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eMatrix User - Unit 2: Introduction to the eMatrix Desktop

Introduction

The eMatrix Desktop

Information In completing Unit 1, you learned conceptually how eMatrix works. Now, in
Unit 2, you'll learn about the eMatrix desktop and how to navigate to view
information about objects contained in an eMatrix database. This unit will
prepare you for Unit 3 where you will learn to perform specific tasks as an
eMatrix user.

Unit objectives Upon completion of Unit 2: The eMatrix Desktop, you will be able to:
Log into eMatrix.
Describe each of the components of the eMatrix desktop.
Navigate through each of the menus on the eMatrix desktop menu bar and
locate various commands from the drop down menus.
Find and display business objects in the eMatrix window.
View a business object's:
- Basic information
- Attributes
- Policies
- Relationships to other objects

- File formats allowed
- History

Identify the vaults available in an eMatrix database.
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Logging Into eMatrix

Logging in Using the SESSION CONTEXT Window

Overview

Logging Into eMatrix

STEPS

1.

On your Windows
Desktop, click the
START button, then
select PRGRAMS,
eMATRIX 9.0 and
finally MATIX.

. Atthe SESSION

CONTEXT window,
enter your USER
name. (Or see the
procedure on the
next page for
selecting a user for
this field.)

. Enter your

PASSWORD.

. Enter the

appropriate VAULT.
(Or see the
procedure on the
next page for
selecting a vault for
this field.)

. Click OK to display

the eMatrix main
window.

January, 2001

Before learning about the eMatrix desktop, you need to login. Your eMatrix
administrator will provide a user name and password which you will use to
login. In this section you'll learn to:

Log into eMatrix
Select a user name with the USER CHOOSER window
Select a vault using the VALUT CHOOSER window
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Logging Into eMatrix, Continued

Logging in Using the USER CHOOSER Window

Selecting a user
name from the
USER CHOOSER
window.

STEPS
a. Click the ellipsis

button at the end of

the USER field.
b. When the USER

CHOOSER window
appears, notice that
several check
boxes are displayed
at the top of the
window. Click the
PERSON check
box to view a list of
individual users.
(Note, see the next
page for examples

of GROUP and
ROLE.)

c. Click the FILTER
button.

d. Select a user name

from the list.
e. Click OK.

January, 2001

An alternative to entering your user name in the SESSION CONTEXT window
is to select it from the USER CHOOSER window. The USER CHOOSER
window can be accessed and used for a number of situations (i.e. logging into
eMatrix, identifying users to send IconMail to, etc.) The steps illustrated below
address the steps for using the USER CHOOSER window for selecting a user
name for the purpose of logging into eMatrix.

(a)

".* Session Context X
User I _I
Pazzword I
Wault I J
Cancel |
" User Chooser = ] [m] 3
Wi Pritt
Marne Ix j ¥ TopLevel W Person [~ Group [~ Role [T Association il
Perzon ﬂ
€ Angie
Perzan
[+
= ﬁ creatar
Perzon
Dramen
Perzon
€ Dave
Perzon
¥ dent _I
iK1l i
ak. I Cancel |
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Logging Into eMatrix, Continued
Logging in Using the USER CHOOSER Window, Continued

Displaying GROUPS Users can be found as part of a GROUP or ROLE using the USER CHOOSER
and ROLES window. Below each group and role, one or several user names can appeatr.
GROUPS and USERS in the USER CHOOSER window are illustrated below.

