Hot Spots are useful
to describe parts of the picture or as visual links.

1. Inthe OMS Desktop, when you view a Photograph or Schematic whose image has been
iMapped, the resulting “hot spots” can be made visible by clicking the ‘Show Hot Spots’
hyperlink (see Figure 2.26).

8 FIG5000-1

4!

Show Hot Spots

Last Updared: February 10, 2012 by kthompson

Figure 2.26 Show Hot Spots Hyperlink
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2. The OMS Desktop will refresh, showing the image hot spots as light blue rectangles. To
hide the hot spots again, click the ‘Hide Hot Spots’ hyperlink (see Figure 2.27).

E FIG5000-1

]
i / -~
v '

f|

L

Hide Hot Spots

Last Updated: February 10, 2012 by kthompson

Figure 2.27 Hot Spots Visible

2.11 Help
1. Click the “Help” button on the Global Menu (see Figure 2.28).

> HIDETOC » 5EARCH » GLOSSARY > DOWNLOAD CART » HELP

Figure 2.28 Help Button

2. The OMS help documentation is displayed in a new window.
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3.EDITORS

3.1 OMS Editing

Before editing content items in the OMS, you must have a valid system account. Your editing
rights will depend on the user role assigned to your account. If you do not have an OMS account,
or do not know your account’s user role, please contact your system administrator.

3.2 Editor Window

The editor window allows the user to enter and extensively format template-specific data within
a web form. Its contents are determined by the template type being edited.

3.2.1 Visual Layout

Figure 3.1 below shows the visual layout of an example editor window for editing a Photograph

template.
SAVE  SAVEQEXIT  CANGEL J /
NAME
IMAGE FILE B rowse
L J
DESCRIPTION

Figure 3.1 Editor Window

1. Editor Window Toolbar
The Editor Window Toolbar presents all the functions for formatting and saving content. The
formatting tools appear above the form fields and are automatically activated when you click
your mouse inside a form field. To apply or remove content formatting, highlight the text you
want to change and click the desired format function. To see a description of each button,
hover your mouse over the button and a descriptive ToolTip will appear.

The Formatting Toolbar functions are:

* Font Size — Sets the font size for the selected text. A blank value indicates the default

font size.
» Text Color — Sets the font color of the selected text.
» Background Color — Sets the background color of the selected text.
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« Bold — Toggles bolding for the selected text.

» lItalicize — Toggles italicization for the selected text.

* Underline — Toggles underlining for the selected text.

« Spell Check as You Type — Checks spelling of text in the current text field.

« Left Justify — Aligns selected text to the left of the page.

* Center Justify— Aligns selected text to the center of the page.

* Right Justify — Aligns selected text to the right of the page.

» Decrease Indent — Reduces the indent level of the selected text.

* Increase Indent — Increases the indent level of the selected text.

* Numbered List — Toggles numbered list formatting for the selected text.

» Bulleted List — Toggles bulleted list formatting for the selected text.

» Table — Inserts a table with the number of rows and columns specified by the user.

» Insert Image — Prompts the user to upload an image file from their local computer, and
then inserts it into the currently selected form field.

» Internal Link — Opens Internal Hyperlink window to define internal hyperlinks for the
selected text.

* Link — Opens Hyperlink window to define an external web hyperlink for the selected
text.

» Anchor — Creates a link within the same multi-line text field that will scroll long content
to a given location.

» Save — Saves all changes made to the current content item without closing the editor

window.

» Save & Exit — Saves all changes made to the current content item and closes the editor
window.

« Cancel — Discards all changes made to the current content item and closes the editor
window.

2. Single-line Text Field

A single-line text field is designed to accept a limited amount of text, and will not accept
carriage returns.

3. Multi-line Text Field

A multi-line text field can contain a large quantity of information, and will grow as the user
adds additional lines of text.

4. File Upload Field
Templates like Documents, Photographs, Schematics, and Videos contain a file upload field
to allow the user to transmit files to the OMS. To upload a file, click the ‘Browse’ button and
navigate to the file you wish to upload. See Section 3.2.8 for a description of how to insert
files into content items.

3.2.2 Checkout Process

When you add or edit a content item, any changes made are considered “checked out” by your
user account. Other editors are not allowed to edit the content item while it is checked out, nor
are they allowed to see any changes made to the checked-out version. Once the content item
has been submitted (and, if necessary, approved by an Administrator), the content item and
submitted changes will be viewable to all authorized users.
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Edit Object

Submit

Save Edits

Auto-
Approve?

Can only be viewed by you.
Users see original content

Review and

Approve by

Original content will be Manager

replaced —

Figure 3.2 Save and Submit Process

3.2.3 Content Approval

Depending on whether your user role has content pre-approval privileges, any content item
submitted will either be added to an Administrator approval list, or be immediately published for
all authorized users to see. If you are not sure of your user role’s pre-approval privileges, please
contact your system administrator.

3.2.4 Add Content Item

1.
2.

o0k w

7.

Navigate to the desired TOC location.
Click the “New” button on the Action Toolbar (see Figure 3.3).

BACK REFRESH @ REORDER BATCH MOVE BATCH UPLOAD PRINT
Figure 3.3 New Button
A template-specific editor window will appear.
Enter and format the desired information.

Click the ‘Save & Exit’ button.

The OMS Desktop will refresh to show that the content item is checked out (see Figure
3.4).

@ SOP

This content was checked out by admin on Monday, March 12, 2012
i SUBMIT CHANGES_!I UNDO CHECKOUT

Figure 3.4 Submit Changes

Click ‘Submit Changes’ to post the changes and clear the item’s checked-out status. If you
do not wish to submit the edited content, click ‘Undo Checkout’ to discard all changes.
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3.2.5 Batch Upload

The batch upload feature is used to add multiple content items to the OMS quickly and efficiently.
All content items added with a batch upload must be of the same template type. For example, a
batch upload of content items into a Photographs TOC node must all be supported image types

(e.g., .jpg, .gif, .png).

To perform a batch upload, perform the following steps:
1. Navigate to the desired TOC location.
2. Click the “Batch Upload” button on the Action Toolbar (see Figure 3.5).

Back Refresh | New Reorder | Batch Move gatch Uploaa > Print |

Figure 3.5 Batch Upload

3. The Batch Upload window appears with basic guidelines for batch uploading. Click the
“Browse” button (see Figure 3.6).

BATCH UPLOAD x

About Batch Uploading

+ The default name for each item will be the same as the file name,
without the extension (e.g. Pump.g/fwill be named Fump) for each item.

- Click "Browse” to select multiple files, then click "Upload” to complete the
process.

Browse

Figure 3.6 Batch Upload Window

4. Select all files that you wish to batch upload from the file selection window and click the
“Open” button. You can select multiple files with Ctrl-click or Shift-click combinations.

5. Review the list of files in the Batch Upload window to ensure that the correct files were
selected. Click the “Upload” button (see Figure 3.7).

BATCH UPLOAD x
=
About Batch Uploading
+ The default name for each item will be the same as the file name,
without the extension (e.g. Fump.gifwill be named Pumg) for each
item.
- Click "Browse" to select multiple files, then click "Upload” to complete
the process.
IMG_20110719_154608.... (1.62MB) m
IMG_20110719_154616.... (1.39MB) m
IMG_20110719_154622.... (1.44MB) m
IMG_20110719_160912.... (1.66MB) %]
IMG_20110719_201637.... (1.41MB) B8
Upload } -
oy =

Figure 3.7 Batch Upload Window Populated
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6. The window will show the progress as each file uploads (see Figure 3.8).

BATCH UPLOAD x

About Batch Uploading =

+ The default name for each item will be the same as the file name,
without the extension (e.g. Pump.gif will be named FPump) for each
item.

- Click "Browse” to select multiple files, then click "Upload™ to complete
the process.