STEPS

a. To display @ @

GROUPS and

- .~ User Ch O _|Oo] x
ROLES click the hedinliclile:t =101 x|
. Wigw  Print
appropriate check
boxes. Name | | ¥ TopLevel [ Person [ Gioup [V Role [~ Association  Filer |
b. Click FILTER. = o EIEDEADE ;I
arp
c. Notice that GROUP @_,E Group
. M anufacturing
and ROLE icons s
. . ers_on
appear in the list. € Ange
To view the users Person
ﬁ Darren
that are part of a S
GROUP or ROLE B PG Dave
click the plus sign JF'erson
3 " og
(“+") that appears to .
R :
the left of the icon. € Angie
I I Perzon
The plus sign will o
turn into a minus o
sign (*-) and a list ® @ Daren
of users will appear e Pen
ave
beneath. -
guest
Person
Joe
Perzon
H ﬁ studert
Fiole
= Packer
Perzon
€ Ange _I
Parcmn -
1l 3
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eMatrix User - Unit 2: Introduction to the eMatrix Desktop

Logging Into eMatrix, Continued
Logging in Using the VAULT CHOOSER Window

Purpose Like user names, you can select a vault from a list instead of entering it directly
in the VAULT field. Review the steps that appear below for selecting a vault
from the VAULT CHOOSER window.

STEPS

a. Click the ellipsis
that appears at the
end of the VAULT
field.

b. When the VAULT User |student
CHOOSER window Posowond |HHHH
appears, select the
appropriate vault
from the list.

c. Click OK.

... Session Context

L B

i ault I

.- Yault Chooser ::__ ﬂ

Name |* | Filker |

@ M anufacturing

@ [ ok I Cancel
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Tour of the eMatrix Desktop

Introduction

The eMatrix desktop Each of the components of the eMatrix desktop are illustrated and identified
below. Following the graphic below, are descriptions of each of the
components of the eMATRIX window.

Desktop window 10

components: 2>

1. Title bar 3>

2. Menu bar 4)>

3. Tool bar '5_’

4. Role bar ]

—>

5. Filter bar

6. Work area 6 R

7. Status area

8. Sliders

9. Handles e

7>
8 9

Title bar The title bar appears at the top of most Windows applications. It displays the
name of the application, in this case “eMatrix”, and the name of the file that the
current window displays.

Menu bar Like other Windows applications, the menu bar consists of several drop down
menus. Each drop down menu contains at least one menu item (sometimes
referred to as commands) that performs a specific function. To view the
contents of a drop down menu, click on it once. Each of the commands
appearing in the menu bar are addressed later in this training unit.

Tool bar The tool bar contains buttons that perform commonly used functions of the

application. These functions can be initiated by clicking the appropriate button
or by finding the corresponding menu pick from a drop down menu on the
menu bar.
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Tour of the eMatrix Desktop, Continued

Introduction, Continued

Role bar

Filter bar

Work area

Sliders

Handles

Status area

January, 2001

Each of the roles assigned to the current users are displayed in the role bar.
When the user selects a role, the visuals and views that are associated with
that role become available.

The filter bar contains selectable options that determine the viewing and
filtering of objects that appear in the eMatrix window. You'll learn more about
this in later training.

Icons, representing objects, are displayed in the work area. From here, objects
can be edited and manipulated by users who have the appropriate access and
privileges.

Sliders appear along the bottom and right sides of the eMatrix window and are
used to view objects that are displayed outside of the viewable space of the
work area. When the work area is too small to display all objects together, the
sliders allows users to scroll right to left, as well as up and down. The slider at
the bottom of the window controls scrolling right and left. The slider on the
right side of the window controls scrolling up and down. Handles that are
described next can also control scrolling.

Handles appear at the ends of each slider. Click on the handle to scroll
through the contents of the work area in the direction of the arrow that appears
on the handle.

Messages appear in the status area at the bottom of the eMatrix window.
These messages are displayed by eMatrix and address functions requested or
performed by the user. You'll learn more about the messages that appear in
the status area during your training.

1" Draft Page 9



eMatrix User - Unit 2: Introduction to the eMatrix Desktop

Tour of the eMatrix Desktop, Continued
SET Drop Down Menu

Drop down menus Each of the drop down menus that appear in the eMatrix window's tool bar are
on the eMatrix introduced starting below and continuing on the pages that follow. The details
window serve well as both training and reference materials. Review this material now

and as needed in the future, use it as a reference to the functions available
through the menu bar.

NEW WINDOW Starts a new eMatrix window for displaying objects. After selecting this item, a
second eMatrix window will appear on your screen.