IMG_20110719_154608.... (1.62MB) [x]
- 100%
IMG_20110719_154616.... (1.39MB) %]
- 100%
IMG_20110719_154622.... (1.44MB) [x]
- 100%
IMG_20110719_160912.... (1.66MB) [x]
- 100%
IMG_20110719_201637.... (1.41MB) [x]

- 100%

[T =

Figure 3.8 Batch Upload Progress Bar

7. Once all files are successfully uploaded, close the Batch Upload window and the system
will refresh the OMS Desktop to show the new content items.

3.2.6 Edit Content Item

1. Navigate to the desired TOC location and open the content item to edit.
2. Click the “Edit” button on the Action Toolbar (see Figure 3.9).

BACK REFRESH IMAP MOVE COPY DELETE NOTES HISTORY PRINT ADD TO CART

Figure 3.9 Edit Button

A template-specific editor window will appear.

Enter and format the desired information.

Click the ‘Save & Exit’ button.

The OMS Desktop will refresh to show that the content item is checked out (see Figure
3.4).

Click ‘Submit Changes’ to post the changes and clear the item’s checked-out status. If you
do not wish to submit the edited content, click ‘Undo Checkout’ to discard all changes.

o0k w

N

3.2.7 Delete Content

1. Navigate to the desired TOC location.
2. Click the “Delete” button on the Action Toolbar (see Figure 3.10).

BACK REFRESH EDIT IMAP MOVE COPY NOTES HISTORY PRINT ADDTO CART

Figure 3.10 Delete Button

3. Confirm that you wish to mark the content item for deletion by clicking the ‘OK’ button. The
content item is placed in the OMS “recycle bin,” and may be restored by an Administrator
(see Section 4 for Administrator content recovery functions).

29



OMSConnect User Manual

3.2.8 Add/Change Content Item Files

The OMS supports attaching files (e.g., documents, images, and video files) to content items
of the correct template type. For example, a Videos template would accept a video file upload,
while a Photographs template would not. File formats supported by the OMS include:

o Documents (.pdf, .doc, .dot, .docx, .dotx, .xls, .xlt, .xIsx, .xltx, .ppt, .pot, .pptx, .potx, .dwg,
.dwf)

¢ Images (.gif, .jpe, .jpeg, .jpg, .png, .bmp, .dwg, .dwf)
e Video (.wmyv, .avi)

Please check with your system administrator to determine which file formats are supported by
your web browser environment before uploading files to the OMS. Note that the ideal image
size for Photographs and Schematics is 700x400 pixels when viewing the OMS with a
1024x768 screen resolution.

Any template which supports file attachments is easily identifiable by the “Browse” button on
the right side of the file upload field (see Figure 3.1).

To add a content item file, follow these steps:
1. Open the content item you wish to edit in the editor window (see Section 3.2.6). This
example uses a Photograph template for illustration.
2. Click the “Browse” button and navigate to the file you wish to upload (see Figure 3.11).

SAVE SAVE & EXIT CANCEL

: sire S B A-IB I U M. GlS EE

E@E:EElaP

H NAME Example Photograph Content ltem
H PHOTOCRAPH NUMEER 1234

LOCATION DAFT 1

IMAGE FILE

DESCRIFTION ‘

Figure 3.11 Browse Button

3. The editor window will show the file’s upload size and current upload progress. You
may cancel the file upload by clicking the red “X” button (see Figure 3.12).
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SAVE SAVE & EXIT CANCEL

iswe[ [-|A- A-iB 7 uiw-iis E[E]= = c@aiEdlam
“ NAME |Example Photograph Content ltem
PHOTOGRAPH NUMBER 1234
LOCATION |DAFT 1
“ IMAGE FILE [MG_20110719_201637.jpg Browse
IMG_20110719_201637.... (1.41MB] - Complatad [x]

Figure 3.12 Upload Progress Bar

4. The OMS system will close the progress bar when the file is successfully uploaded
(see Figure 3.13). If no name has already been assigned to the content item, the Name

field will be populated with the uploaded file’'s name.

SAVE SAVE & BEXIT CANCEL

is=| [-|&-A&-iB 7 uiw-iz £[E=s = EmiEE 8P
H NAME EExampIe Photograph Content ltem
PHOTOCRAPH NUMBER | 1234
LOCATION DAFT 1
IMAGE FILE IMG_20110719_201637.jpg [ Browse |
” DESCRIFTION |

Figure 3.13 Upload Progress Bar Closed

5. Click the “Save and Exit” button to save the content item and exit the editor window.

3.3 Relocate Content

Editors can relocate content within the OMS by copying or moving content items within the
TOC. Note that the destination TOC node must be of the same template type (e.g., Documents,
Photographs, etc.) as the source TOC node or the system will display an error message.
Follow the steps in the appropriate section below to copy or move content.
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3.3.1 Copy Content
1. Open the content item you wish to copy to view it in the OMS Desktop.

2. Click the “Copy” button on the Action Toolbar (see Figure 3.14).

BACK REFRESH EDIT IMAP MOVE DELETE NOTES HISTORY FRINT ADDTO CART

Figure 3.14 Copy Button

3. The Copy window appears showing the OMS TOC (see Figure 3.15).

COPY 'BAR SCREENS' x

1 Welcome to InfoNet =
EPlant Manual

E-Dry Creek Siphon

ElHeadworks (01)

[-Design Data

El-Process Control

[E-Procedures

Influent Metering And Control

E-Screenings

Raw Wastewater Pumping

BE-Grit Removal

Ferric Sulfate

E-Schematics

E-Photographs

El-Equipment Manuals

B-Primary Treatment (02)

E-Trickling Filters (03)

EH-Secondary Treatment (04)

E-Nitrifying Trickling Filters (05)

Fl-Nawsrarina Ruildinn (AL |

Selected Node: None
foorJenca]
Figure 3.15 Copy Window

4. Navigate to the desired TOC location, select the destination node, and click the “Copy”
button (see Figure 3.16).

COPY 'BAR SCREENS' x

ElPlant Manual E
E-Dry Creek Siphon
E-Headworks (01)

E-Design Data

-Process Control
El-Procedures

EHnfluent Metering And Control
E-Screenings

EI Equipment Description
ElEquipment Controls
Elinstruments

ElContral Strategies

E‘ Photographs

ElScreen Shots

H-Raw Wastewater Pumping
Grit Removal

e

E

[E-Ferric Sulfate
E-Schematics

[C

*-Photographs

Bl Eguipment Manuals =l

Selected Node: Phatographs

| cancel]

Figure 3.16 Copy Window Destination
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3.3.2 Move Content

You can move content items within the OMS one at a time, or in batches. Follow the
instructions below to perform each kind of move operation. Note that the destination TOC node
must be of the same template type (e.g., Documents, Photographs, etc.) as the source TOC
node or the system will display an error message.

3.3.2.1 Single Move

1. Open the content item you wish to move to view it in the OMS Desktop.
2. Click the “Move” button on the Action Toolbar (see Figure 3.17)

BACK REFRESH EDIT IMAP COPY. DELETE NOTES HISTORY PRINT ADD TO CART

Figure 3.17 Move Button

3. The Move window appears showing the OMS TOC (see Figure 3.18).

% Welcome to LEWWTP InfoNet
EFPlant Manual

B Dry Creek Siphon
ElHeadworks (01)

sI-Design Data

-Process Control
T-Procedures

H-{nfluent Metering And Control
H-Screenings

f-Raw Wastewater Pumping
H-Grit Removal

HFerric Sulfate

H-Schematics

'l-Photographs
TEquipment Manuals
EPrimary Treatment (02)
E}Trickling Filters (03)
ESecondary Treatment (04)
B

5 Nitrifying Trickling Fiters (05)
FNawsrarina Buildina (AL LI

Selected Node: None

Figure 3.18 Move Window
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4. Navigate to the desired TOC location, select the destination node, and click the “Move”
button (see Figure 3.19).

MOVE 'BAR SCREENS' x

ElPlant Manual =
Dry Creek Siphon
EFHeadworks (01)

El-Design Data

El-Process Contral
EProcedures

Influent Metering And Control
ElScreenings

ElEquipment Description
E"Equlpmen( Controls

E| Instruments

EControl Strategies
E-Photographs

[EFScreen Shots

-Raw Wastewater Pumping
Grit Removal

-Ferric Sulfate

s-Photographs

[E
E
B
E-Schematics
C
[C

iEquipment Manuals =l

Selected Node: Photographs

) cancer
-

Figure 3.19 Move Window Destination
3.3.2.2 Batch Move

1. Open the TOC node that contains the content item you wish to move.
2. Click the “Batch Move” button on the Action Toolbar (see Figure 3.20).

BACK  REFRESH  NEW  REORDER BATCH UPLOAD  PRINT

Figure 3.20 Batch Move Button

3. The Batch Move window appears showing the OMS TOC on the left and a list of content
items in the current TOC node on the right (see Figure 3.21).

BATCH MOVE x

# Home X [T] 1025 space 5_226_200d7 sdgdsf sdf dsfg
1o, B sdfgsdfa sdfg sdf gs adf gdfs as dfsadfas dfg
Bsandbax [T] 1025_3_226_20r07
f-Wastewater Treatment Plant (WWTP) 1 Figsooo-1
KW Tests

[7] Fig5004-1 Introl Photo

ot
S [l Fig5005-8A RAS Pump Curve
E)-Documents
a
ElExternal 3
» Hers_one_with_a_really_really_really_really_really_re
B Overview =
El-Photagraphs LETES
B Schematics
B50P
HStart-Up /Shutdown
HNJW Tests
N — —— v

Selected Node: None

Figure 3.21 Batch Move Window
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Select the content items that you wish to move by checking the checkbox adjacent to
their names.

Navigate to the OMS TOC node to which you wish to move the selected items, and click
the “Move” button (see Figure 3.22).

BATCH MOVE x

# Home [ 1025 space 5_226_200d7 sdgdsf sdf dsfg
sdfgsdfg sdfg sdf as odf gdfs gs dfsgdfas dfg

EFTreatment

EtSandbox [ 1025_3_226_20r07
EWastewater Treatment Plant (WWTP) Ei] Fig5000-1

EKWT Tests

[7] Fig5004-1 Introl Photo
ElCover

9] Fig5005-8A RAS Pump Curve
EDocuments

O

Hers_one_with_a_really_really_really_really_really_re

[ rem #3

ElExternal
ElOverview
BFPhotographs
[EFSchematics
EFSOP

EStart-Up /Shutdown
EFNJW Tests

Selected Node: Photographs

Figure 3.22 Batch Move Window Selected Items and Destination

3.3.3 Reorder Content

1.
2.

Open the TOC node that contains the content items you wish to reorder.
Click the “Reorder” button on the Action Toolbar (see Figure 3.23).

BACK REFRESH NEW REORDER BATCH MOVE BATCH UPLOAD PRINT

Figure 3.23 Reorder Button

The list of content items in the current TOC node will be displayed with a number and a
set of reordering arrows next to each indicating the current display order. In this example
the content item in position 1 will be reordered (see Figure 3.24).

BACK REFRESH

& PHOTOGRAPHS

1025_3_226_20r07
2 Fg5000-1
3 Fig5004-1 Introl Photo
4 Fig5005-8A RAS Pump Curve

w

Hers_one_with_a_really_really_really_really_really_really_really_really_really_really_long_name

a

ltem #3

a db ar db Ak AR 4B

7 1025 space 5_226_200d7 sdgdsf sdf dsfg sdfgsdfg sdfg sdf gs gdf gdfs gs dfsgdfgs dfg

[shvecnore] [keser ovoer o pusaencas)
Figure 3.24 Reorder Window
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4. Hover your mouse pointer over the reordering arrows until the cursor becomes a 4-way
pointer over the content item you wish to reorder (see Figure 3.25).

REFRESH

@ PHOTOGRAPHS

uzs,a,zzs,zum?
Fig5000-1

3 Fig5004-1 Introl Photo

ay

4 Fig5005-8A RAS Pump Curve
Hers_one_with_a_really_really_really_really_really_really_really_really_really_really_long_name
& hem#3

7 1025 space 5_226_2004d7 sdadsf sdf dsfg sdfasdfa sdfg sdf gs adf adfs os dfsgdfas dfa

s
E
&
=
s
=5
a
=
s
s
o

Figure 3.25 Content Item Reordering Arrows

5. Click and drag the content item up or down until it is in the correct order position. In this
example, the content item in position 1 is moved to position 2. Click the “Save Order”
button to save ordering changes and return to the OMS Desktop (see Figure 3.26).

REFRESH

@ PHOTOGRAPHS

21 Fig5000-1

=2 10253 226 2007

3 Fig5004-1 Introl Photo

=
=
o
=
o
%5
a
El
a
=
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IS

Fig5005-8A RAS Pump Curve

Hers_one_with_a_really_really_really_really_really_really_really_really_really_really_long_name

@

ftem #3

-

1025 space 5_226_200d7 sdgdsf sdf dsfg sdfgsdfg sdfg sdf gs gdf gdfs gs dfsgdfgs dfg

Figure 3.26 Reordered Content Items

6. To return to the OMS Desktop without saving ordering changes, click the “Return”
button. To reset the content items order to standard alphabetical order, click the “Reset
Order (to alphabetical)” button.

3.4 Hyperlinks

The OMS provides tools that allow you to create embedded links in the content item text, and
supports both internal links and web links. Internal links are links to TOC nodes and content
items within the OMS, while web links point to external information sources, such as vendor
websites. External websites open in new windows.

3.4.1 Internal Link

1. Highlight the text you want to link in the editor window.
2. Click the “Internal Link” button on the Formatting Toolbar (see Figure 3.27).

se| | |A- A-iB I Uin-iz E|E|= =1 = = O(@DAI& P

Figure 3.27 Internal Link Button
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3. The Internal Hyperlink window appears, displaying the OMS TOC hierarchy in the left

pane of the window (see Figure 3.28).

INTERNAL HYPERLINK X

1 Home
@'Treatment
' Sandbox
ElWastewater Treatment Plant (WWTP)

ElPreliminary Treatment

{ OScreenings

E-Standard Operating
Procedures

i [E-Raw Water Pumping

ElGrit Removal

' Primary Treatment
Secondary Treatment
@'Diswnfectmn
@'Dech\ormaﬂon
E}Solids Handling
'Library

E-KWT Tests

E-Start-Up [Shutdown

n

AB MLSS Sampling Procedure

(CPreview | Select

“ standard Operating Procedures

Figure 3.28 Internal Hyperlink Button

4. Navigate to the TOC location you wish to link to. The TOC nodes and content items
under the selected location will appear in the right pane.
5. To preview any item listed, click the ‘Preview’ link under the desired content item. The

item preview will open in a new window.

6. To select the TOC node or content item to link to, click the ‘Select’ hyperlink under the
desired link location.
7. After selecting the link destination, the ‘Link to:’ text will appear at the bottom left of the
Internal Hyperlink window. Click ‘OK’ to save the link or click ‘Cancel’ to discard the link

(see Figure 3.

INTERNAL HYPERLINK X

1# Home
EMTreatment
BESandbox
E'Wastewater Treatment Plant (WWTP)

&
&

29).

EPreliminary Treatment
EScreenings
EbStandard Operating
Procedures
[E-Raw Water Pumping
EGrit Removal
Primary Treatment
Secondary Treatment
El-Disinfection
E-Dechlorination
ESolids Handling
E-Library
H-KWT Tests
f-Start-Up /Shutdown

A

mn

Link To: AB MLSS Sampling Procedure

AB MLSS Sampling Procedure

| Standard Operating Procedures

Figure 3.29 Internal Hyperlink to Text
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3.4.2 Web Link

1. Highlight the text you want to link in the editor window.
2. Click the “Web Link” button on the Formatting Toolbar (see Figure 3.30).

isee[ || A- A-IB I Ui%-i E[E] 228 a@F

Figure 3.30 Web Link Button

3. The Link window will appear. Enter the URL (web address) of the desired link. You can
set additional parameters as desired. Click ‘OK’ to save the link or click ‘Cancel’ to
discard the link (see Figure 3.31).