NEW Clears the contents (object icons) of the eMatrix window.
OPEN Opens a previously saved set of objects. When one or more object icons
EI appear in the eMatrix window's work area, you can save that set of objects to

re-LOAD later. Once saved, the set can be re-displayed using the OPEN
command. More about the SAVE menu item is provided on the next page.
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eMatrix User - Unit 2: Introduction to the eMatrix Desktop

Tour of the eMatrix Desktop, Continued

SET Drop Down Menu, Continued

LOAD

SAVE and SAVE AS

DELETE

FIND

FIND LIKE

PAGE SETUP

PRINT

=]

CLOSE

EXIT

January, 2001

Select LOAD from the SET drop down menu to recall a previously saved set of
eMatrix objects. This function allows you to:

Add the objects from the saved set to those currently displayed in the
eMatrix window.

Replace the displayed objects with those saved in your set. In effect, this
produces the same result as the OPEN command described on the previous

page.

As discussed, SAVE is used to save a set of business objects displayed in the
work area that have not been previously saved. Use the SAVE AS to save a
previously saved set using a new name.

The DELETE function is used to delete a previously saved set of eMatrix
objects.

To search a database for a specific object or objects, select FIND from the SET
drop down menu or click the find icon. The FIND dialogue box will appear
where several type of searches can be performed.

Is used to query based search based on the properties of an object type. When
a type is selected, its properties are displayed allowing the user to choose
values to search for when it queries the database.

Displays the PRINT SETUP window that is used for setting printer criteria.

Displays the PRINT window which is used for printing the object set that
appears in the eMatrix window's work area.

When selected, CLOSE shuts down the active window.

Exit shuts down the current eMatrix session.
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Tour of the eMatrix Desktop, Continued
OBJECT Drop Down Menu

Purpose The OBJECT drop down menu contains commands or functions that performs
some action upon an object. These include commands related to creating,
manipulating, printing and mailing objects to other eMatrix users.

—
.

NEW Creates a new object using one of the following methods. Each of these
methods are listed on the NEW sub menu.

ORIGINAL Creates a new object from scratch. The user defines the new object’s type,
name, revision, vault, and policy.

REVISION Creates a new object as the next revision to a highlighted object. For example,
if an object’s current revision number is 7.2, and the next usable revision
number is 7.3, the object will be created as 7.3.

CLONE Creates a new object by copying an existing object. The new object is created
using the basic information and files(s) from the existing object.

ANNOTATION Creates an object as an annotation to another object. The user selects an
annotation type (i.e. word processor file, spreadsheet file, CAD/CAM file, etc.),
the appropriate annotation application is launched, and the user adds content to
the file. When the user is done, the annotation object automatically checks the
file into the database as a file in the appropriate object.

ATTACHMENT Creates an object using the same process as described above for an
annotation, but creates the file as an attachment.

REPORT Generates a report object on a selected object or group of objects.
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Tour of the eMatrix Desktop, Continued

OBJECT Drop Down Menu, Continued

OPEN

METHODS

INSPECT

CHANGE

DELETE

IMAGE

PRINT

January, 2001

EDIT

VIEW

GRAB

IMPORT

Opens an existing object using one of the following methods:

Opens the selected object for modification. The appropriate application is
launched displaying the object's contents and allowing the user to make
changes or edits to the contents. eMatrix locks the object to prevent other users
from modifying it at the same time.

Launches the appropriate application and displays the contents of the object in
view mode only. No modifications or changes can be made to the object in this
mode.

A method is created by an eMatrix business administrator to automate a task.
Click METHODS on the OBJECT drop down menu to access the METHODS
window and display a list of predefined methods that can be run against a
selected object.

Displays the OBJECT INSPECTOR window that displays all available
information about an object.

Accesses the CHANGE window where the user can change the object's type,
name, revision, lattice and policy.

Deletes the selected object or objects from the database. It's important to
remember that unlike the DELETE command on the SET drop down menu, this
command deletes the object from the database.

Creates an Imagelcon for the selected object using a raster clip tool or by
importing an existing GIF file.