LINK X

Link Type

[uRL [~]

Protocol
[nitp:tr | =\

Figure 3.31 Link Window
3.5 iMap

The iMap image mapping tool allows users to assign text and link information to areas of an
image. Region maps are rectangular segments whose dimensions you can assignh when they
are created, while button maps appear as a single blue button of a predefined size. Image
maps can only be created on image files supported by the OMS (e.g., .jpg, .png, .gif).

The iMap window is separated into two main sections: the iMap tools pane and the image
mapping pane (see Figure 3.32).
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BACK  REFRESH

IMAGE MAPS

© New Image Map

TYPE Region
NAME
Bridge

DESCRIPTION

Figure 3.32 iMap Window Example

1. iMap Tools Pane

The iMap Tools Pane contains all the fields and controls used to create, edit, and delete image
maps. The individual controls on the iMap tools pane are:

Existing Maps — Displays all image maps already defined for this image.

New Map — Prepares the iMap window for creating a new image map when clicked.

Map Type — Allows the user to choose the kind of map to create (region or button map).

Name — Allows the user to add or edit a name for the current image map. A button map

will only display the first two characters of the text entered here.

e Description — Contains the text shown when a user hovers over the image map region or
button in the OMS Desktop.

o Link/Reference — Displays the name of the internal link defined for the mapped region.

e Select — Opens a window to select the location of the internal link the current image map
references.

e Clear — Clears the internal link reference for the current image map.

e Save — Saves all changes made to the current image map.

o Delete — Deletes the currently selected image map. This button only appears when a map

has been selected by clicking its name in the existing maps list or by clicking its region or

button in the image mapping pane.

2. Image Mapping Pane

The Image Mapping Pane displays the image being mapped and a graphical representation of
the individual region or button maps defined.
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3.5.1 Opening iMap

The “iMap” button will be displayed on the Action Toolbar when viewing any object template
that has image mapping capabilities (e.g., Covers, Photographs, and Schematics).

To create or edit an existing image map follow these steps:
1. Navigate to the desired iMap-enabled content.
2. Click the “iMap” button in the Action Toolbar (see Figure 3.33).

BACK REFRESH EDIT MOVE COPY. DELETE MNOTES HISTORY PRINT ADD TO CART

Figure 3.33 iMap Button

3. The iMap window will appear.
4. When you are finished with the iMap window, click the “Back” button on the Action
Toolbar to return to the OMS Desktop.

3.5.2 Adding Image Maps

1. Select the type of image map desired from the Map Type dropdown control.

2. To create a region map, drag your mouse across the image mapping pane area to
outline the area you wish to map. For button maps, click the desired button location on
the image.

3. Inthe Name field, enter a unique name for the map. Button maps will only accept up to 2
characters.

4. In the Description field, enter text describing the map. This text will appear when a user
hovers the mouse above the map in the OMS Desktop.

5. To add an internal link to your image map, click the “Select” button and select the link
destination (see Section 3.4.1 for a description of how to select internal links).

6. Click the “Save” button.

The name of your new image map will appear in the existing maps field, and its location on the
image will appear as a blue outline (for region map) or blue button (for button maps) over the
image.

3.5.3 Editing Image Maps

1. Select the map you wish to edit by clicking its name in the existing maps field or clicking
its region/button in the image mapping area.

2. The image map location in the Image Mapping Pane will appear shaded blue, and the
iMap tools pane fields will be populated with any existing information associated with the
selected image map.

3. Modify the image map field information as desired.

4. To specify a new location for the map, select the new location on the image mapping
area.

5. Click the “Save” button.

3.5.4 Deleting Image Maps

1. Select the map you wish to delete by clicking its name in the existing maps field or
clicking its region/button in the image mapping area.
2. Click the “Delete” button.
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4. ADMINISTRATORS

4.1 OMS Administration

Before administering the OMS, you must have a valid system account. Your administration
rights will depend on the user role assigned to your account. If you do not have an OMS
account, or do not know your account’s user role, please contact your system administrator.

4.1.1 Administrator Page

The Administrator Page contains links to all of the administrative functions for managing the
OMS. To access the Administrator page, click the “Administrator” button on the System Toolbar
(see Figure 4.1).

ADMINISTRATORED LOCOUT

Figure 4.1 Administrator Button

4.2 TOC Editor

The Table of Contents (TOC) Editor allows Administrators to modify the OMS Table of
Contents. Administrators can add, edit, or delete items in existing sections, or expand the
manual by creating/copying entire TOC sections.

The TOC is built by templates. Templates are the blueprints for the content items. Each TOC
node has its own template type and therefore all content items created under that node will
have to correspond to that template. The next section (4.3) talks about templates in more
details, including instructions on how to create and modify them.

To open the TOC Editor window, click the “Table of Contents (TOC) Editor” link on the
Administrator Page (see Figure 4.2). To close the TOC Editor window, click the “X” at the top
right of the window.

BACE REFRESH

E MAMNAGE SYSTEM

able of Contents (TOC) EditoD»

Template Builder

B MANAGE USER ACCESS
Manage User Accounts

Manage Security Roles

B MANAGE CONTENT

Approve [ Recover Content

Figure 4.2 TOC Editor Link
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The TOC Editor has two main areas: the TOC Pane on the left and the Items Editor on the right
(see Figure 4.3).

TABLE OF CONTENTS (TOC) EDITOR x
Q Root HOME MENU ITEMS
ErHome ORDER NAME TEMPLATE DELETE
Bl Treatment
Sandbox 21 Treatment Photographs ]
ElWastewater Treatment Plant £ 2 Sandbox Cover 0
WWTP) = :
EFKWT Tests S 3  Wastewater Treatment Plant (WWTP) Overview ]
ElStart-Up /Shutdown S 4 KWT Tests Cover ]
EFNIW T
¥ L=t S5 stat-up /shutdown Cover ]
26 MNJW Tests Cover |

Figure 4.3 Top Level TOC Editor Window

The TOC Pane is an exact copy of the main OMS TOC Explorer, and is navigated in the same
fashion. When the TOC Editor first opens you will see the top level TOC nodes listed in the Items
Editor. When you select a node in the TOC Pane, its subnodes appear in the Items Editor. New
nodes are added to the TOC Pane as subnodes of either the top level node or any of its subnodes.

4.2.1 Add TOC Item

1. Inthe TOC Pane, navigate to the section to which you want to add new items.
2. Click the “Add Menu Item” button in the Items Editor (see Figure 4.4).

TREATMENT MENU ITEMS
ORDER NAME TEMPLATE DELETE

[SAVE CHANGES]

( ADD MENU ITEM ),

Figure 4.4 Add Menu Item Button

3. Anew TOC item row will appear (see Figure 4.5). To add more than one item at a time,
click the “Add Menu Item” button as many times as needed to create the number of
items desired.

TREATMENT MENU ITEMS
ORDER NAME TEMPLATE DELETE

s Cas —
[sAVE cHANGES [l ADD MENU ITEM

Figure 4.5 New TOC Item Row

4. For each new item, enter the item name, and select its template type from the dropdown.
5. When finished adding items, click the “Save Changes” button (see Figure 4.6).
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TREATMENT MENU ITEMS
ORDER MNAME TEMPLATE DELETE

21  New Cover Node| Caver E [l

Figure 4.6 Save Changes Button

4.2.2 Edit TOC Item
1. Inthe TOC Pane, navigate to the section in which you want to edit existing items.
2. To change an item name, simply edit the name text in the Name field.
3. To change an item’s template type, click the Template link to the right of the item’s name

(see Figure 4.7), click “OK” to confirm that you wish to proceed, and then select the new
template type from the dropdown.