Is a raster clip tool that can be used to create an Imagelcon.

Permits the user to create an Imagelcon for an object by importing an existing
GIF file.

Initiates the print process for a file contained in the object. The object is printed
using the application associated with the file.
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Tour of the eMatrix Desktop, Continued

OBJECT Drop Down Menu, Continued

WORKFLOWS

2]

MAILBOX

SEND

REASSIGN

ROUTE
GRANT

REVOKE

January, 2001

The WORKFLOW command on the OBJECT drop down menu accesses the
WORKFLOWS window. This window displays all of the workflows owned by the
user. The user can access and examine the tasks included in his or her
workflow.

This item accesses the ICONMAIL — INBOX window and displays mail received
by the user. It displays both:

IconMail — an object with a message attached which was sent by another
eMatrix user.

TaskMail — an activity assigned to the user within a workflow.

Use SEND to create and send IconMail to other eMatrix users. IconMail is an
object created with a message attached.

Accesses the REASSIGN — OBJECT window where users can change the
ownership of the selected object. The user can change ownership to a different
eMatrix user only is he or she has the necessary privileges to do so.

Accesses the ROUTE — OBJECTS window which is used to route an object to
another eMatrix user. The object is routed using IconMail.

Displays the GRANT — OBJECTS window which can be used to grant another
eMatrix user(s) access to a selected object.

Displays the REVOKE — OBJECTS window where a user can revoke another
user's access to a selected object to which access was previously granted.
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Tour of the eMatrix Desktop, Continued

EDIT Drop Down Menu

Purpose

CuUT

COPY

PASTE

SELECT ALL

SELECT NONE

January, 2001

The EDIT drop down menu provides basic cut, copy and paste functionality
that is similar to many other Windows applications. The drop down menu
items are described below.

Deletes the selected object icon from the work area and puts it on the Windows
clipboard. From the clipboard, it can be pasted into another application or
eMatrix window. The object is not deleted from the eMatrix database using the
CUT menu pick.

Copies the selected object icon to the Windows clipboard where it can be
pasted to the work area of another eMatrix window or other application.

Inserts the contents of the Windows clipboard at the cursor location.

Selects (highlights) all objects in the active work area.

De-selects (un-highlights) all objects in the active work area.
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Tour of the eMatrix Desktop, Continued
VIEW Drop Down Menu

Purpose The options displayed on the VIEW drop down menu are used to define how
business objects appear in the work area. The VIEW menu and each of its
sub-menus are illustrated below with descriptions that follow.

ICON Displays objects in the work area as icons. Each object is represented by an
icon labeled with the objects type, name, and revision below the icon.

IMAGE Displays objects as Imagelcons in the work area of the window. However,
when Imagelcons are not available, objects are represented by an icon.

NAME Displays objects without icons. Objects are displayed as text listing each
object's type, name and revision.
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Tour of the eMatrix Desktop, Continued

VIEW Drop Down Menu, Continued

ICONS

DETAILS

VIEW
ALL
USER CREATED
VIEWS
FILTER BAR
ROLE BAR
FILTER
CUE

January, 2001

When icons are displayed in a user-defined table (see DETAILS below), the
ICONS command on the VIEW drop down menu (and the VIEW button) returns
the work area to the default view where icons appear in rows. Each object is
represented by an icon with its object type, name and revision.

Displays objects in a table format previously defined by the user. Users can
define tables using the TABLE function that also appears on the VIEW drop
down menu. The TABLE menu pick is discussed below.

Displays objects in a selectable view. A black dot (or bullet) appears beside the
current view (which on the sample screen on the previous page, is “ALL"). The
VIEW sub-menu lists:

When selected, displays all objects in the default view.

Each view created and saved by the user will appear on the VIEW sub-menu
below the ALL menu pick. On the sample screen on the previous page, the
user created views are 21" and @Basics”.

The FILTER BAR menu pick works like a toggle switch. When a check
appears on the menu beside this item, the FILTER BAR appears in the eMatrix
window. When it is not selected, the check mark does not appear and the
FILTER BAR is not displayed in the eMatrix window.

Like the FILTER BAR, the ROLE BAR is a toggle menu pick. When selected,
the ROLE BAR appears on the eMatrix window. When not selected, it is not
displayed on the eMatrix window.

Lists all of the filters, in alphabetical order, that have been created by the user.
To select a filter, select it from the FILTER menu. When selected a check will
appear beside the filter name on the FILTER menu. To de-select the filter, click
the filter name to toggle it off.

A CUE is created by the user to control the appearance of business objects and
relationships. This helps to make certain objects and relationships stand out
visually. The available CUES appear in alphabetically order on the CUE menu.
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Tour of the eMatrix Desktop, Continued

VIEW Drop Down Menu, Continued

TIP

TABLE

TOOLS

VIEWS

VISUALS
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A TIP is an information pop-up that appears when the cursor rests over an
object in the eMatrix window as illustrated below. Users can select from one to
four pre-defined characteristics to appear in the information pop-up. These four
items appear on the TIP sub menu and can be toggled on or off. A check
appears next to a tip with it has been toggled on.

Information
Pop-Up appears
when the cursor rests
over the object.

Tables are created by users to display objects and data in arrangements which
make it easy to review information customized for a specific purpose. Items
listed on the TABLE sub menu can be selected by clicking on them. Selecting a
table starts DETAIL mode and lists the objects in the table. Only one table can
be viewed at a time. A dot or bullet next to an item on the TABLE sub menu,
indicates the active table.

TOOLS are also user-defined items. These are listed in alphabetically order on
the TOOLS sub menu. TOOLS contain executable programs, methods and/or

wizards designed to perform specific tasks. They can be toggled on and off on
the TOOLS sub menu where a check appears next to the active tool.

The VIEWS menu item accesses the VIEW MANAGER window which is used
to create, view, edit, clone and delete user-defined views.

The VISUALS MANAGER window can be accessed by selecting the VISUALS
menu item from the VIEW drop down menu. This window is used for creating,
viewing, editing, cloning and deleting visuals defined by the user. Visuals
include cues, tips, tables, and tools.
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Tour of the eMatrix Desktop, Continued
PROPERTIES Drop Down Menu

Purpose Specific information about a selected object can be accessed through the
PROPERTIES drop down menu. Using the PROPERTIES menu, you can
review an object's:

Basic information
Attributes

States

Revisions

Historical information

FORMS The FORMS window is accessed by highlighting an object and selecting

FORMS from the PROPERTIES menu. A form displays specific information
about the highlighted object. Forms associated with the object are listed on the
FORMS window where they can be viewed and edited.
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Tour of the eMatrix Desktop, Continued

PROPERTIES Drop Down Menu, Continued

BASICS

ATTRIBUTES

STATES

rd

REVISIONS

LY

HISTORY
Ed:

January, 2001

When an object is highlighted and BASICS is selected from the PROPERTIES
drop down menu, the BASICS window appears. This window displays general
information about the object including:

Vault

Policy

Owner

Grantee
Origination date
Modified date
Description

You learned in Unit 1 that object attributes are characteristics of an object that
are not included as part of an object's basic information (see above). An
attribute can be any physical or other characteristic of an object. When an
object is highlighted and ATTRIBUTES is selected from the PROPERTIES
drop down menu, the ATTRIBUTES window appears. Attributes can be
viewed and modified from the ATTRIBUTES window.

When an object is highlighted and STATES is selected from the PROPERTIES
drop down menu, the STATES browser appears displaying a graphical view of
the states associated with the object. The states associated with an object are
defined by the object's governing policy.

The REVISIONS window appears when an object is highlighted and
REVISIONS is selected from the PROPERTIES drop down menu. Each
revision or iteration of an object will appear in the REVISIONS window where
various actions can be initiated to view and modify a revision.