WARNING: changing a menu item’s template type will destroy all content related to that item. It is recommended

that you do not change an item’s template type unless it does not have any associated content (i.e., a newly
added item).

TREATMENT MENU ITEMS

ORDER NAME TEMPLATE DELETE
£ 1 New Cover Node &
2 2 New Overview Node Overview 71

apD MenU mem[fil CopY MENU STRUCTURE

Figure 4.7 Template Change Link

4. Toreorder a TOC item, hover over the Order number of the item until it changes to a 4-
way arrow. In this example, the item in position 1 is moved to position 2 (see Figure 4.8).

TREATMENT MENU ITEMS

ORDER NAME TEMPLATE DELETE
4%5 MNew Cover Node Cover |
= 2  Mew Oveniew Node Overview 7

TETETTATR PETT IR [T
| SAVE CHANGES [l ADD MENU ITEM |§l COPY MENU STRUCTURE

Figure 4.8 TOC Item Reordering Arrows

5. Click and drag the reordering arrows until the item is in the desired position (see Figure

TREATMENT MENU ITEMS
ORDER NAME TEMPLATE DELETE
£ 1 New Overview Node Overview (=
= New Cover Node Cover [

[ orv e staverure

Figure 4.9 Reordered TOC Items
6. Click the “Save Changes” button to apply the changes made.
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4.2.3 Delete TOC Item

WARNING: Deleting a TOC Item is not like deleting content. Once a TOC Item is deleted it cannot be recovered.
All content associated with the item, including its subnodes and their content items, will be lost and
unrecoverable. Never delete a TOC Item unless you are sure you wish to destroy all associated information.

1. Inthe TOC Pane, navigate to the section in which you want to delete existing items.
2. Click the “Delete” checkboxes next to the items you wish to delete (see Figure 4.10).

TREATMENT MENU ITEMS

ORDER NAME TEMPLATE DELETE
=1  New Oveniew Node Overview
S 2  New Cover Mode Cover

Figure 4.10 TOC Item Delete Checkbox

3. Click the “Save Changes” button, then click “OK” to confirm the deletion.
4. The TOC items selected are deleted and the new items list is displayed (see Figure
4.11).

Saved successfully.
TREATMENT MENU ITEMS
ORDER NAME TEMPLATE DELETE

21 New Cover Node Cover |}
[ save crances]f aoo menu rrem | copy menu strucTure |

Figure 4.11 TOC Items Deleted

4.2.4 Copy TOC Structure

The TOC Editor allows Administrators to copy whole sections of the TOC to speed up creating
multiple similar parts of the OMS TOC. When copying a TOC node, the node and all subnodes
will be copied to the desired destination. To copy a section of the TOC, follow the steps below:
1. Use the TOC Pane to navigate to the top node of the TOC area you wish to copy. In this
example the “Process Section Template” example node is used.
2. Click the “Copy Menu Structure” button (see Figure 4.12).

WASTEWATER TREATMENT PLANT (WWTF) MENU ITEMS

ORDER MAME TEMPLATE DELETE
£ 1 Preliminary Treatment Overview [l
£ 2 Primary Treatment Overview [l
£ 3 Secondary Treatment Overview Ol
£ 4 Disinfection Overview [l
25 Dechlorination Overview Ol
£ 6 Solids Handling Overview [l
27 Library Caver Ol

Figure 4.12 Copy Menu Structure Button
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3. The Items Editor pane displays the node that will be copied and its subnodes (see

Figure 4.13).

TABLE OF CONTENTS (TOC) EDITOR

1 Home

@"Trea(men(

Sandbox

Wastewater Treatment Plant
i WWTP)

BT Tests

BStart-Up /Shutdown

NJW Tests

1) Preview the selected menu structure

nu items below it will be copied:

jastewater Trearment Plant (WWT
H-Preliminary Treatment

H Primary Treatment

Secondary Treatment

Disinfection
Dechlorination
Solids Handling
Library

2) Select a destination
Use the tree view on the left to select a destination for the copied menu items

3) Copy the menu structure

The Wastewater Treatment Plant (WWTP) menu structure will be copied to the following location:

Please select a destination...

Figure 4.13 TOC Copy Nodes

4. Using the TOC Pane, navigate to the area of the TOC you wish to make the destination
node. In this example, the “Start-up /shutdown” TOC node is marked as the destination

(see Figure 4.14).

TABLE OF CONTENTS (TOC) EDITOR x

ft Home

Bl Treatment

Sandbox

Wastewater Treatment Plant
(WWTF)

KWT Tests

BiStart-Up /Shutdown

NJW Tests

1) Preview the selected menu structure
The following menu item and all menu items below it will be copied:

Wastewater Treatment Plant (WWTP)
Preliminary Treatment

Primary Treatment

Secondary Treatment

[-Disinfection

[=-Dechlorination

Solids Handling

Library

2) Select a destination

Use the tree view on the left to select a destination for the copied menu items.

3) Copy the menu structure

The Wastewater Treatment Plant (WWTP) menu structure will be copied to the following location:

& - e

Figure 4.14 TOC Copy Destination Node Selected

5. Click the “Copy” button to copy the original TOC node and all of its subnodes under the
selected destination node (see Figure 4.15). Click the “Cancel” button if you wish to
abort the TOC copy operation.
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TABLE OF CONTENTS (TOC) EDITOR x

4 Home

Treatment

Sandbox

Wastewater Treatment Plant
(WWTP)

KWT Tests

[E-Start-Up /Shutdown

NJW Tests

RAL Tests

Whatever

1) Preview the selected menu structure
The following menu item and all menu items below it will be copied:

Wastewater Treatment Plant (WWTP)
E-Preliminary Treatment

f-Primary Treatment

f-Secondary Treatment

-Disinfection

N Solids Handling
D Library

E
E
[
[1-Dechlorination
B
e

2) Select a destination

Use the tree view on the left to select a destination for the copied menu items.

3) Copy the menu structure

The Wastewater Treatment Plant (WWTP) menu structure will be copied to the following location:

start-up /shutdown

[cince

4.3 Template Builder

Figure 4.15 Copy Button

Templates are the basic building blocks for creating content items and are used to capture
standard information. Each template has the same fields for consistent data collection.

\_}ﬁa Equipment

————F Template

Schematic
Template

Equipment
Objects

Schematic
Objects

Figure 4.16 Templates Capture Standard Information

The Template Builder allows Administrators to add, edit, or disable OMS templates. To open
the Template Builder, click the “Template Builder” link on the Administrator Page (see Figure

4.17).
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BACK  REFRESH

B MANAGE SYSTEM
Table of Contents (TOC) Editor

Template Builder

B MANAGE USER ACCESS
Manage User Accounts

Manage Security Roles

B MANAGE CONTENT

Approve | Recover Content

Figure 4.17 Template Builder Link

4.3.1 Templates Overview

There are 2 main kinds of templates depending on their content type: list templates and single
templates. TOC nodes with single content type templates can only have one object (e.g., Cover,
Overview). All users edit this one object and the “New” button is not available on the Action Toolbar.
List content type templates, on the other hand, can have multiple objects in the same TOC node
(e.g., Documents, Photographs). Users can add new objects of this template type by clicking the
“New” button on the Action Toolbar.

All templates have fields to store entered data. Fields can be of different types as explained in the
table below.

Single line
Multi-line

Text For entering text
Narrative

Full page

O &0 O oo

Thumbnail link
(Photographs or
Schematics)

For linking images, documents, or

Link Document

O

videos

Image

[ Video

Cover image For using an image as a cover page
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4.3.2 Associated Content

Templates can have associated content (subcontent). Associated content comprises other
templates that are related to the main template. The links to associated content pages appear
as hyperlinks just above the object when it is viewed (see Figure 4.18).