An object® history details every action that occurs to an object from the time it
is created to when it is deleted. This information can be viewed on the
HISTORY window which is accessed by highlighting an object then selecting
HISTORY from the PROPERTIES drop down menu.
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Tour of the eMatrix Desktop, Continued

FILES Drop Down Menu

Purpose

FORMATS

CHECKOUT

January, 2001

The FILES menu contains items for viewing and manipulating files contained
by an object. From this menu, users can:

View file formats available for a selected object
Check files in and out

Delete files

Lock and unlock access to a file

You learned in Unit 1 that objects can contain files that originate from any
application (i.e. files from AutoCAD, MS Word, HPGL, PostScript, etc.) The
types of file formats an object can contain are defined when the object is
created. To view a list of formats available to an object, access the formats
window by highlighting the object and selecting FORMATS from the FILES
drop down menu.

Files held by an object can be checked out for review or modification through
the CHECKOUT window. This window is accessed by highlighting an object
and selecting CHECKOUT from the FILES drop down menu.
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Tour of the eMatrix Desktop, Continued
FILES Drop Down Menu, Continued

CHECKIN After a file has been created or after it has been checked out, it is checked
back into the object using the CHECKIN window. Access the CHECKIN
| window by highlighting the appropriate object, then selecting CHECKIN from

the FILES drop down menu.

DELETE The DELETE menu pick on the FILES drop down menu is used to delete
specific files from an object. Be careful, because this command will delete all
files that have been checked into an object. Also, do not to confuse this
DELETE command with the delete command on the SET and OBJECTS drop
down menus.

LOCK Selecting LOCK from the FILES drop down menu, prevents another user from
editing a file that you have checked out.

UNLOCK The UNLOCK command on the FILES menu unlocks a file that you previously
locked.
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Tour of the eMatrix Desktop, Continued
RELATIONSHIPS Drop Down Menu

Purpose

NAVIGATOR

CONNECT

DISCONNECT

January, 2001

Relationships between objects are create, displayed and deleted using
commands on the RELATIONSHIP drop down menu. The three commands
found on this menu are illustrated and described below.

The NAVIGATOR browser graphically displays relationships between objects.
Access the NAVIGATOR browser by highlighting an object, and selecting
NAVIGATOR from the RELATIONSHIPS drop down menu.

The CONNECT command on the RELATIONSHIPS drop down menu is used
to create relationships between two or more objects. The CONNECT
command accesses the CONNECT window where objects and types of
relations can be selected.

The DISCONNECT command appears grayed out on the RELATIONSHIPS
drop down menu and is actually initiated from the NAVIGATOR browser. This
command is used to delete a relationship that exists between objects. Note
that this command deletes only the relationships, not the objects.
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Tour of the eMatrix Desktop, Continued
SESSION Drop Down Menu

Purpose eMatrix users can manage their accounts through the SESSIONS drop down
menu. Using the commands on this drop down menu, users can:

Log into eMatrix
Change their user password
Set user preferences

CONTEXT The CONTEXT command on the SESSIONS drop down menu accesses the
SESSION CONTEXT window, which is the same window used to log into
eMatrix.

PASSWORD Users can change their eMatrix user password by selecting PASSWORD from

the SESSION drop down menu. The action of changing a password is
performed on the SESSION PASSWORD window.

PREFERENCES Through the PREFERENCES command on the SESSION drop down menu,
users can tailor eMatrix behaviors including, among other things, how objects
are displayed, the toolbars that are displayed, how navigation occurs, etc.
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eMatrix User - Unit 2: Introduction to the eMatrix Desktop

Objects and the eMatrix Desktop, Continued
Finding and Displaying Objects in the eMatrix Window

Display objects Objects can be displayed in the eMatrix window by performing a find. You can

using FIND perform a find to display a specific object, or to display all objects in the
database. The steps for finding all objects are illustrated below and on the
following page.

STEPS:

1. At the eMatrix
window, select
FIND from the SET
drop down menu, or
simply click the
FIND button.

Steps continue.
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eMatrix User - Unit 2: Introduction to the eMatrix Desktop

Objects and the eMatrix Desktop, Continued
Finding and Displaying Objects in the eMatrix Window, Continued

STEPS:

2. When the FIND
OBJECTS window
appears, click the
ERASE button to
clear all fields on
the window. A field
is clear when an
asterisk (*) is
displayed. When
the fields are
cleared, the FIND
action will return
and display all
objects in the
database. (See the
note below 3
regarding finding a
specific object.)