BACK REFRESH EDIT MOVE COPY DELETE NOTES HISTORY PRINT ADD TO CART

@ READINGS AND ROUNDS

READINGS AND ROUNDS 1234
NUMBER

RELATED EQUIPMENT Pump 1
Pump 2

Figure 4.18 Associated Content Links

4.3.3 Child Objects

Templates can also have related child objects (e.g., Cause/Response objects for the Alarms
template). Each template can have exactly one child template type. Users can add an unlimited
amount of child objects of this template type into the main content. When a user deletes a column
in a child template, the column will be removed when viewing that content. Figure 4.19 below
shows a content item with the repeating Step/Response table at the bottom.

@ PLANT STAFF P-CARD PROCESS
AUTHOR Alyssa Goodson
REVIEW DATE 9/2011
DESCRIPTION This Process should be followed by every employee every month.

OPERATING COALS **Even if you have ZERO charges for the month - the Department Assistant must
receive a copy of your statement - one copy is fine - no P-Card envelope is needed.

RELATED DOCUMENTS COE GLI Code

STEP: RESPONSE: PHOTOGRAPH:
01.0 Receive email from Wells Fargo letling
you know that your statement is ready
Start for review.
020 Reconcile your statement online with
Wells Fargo.

Reconcile online

03.0 Print 2 copies of your statement.
Copy Statement
04.0 Gather all ORIGINAL receipts for

charges on this statement.
Orrginal Receipts

Figure 4.19 Child Objects

4.3.4 Create Template
1. Click the “New Template” button on the All Templates page (see Figure 4.20).
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E ALL TEMPLATES

NAME DESCRIPTION ENAEBLED DELETE
Documents n'a &1 )
LE SOPs Template to match existing LE SOP template &1 )
Photographs n/a ¥ [l
Schematics n/a &1 )

Figure 4.20 New Template Button

2. The Add Template window appears. Enter the template name and description in the
boxes provided, choose whether the template will be a List or Single template, then click
the “Save” button to create the template (see Figure 4.21). Click the “Return” button if
you wish to cancel template creation.

E ADD TEMPLATE

“ NAME Example List Template

DESCRIPTION This template demonstrates example template configuration options. ;I
[

“ CONTENT TYPE  List © Single

"i

Figure 4.21 Add Template Window

3. After the template is created, additional template options appear to enable the template,
and to specify associated content, template fields, and child content (see Figure 4.22

B ADD TEMPLATE

“ NAME Example List Template

DESCRIPTION This template demonstrates example template configuration options. -
|| CONTENT TYPE List

“ ENABLED [

ASSOCIATED CONTENT

e

Figure 4.22 Template Options
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4. To add associated content templates, click the “Add Associated Content” button. The
Add Template window appears. Enter the name for the associated content template.
(see Figure 4.23).

ADD ASSOCIATED TEMPLATE x

Add Associated Template

NAME Associated Content Template

Template Fields

oo e )
D e

Figure 4.23 Add Associated Template Window

5. For each field you wish to add to the associated content template, click the “Add
Template Field” button. Enter the field name, and then select the field type and options
(see Figure 4.24). When you are finished defining the associated content template fields,
click the “Save” button to return to the main template window.

ADD ASSOCIATED TEMPLATE x
Add Associated Template
NAME .‘Assonmad Content Template
Template Fields
NAME TYPE OPTIONS. DELETE

21 Vendor Name | Text Field [=]  [Multi Line B

2 Vendor Manua [Document File _[=] w

ADD TEMPLATE FIELD
‘ SAVE .I RETURN

Figure 4.24 Associated Template Fields
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6. Inthe main template window, add main template fields the same way you would add
associated content fields (see Figure 4.25).

H CONTENT TYPE List

H ENABLED @]

B ASSOCIATED CONTENT

NAME TEMPLATE NAME ACTIONS DELETE
21 Associated Content Template Edit F
[ ADD AssociaTED conTENT |
B TEMPLATE FIELDS
MNAME TYPE OPTIONS DELETE
=2 Example Image Field Elmage File B [}
£2  Example Text Field | Text Field [*] |single Line [=] ]

@ CHILD CONTENT

[100 crup conen]
o

Figure 4.25 Main Template Fields

7. To add a child template, click the “Add Child Content” button. The Add Child Template
window appears. Enter the child template name and description, and select whether it
should display in a tabular or inline fashion. Click the “Save” button to create the child
template.

8. Add child template fields the same way you would add associated content fields or main
template fields. Click the “Save” button to return to the main template window (see
Figure 4.26).

ADD CHILD TEMPLATE x

Add Child Template

NAME Child Template

‘ Type  Tabular

Template Fields

NAME TYPE OPTIONS DELETE

21  Cause | Text Field E O
£2  Response | Text Field [+] lal
ADD TEMPLATE HELD

G

Figure 4.26 Add Child Template Window
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9. After adding all desired fields and related content, click the “Save” button. The All
Templates page is displayed with the new template added to the list (see Figure 4.27).

@ ALL TEMPLATES

NAME DESCRIPTION ENABLED DELETE
Documents n/a 7| [
Example List Template This dem ates example configuration options. = |
LE SOPs Template to match existing LE SOP template @] ]
Photographs nia ) ]
Schematics n/a = [

NEW TEMPLATE || SAVE CHANGES|

Figure 4.27 New Template Added

4.3.5 Edit Template

1. From the All Templates page, click the name of the template you wish to edit to open the
Template window.

2. To edit associated content templates or child content, click the “Edit” button under the
Actions column (see Figure 4.28).

CONTENT TYPE EISE

|
“ ENABLED i}

ASSOCIATED CONTENT

MNAME TEMPLATE NAME ACTIONS DELETE

21 Associated Content Template Associated Content Template ]

B TEMPLATE FIELDS
NAME TYPE OPTIONS DELETE
21 Example Image Field Image File [
g2 Example Text Field Text Field Single Line El ]

B CHILD CONTENT

NAME TEMPLATE NAME ACTIONS
Child Template Child Template Delete

[save[flrRerurn]

Figure 4.28 Template Edit Buttons

3. To change main template fields, simply edit the desired fields directly. Note that only the
Name and Options fields can be modified.
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4. To delete template fields, either check the box under the Delete column, or click the

“Delete” button under the Actions column (see Figure 4.29).

@ ASSOCIATED CONTENT

MNAME TEMPLATE NAME ACTIONS DELETE
=1 |Assucaited Template Example Assocaited Template Example Edit ®
@ TEMPLATE FIELDS
NAME TYPE OPTIONS DELETE
250 IExampIe Image Field Image File ®
2] IExampIe Text Field Text Field ISingIe Line vl r
| ADD TEMPLATE FIELD |
@ CHILD CONTENT
NAME TEMPLATE NAME ACTIONS
Child Template Child Template Edit

Figure 4.29 Delete Options

5. Click the “Save” button to save changes and return to the All Templates window.

4.3.6 Delete Template

Deleting a template doesn’t affect existing TOC nodes or contents that are based on the
template. Once a template has been deleted, it will no longer appear in the list of template types
available in the TOC Editor and therefore cannot be used in the future. To delete a template,

follow these steps:

1. From the All Templates window, check the “Delete” checkbox next to the template you

wish to disable (see Figure 4.30).
2. Click the “Save Changes” button to save all changes made.

@ ALL TEMPLATES

NAME DESCRIPTION ENABLED DELETE
Documents n'a El
Example List Template This template demonstrates example template configuration options. &
LE SOPs Template to match existing LE SOP template 5l A
Photographs n/a & 1
Schematics n'a El [
[new Tempatef

Figure 4.30 Delete Checkbox
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4.4 Manage User Accounts

User accounts are the primary authentication mechanism in the OMS. From the User Accounts
window, Administrators can add, edit, or delete user accounts. To access the User Accounts
window, click the “Manage User Accounts” link on the Administrator window (see Figure 4.31).

BACK  REFRESH

B MANAGE SYSTEM
Table of Contents (TOC) Editor

Templarte Builder

M MANAGE USER ACCESS

Manage User Accounts

Manage Security Roles

B MANAGE CONTENT
Approve | Recover Content
Figure 4.31 Manage User Accounts Link

4.4.1 Add User Account
1. Click the “New User” button in the User Accounts window (see Figure 4.32).

USER NAME FULL NAME SECURITY ROLE EMAIL ENABLED .DELEIE
A aa Pre-Approved Editor aPa.com ¥l
admin Administrator admin@®IPS. root
B bb Pre-Approved Editor b@®b.com 4
preapproved Preapproved User Pre-Approved Editor v
preapproved2 Preapproved User 2 Pre-Approved Editor !
v

Testl Tester T Pre-Approved Editor testrest.com

Figure 4.32 New User Button

2. Enter the user information in the Add User Account window text fields. You are required
to enter text into the User Name, Email, and both Password fields.

3. Select the Security Role from the dropdown, and then choose whether the user account
should receive Notes emails, and whether the user account should be enabled. Note
that the account must be enabled for a user to login using the new account.

4. Click the “Save” button to create the new user account (see Figure 4.33), or click the
“Return” button to cancel the new user account creation and return to the User Accounts
window.
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@ ADD USER ACCOUNT

USER NAME e

FIRST NAME Jane

LAST NAME Doe
EMAIL

Jjdoe@email.com

COMPANY RA Labs, Inc.
POSITION Analyst
PASSWORD sesse
CONFIRM PASSWORD ssee
SECURITY ROLE Pre—Approved Editor E|
EMAIL NOTES 1l
EMABLED Il

Figure 4.33 Add User Account Window

5. The new user account is added to the User Accounts window (see Figure 4.34).

@ ALL USER ACCOUNTS

USER NAME FULL NAME SECURITY ROLE EMAIL ENABLED DELETE

A Adam West Pre-Approved Editor awest®a.com 5] ol

admin Administrator admin@IPS.root

B Ben There Pre-Approved Editor bthere@b_com [v] 4
Jane Doe Pre-Approved Editar jdoe@email.com &

preapproved Preapproved User Pre-Approved Editor [¥] dl

preapproved?2 Preapproved User 2 Pre-Approved Editor [¥] P

Testl Tester T Pre-Approved Editor test@test.com €]

Figure 4.34 New User Account Added

4.4.2 Edit User Account

1. Inthe User Accounts window, click the user name of the account you wish to edit.

2. Change any user information desired. In addition to the fields present when creating a
user, several sections appear for overriding security role permissions (see Figure 4.35).
For more information on security role permissions, see Section 4.5 below.
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CONFIRM PASSWORD

SECURITY ROLE

EMAIL NOTES

ENAELED

S0 ROSRRRREY

Pre-Approved Editor

» Administrator

+ Content Author

» General

» User Access

» Table of Contents

OVERRIDE SECURITY ROLE PERMISSIONS

Figure 4.35 Security Role Permissions Override Options

3. Click the “Save” button to save all changes, or click the “Return” button to cancel all

changes and return to the User Accounts window.

4.4.3 Delete User Account

1. In the User Accounts window, click the checkbox next to the user account you wish to

delete (see Figure 4.36).

@ ALL USER ACCOUNTS
USER NAME FULL NAME SECURITY ROLE EMAIL ENABLED DELETE
A Adam West Pre-Approved Editor awest®a.com v
admin Administrator admin@PS.root
B Ben There Pre-Approved Editor bthere@b.com v [
jdoe Jane Doe Pre-Approved Editar jdoe@email.com ™
preapproved Preapproved User Pre-Approved Editor vl (]
preapproved2 Preapproved User 2 Pre-Approved Editor v
Testl Tester T Pre-Approved Editor test@rest.com 1)

Figure 4.36 User Account Delete Checkbox

2. Click the “Save Changes” button, then click “OK” to confirm the user deletion. The User
Accounts window refreshes and no longer displays the deleted user.

Please note that user accounts are not removed from the system database, because they may still be needed as
references to other information in the system, but can no longer be used to gain access to the OMS.

4.5 Manage Security Roles

Security roles are the primary permissions mechanism in the OMS. To open the Security Roles
window, click the “Manage Security Roles” link on the Administrator Page (see Figure 4.37).
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REFRESH

B MAMNAGE SYSTEM
Table of Contents (TOC) Editor

Template Builder

B MANAGE USER ACCESS
Manage User Accounts

Manage Security Roles

B MANAGE CONTENT

Approve [ Recover Content

Figure 4.37 Manage Security Roles Link

4.5.1 Security Roles Overview

Security roles define which actions users can perform within the OMS and the degree of access
granted to the OMS TOC areas. Administrators can allow or deny each permission for a given
role. The security role permissions available are listed by permission group below:

Administrator

Create Template — The role is allowed to create new templates.

Delete Template — The role is allowed to disable templates.

Destroy Content — The role is allowed to destroy content items marked for deletion.

Edit Table Of Contents — The role is allowed to use the TOC Editor to modify the OMS
TOC.

Edit Table Of Contents Permissions — The role is allowed to edit the areas of the TOC to
which security roles have access, and the level of access to each TOC area.

Recover Content — The role is allowed to restore content that has been marked for
deletion.

Review Content — The role is allowed to approve or reject content items created by user
accounts without preapproval privileges.

Update Template — The role is allowed to edit existing templates.

View Template — The role is allowed to view template details.

View Template List — The role is allowed to view the list of OMS templates.

Content Author

Automatic Approval — The role is allowed to create and publish content items for immediate
viewing without separate Administrator approval.

Create Content — The role is allowed to create new content items.

Delete Content — The role is allowed to mark content items for deletion.

Move Content — The role is allowed to move content items to another location in the OMS
TOC.

Update Content — The role is allowed to edit existing content items.

General

Create Note — The role is allowed to create new content item notes.
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Search Content — The role is allowed to search the OMS to find specific content items.
View Content — The role is allowed to view content items.
View History — The role is allowed to view the list of actions performed on content items.

User Access

Create Role — The role is allowed to create new security roles.

Create User — The role is allowed to create new user accounts.

Delete Role — The role is allowed to delete security roles.

Delete User — The role is allowed to delete user accounts.

Update Role — The role is allowed to edit existing security roles.

Update User — The role is allowed to edit existing user accounts.

View Role — The role is allowed to view security role details.

View Role List — The role is allowed to view the list of OMS security roles.
View User — The role is allowed to view user account details.

View User List — The role is allowed to view the list of OMS user accounts.

Table of Contents

Edit Permissions — Clicking this link will open the Role TOC Permissions window to edit
the permissions the role has within the OMS TOC (see Section 4.5.5).

4.5.2 Add Security Role

1.

2.

3.

In the Security Roles window, click the “New Role” button (see Figure 4.38).

@ ALL SECURITY ROLES

NAME DELETE

Administrator

Pre-Approved Editor

Figure 4.38 New Role Button

The Add Security Role window appears. Enter the new role’s name and assign role
permissions in each of the permissions groups. By default, all permissions are denied to
new security roles.

Click the “Save” button to create the new role (see Figure 4.39), or click the “Return”
button to cancel the new role creation and return to the Security Roles window.

WARNING: By default, a new security role has no permissions for any TOC nodes and any user account
assigned the new role will not be allowed to login to the OMS. Be sure to define role TOC permissions before
assigning roles to user accounts (see Section 4.5.5).
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B ADD SECURITY ROLE

NAME New Security Role

PERMISSIONS

| + Administrator

Content Author
General

User Access

Figure 4.39 Add Security Role Window

4.5.3 Edit Security Role

1. Inthe Security Roles window, click the name of the role that you wish to edit.

2. Change the desired permissions.

3. Click the “Save” button to save all changes made, or click the “Return” button to discard
all changes and return to the Security Roles window.

4.5.4 Delete Security Role

1. Inthe Security Roles window, click the Delete checkbox of the role that you wish to
delete (see Figure 4.40). Note that roles already assigned to user accounts cannot be
deleted (their Delete checkbox is grayed out).