3. Click FIND.

4. Notice that object
icons now appear in

Y

the eMATRIX
window.
4 ——>
NOTE: Finding a To find a specific object, enter data in any of the fields on the FIND OBJECTS
specific object. window before clicking the FIND button.
January, 2001 1" Draft Page 26



eMatrix User - Unit 2: Introduction to the eMatrix Desktop

Objects and the eMatrix Desktop

The Business Object

Graphical Object You learned earlier that an eMatrix object contains business information that
can be created, stored, shared, accessed, manipulated, and managed
electronically by eMatrix users. Objects appear graphically in the eMatrix
desktop as icons as illustrated below.

Object Icon I

Object Type
Component
5608872 Object Name

\
| Object Revision =l

Note the detail that appears with the object icon in the eMatrix desktop above.
This detail includes:

Object icon
Object type
Object name
Object revision
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eMatrix User - Unit 2: Introduction to the eMatrix Desktop

Objects and the eMatrix Desktop, Continued

Viewing Available Business Object Types

Viewing business
object types

STEPS:

1.

At the eMatrix
window, select an
object by clicking it
once.

Select CHANGE
from the OBJECT
drop down menu.

When the
ORIGINAL window
appears, click the
ellipsis button at the
end of the TYPE
field.

Steps continue.

January, 2001

Remember that object types are created by the eMatrix systems or business
administrator. You can find a list of approved object types for your eMatrix
database at the TYPE CHOOSER window. There are several ways of
accessing this window, one is demonstrated below and on the following page.

«— W
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eMatrix User - Unit 2: Introduction to the eMatrix Desktop

Objects and the eMatrix Desktop, Continued

Viewing Available Business Object Types, Continued

STEPS:

4. When the TYPE
CHOOSER window
appears, you will
likely see one or 4 —>
more folders. Click
the plus sign (“+")
button that appears
to the left of a folder
to open it and view
the approved object
types in the folder.

5. Note the plus sign
has changed to a
minus sign (*-*).
Clicking on the
minus sign will
close the folder.

6. Notice the
approved types
appear under the
folder that has been
opened.

7. To view the
approved object
types in other
folders, click on the
plus sign that
corresponds to the
folder.
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Objects and the eMatrix Desktop, Continued

eMatrix User - Unit 2: Introduction to the eMatrix Desktop

Viewing an Object’s Basic Information

Viewing basic

During Unit 1 you learned that each eMatrix object is assigned basic

information information using up to eleven predefined characteristics, three of which (type,
name and revision) are required. The steps that follow illustrate how to view
the basic information of an existing object.
STEPS: 2
1. Select the object by
clicking on it once.
2. Select BASICS
from the

PROPERTIES drop
down menu, or click
on the BASICS
icon.

When the BASICS 1)
window appears,

note the object's

type, name, and

revision appear

beneath the object

icon.

Also notice the
information that
appears in the other
predefined fields.

January, 2001 1" Draft
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eMatrix User - Unit 2: Introduction to the eMatrix Desktop

Objects and the eMatrix Desktop, Continued

Viewing an Object’s Attributes

Viewing attributes Remember that attributes are objects that add definition to another object.
Attributes can be any information added to an object beyond what is defined as
basic information. Use the steps below to view an object's attributes.

STEPS:

1. Select the object by
clicking it once.

2. Select
ATTRIBUTES from
the PROPERTIES
drop down menu, or
click the
ATTRIBUTES
button.

3. When the
ATTRIBUTES
window appears,
the objects
attributes will be
displayed.

N
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Objects and the eMatrix Desktop, Continued

Viewing an Object’s Policies

Viewing policies

STEPS:

1.

Select an object by
clicking it once.

Select CHANGE
from the OBJECT
drop down menu.

When the
ORIGINAL
WINDOW appears,
click the ellipse
button at the end of
the POLICY field.

Steps continue.

January, 2001

An objects policy represents rules that govern the object's behavior +
including its lifecycle states, access privileges, revisioning schemes, file
formats associated with the object, and where and how files are stored in the
database. While policies are created by the eMatrix Business Administrator,
users can view them in a number of ways. One is illustrated below and
continues on the following page.
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eMatrix User - Unit 2: Introduction to the eMatrix Desktop

Objects and the eMatrix Desktop, Continued

Viewing an Object’s Policies, Continued

STEPS:

4. When the
GOVERNING
POLICY
CHOOSER window 4
is displayed, the
object's policies will
appear. Note that
more than one
policy may exist for
the object.
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Objects and the eMatrix Desktop, Continued

Identifying the Formats of Files Checked into an Object

Identifying formats

STEPS:

1. Select the object by

clicking on it once.

2. At the eMatrix
window, select
FORMAT from the
FILES drop down
menu or click the
FORMATS button.

3. When the

FORMATS window

appears, the file
formats that the
object can contain

will be listed. If not,

click on the plus

sign (+) to the left of

the icon.

Steps continue

January, 2001

In theory, an object can contain files created in virtually any other application.
However, each object must be setup to contain the specific file format that
users need. To view the file formats that can be checked into an object, use
the steps illustrated below.
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Objects and the eMatrix Desktop, Continued

Identifying the Formats of Files Checked into an Object, Continued

STEPS:

4. Note the default
format appears
under the object
icon. In this
example the default
format is WORD.
To view files that
have been checked
under the default
format, click the
plus sign. (See the
note below.)

5. Note the name of
the file is listed
under the default
format.

NOTE:

January, 2001

An object can be assigned more than one format. When this occurs, multiple

formats will be listed in the FORMATS window.
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eMatrix User - Unit 2: Introduction to the eMatrix Desktop

Objects and the eMatrix Desktop, Continued
Viewing an Object’s Relationships to Other Objects

Viewing Relationships are objects that connect one business object to one or more

relationships other business objects. Relationship objects can define many different types of
relationships between objects. Use the steps illustrated below to view the
relationships connected to an object.

STEPS:

1. Select the object by
clicking it once.

2. Select
NAVIGATOR from
the
RELATIONSHIPS
drop down menu.

3. When the
NAVIGATOR 1—
appears, all
relationships to the
selected object will
appear. In this
example, the
relationship is
manifest by the
arrow that appears
between the two
objecticons. To
view details of the
relationship double
click on the arrow
itself.

«—N
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Objects and the eMatrix Desktop, Continued
Identifying Available Vaults

Identifying vault A vault is a specific location on a server drive. It is identified in the eMatrix
databases by a unique vault name where files are saved. Vaults are created
by the eMatrix systems administrator. There are several ways to identify the
vaults create in an eMatrix database. The steps for one of these are illustrated
below.

STEPS: 1

1. At the eMatrix
window, select an
object by clicking
on it once.

2. Select CHANGE
from the OBJECT
drop down menu. 2 —>

3. When the v
ORIGINAL window
appears, click the
ellipse button at the
end of the VAULT
field.

«—3

Steps continue.
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eMatrix User - Unit 2: Introduction to the eMatrix Desktop

Objects and the eMatrix Desktop, Continued

Identifying Available Vaults, Continued

STEPS:

4. When the VAULT
CHOOSER window
appears, the
available vaults
appear. 4
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Objects and the eMatrix Desktop, Continued
Viewing the History of an Object

Viewing history Remember that history details all of the actions that have been performed on
an object from the time is was created. History will include activities such as
when the object was created, checked in or out, modified, copied, connected to
another object, etc. The steps for viewing the history of an object are
illustrated below.

STEPS: 2

1. Select an object
by clicking it
once.

2. Select HISTORY
from the
PROPERTIES
drop down menu.

3. When the
HISTORY window
appears, all
activities involving
the object are
listed in
chronological
order.
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