@ ALL SECURITY ROLES

MNAME DELETE

Administrator

Mew Security Role

Pre-Approved Editor

>’t"ﬁ'—"'. [<AVE CHANCES
Figure 4.40 Security Role Delete Checkbox

2. Click the “Save Changes” button, then click “OK” to confirm the role deletion.
3. The Security Roles window refreshes, no longer displaying the deleted role.

4.5.5 Role TOC Permissions

Role TOC permissions define the TOC nodes to which a security role has access, and the degree
of access permitted. Role TOC permissions operate on a cascading principle, meaning that
unless otherwise explicitly defined, the permissions given to a role for a specific TOC node also
apply to all of its subnodes.
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The TOC node permission levels available are listed below:

Read — The role is allowed to view the TOC node and its content items.

Create — The role is allowed to create new content items under the TOC node.
Update — The role is allowed to edit existing content items under the TOC node.
Delete — The role is allowed to delete content items under the TOC node.

The Role TOC Permissions window has two main areas: the TOC Pane on the left and the
Permissions Editor on the right (see Figure 4.41).

Permissions for "New Security Role” Security Role

i Root INHERITED PERMISSIONS READ CREATE UPDATE  DELETE
ErHome
Bl Treatment Wastewater Treatment Plant (WWTP)
Sandbox
EWastewater Treatment Plant READ CREATE UPDATE DELETE
reliminary Treatment Preliminary Treatment (]} [E 0 ]}
E-Primary Treatment Primary Treatment A |l [ ]
[ — = —
s naaanylieameis Secondary Treatment 1 [ = Fl
Bl Disinfection — = = =
[-Dechlorination Disinfection L B £ [
ESolids Handling Dechlorination (]} =] = all
Library Solids Handling [} &) [ O
EFKWT Tests o ] ] 0 0
E)Start-Up /Shutdown
E-NJW Tests 7 1

Figure 4.41 Role TOC Permissions Window

The TOC Pane is an exact copy of the main OMS TOC Explorer, and is navigated in the same
fashion. When the Role TOC Permissions window first opens you will see the top level TOC
nodes listed in the Items Editor. When you select a node in the TOC Pane, its subnodes appear
in the Permissions Editor. TOC nodes with inherited permissions appear with a gray background,
while nodes with explicitly defined permissions appear with a blue background.

To define role TOC permissions for a role, follow these steps:

1. On the Security Roles page, click the name of the role whose TOC permissions you wish
to edit.

2. Click the “Table of Contents” group, then click the “Edit Permissions” link (see Figure
4.42).

& EDIT SECURITY ROLE

“ NAME MNew Security Role

PERMISSIONS

+ Administrator
» Content Author
» General

» User Access

Table of Contents

Edit Permissions

o m c 'ﬁl

E

Figure 4.42 Edit Permissions Link 60
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3. The Role TOC Permissions window appears. Navigate to the desired TOC area using
the TOC Pane.

4. Assign TOC node permissions as desired. To remove explicitly defined permissions on a
node (i.e., reset it to inherit permissions), click the “Clear” link on the right of the node’s
list row (see Figure 4.43).

EDIT TABLE OF CONTENTS (TOC) PERMISSIONS x

Permissions for "New Security Role” Security Role

Q Root INHERITED PERMISSIONS READ  CREATE UPDATE DELETE
E'Home
E-Treatment Wastewater Treatment Plant (WWTP)
E-Sandbox
E-Wastewater Treatment Plant
READ CREATE UPDATE DELETE
WWTP)
EH-Preliminary Treatment Preliminary Treatment il il ¥ [Clear]
E-Primary Treatment Primary Treatment @l B & [l
B
etundanglicanent Secondary Treatment Ell €l ¥ i .@
ElDisinfection . : g
E-Dechlorination LSRR e} Clear
E-Solids Handling Dechlorination [+ [+ ¥ [Clear]
Library Solids Handling & 7l [Clear]
BRIt Library [#] Clear’

[Start-Up /Shutdown
NJW Tests

Figure 4.43 Clear Permissions Link

5. Click the “Save Changes” button to apply the permissions changes made, or click the
“Cancel” button to discard all changes.

6. Click the “X” button at the top right of the Role TOC Permissions window to return to the
Edit Security Role window.

4.6 Manage Content

The OMS includes tools and security policies that allow Administrators to control OMS content.
Principal among these tools are the Manage Content tools. To open the Manage Content
window, click the “Approve/Recover Content” link on the Administrator Page (see Figure 4.44).

BACK REFRESH

B MANAGE SYSTEM
Table of Contents (TOC) Editor

Template Builder

E MANAGE USER ACCESS
Manage User Accounts

Manage Security Roles

B MANAGE CONTENT

Approve | Recover Content

Figure 4.44 Manage Content Link
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The Manage Content window contains three tabs (see Figure 4.45). The purpose of each tab is
given below:

e Submitted — User accounts whose assigned role does not have automatic approval
permission must have their content approved by an Administrator before that content is
made available for viewing by other users. Content items waiting for approval appear in
the Submitted tab.

o Checked Out — When a user with preapproval permission creates or edits a content item
but does not submit it for publication, the content item is still considered “checked out” and
is unavailable for other users to edit. Checked out items appear in the Checked Out tab
for Administrators to view.

e Deleted — Content items that are marked for deletion are automatically moved into the
Deleted tab. An Administrator then has the ability to recover any content that was
accidentally marked for deletion, or the Administrator can permanently delete (destroy)
that content.

B MANAGE CONTENT

Submitted (1) Checked Out (10} Deleted (0)

NAME (CLICK TO PREVIEW) TEMPLATE APPROVE REJECT

Image 1 Photographs (& &

Figure 4.45 Manage Content Window

4.6.1 Submitted Content

1. Click the “Submitted” tab in the Manage Content window. All unapproved content items
appear in a list.

2. To preview a content item, click on its name. A preview of the content item appears in a
new window.

3. To approve a content item, select the item’s Approve radio button (see Figure 4.46). To
reject an item, select the Reject radio button.

B MANAGE CONTENT

Submitted (1) Checked Out (10) Deleted (0)

MNAME (CLICK TO PREVIEW) TEMPLATE APPROVE REJECT

Image 1 Photographs @ @
[<AVE CHANGES

Figure 4.46 Submitted Item Approve Radio Button

4. Click the “Save Changes” button to save the changes made. Approved items are now
available for viewing by authorized users.

WARNING: Rejected content items will revert to their last approved version (all subsequent changes are not

recoverable). If no previous approved version of the content item exists, the content item is destroyed
permanently.
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4.6.2 Checked Out Content
1. Click the “Checked Out” tab in the Manage Content window. All checked out content
items appear in a list.

2. To preview a content item, click on its name. A preview of the content item appears in a
new window.

3. Tojump directly to a content item’s TOC location, click the “Open” button (see Figure
4.47).

MANAGE CONTENT

Submitted (1) Checked Out {10} Deleted (0)

MAME (CLICK TO PREVIEW) TEMPLATE ACTION

10 Again sOP

Check out test SOP Open

HglTutorial Documents Open

Figure 4.47 Checked Out Item View Button

4. The content item will appear with options to submit the changes or undo the checkout.

4.6.3 Deleted Content

1. Click the “Deleted” tab in the Manage Content window. All content items marked for
deletion appear in a list.

2. To preview a content item, click on its name. A preview of the content item appears in a
new window.

3. To select a content item, click its Select checkbox (see Figure 4.48).

® MANAGE CONTENT

Submitted (0) Checked Out (10) Deleted (1)

MNAME (CLICK TO PREVIEW) TEMPLATE SELECT

Image 1 Photographs ®

Figure 4.48 Deleted Item Select Button

4. To recover the selected items, click the “Recover Selected” button. The selected content
items will be restored to their original TOC location.

5. To permanently delete the selected items, click the “Destroy Selected” button, then click
“OK” to confirm.

WARNING: Once content items have been permanently deleted (destroyed), they cannot be recovered.
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