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About this Document

Purpose

This document describes the process for up-revving engineering drawings in
Documentum.

Reason for reissue

This is the third issue of this document. The reissue of this User Guide is due to IDFR
enhancements to the Documentum application. Specific information regarding these
enhancements is available in the latest Documentum Release Notes, located in the
Release Notes for Documentum Users folder of the [Jjjij Training and Reference
Materials folder within Documentum.

Intended audience

The intended audience for this course and this document is anyone that will be using
Documentum to issue drawings for release.

Conventions used

All documents written by the Application Support Methods & Tools (ASMT) group
adhere to a standard set of document conventions. These conventions provide
consistent communication of commands, keystrokes, and steps.

Icons

Warning

This icon indicates areas where readers may have trouble, and provides important
information to help avoid problems.

% Note

This icon is used when valuable supplemental information about a process or
concept is needed.

Issue 3.0, July 2008
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About this Document

A Important

This icon is used for important information that the user must account for when
performing a process.

@ Online Help

This icon indicates that more information about the topic can be found online and
makes references to a Web page, online help, or an eLearning tutorial.

~— Beyond the Classroom...

This icon brings attention to information that applies to a process the student may
use in Documentum's live production environment, but not in the training

environment.

Document conventions

In order to make using and following step-by-step instructions easier, written
document conventions are used as follows:

IF the items appear
as...

this font

this font

this font

this font

<angle brackets>

this font

this font

THEN the items are...

embedded as a
description for a
window, menu, form or
screen.

anything you need to
“Click.”

anything you need to
“Press.”

anything you need to
“Select” or “Enter.”

Variables.

This font indicates a
value should be
entered.

system output.

an actual link.

For example:

The “Customer Input” window
displays.

The “Training Evaluation” form
displays.

Click the Save button.

Click the Displays icon.

Press Ctrl+d to return to a
previous menu.

Select the Pattern check box.
Enter 1s -1 to view entries.
Select the Format > Document
> Change Bars menu option.

The <hostname> is not
responding.

After the Please wait...
message displays, you will receive
a prompt asking for more input.
Enter the following URL:
http://www.aep.com

Vi
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IF the items appear A THEN the items are... For example:

as...

this font New Information in this @ This information is new to this
revision of the User revision.
Guide.

Technical support

Il Help Services is available 24 hours a day, seven days a week. To receive
assistance with this application, or to seek help regarding general workstation

troubleshooting issues, contact the Il Help Desk by dialing Audinet || N or
toll free N

How to comment

The il Application Support Methods & Tools (ASMT) group is committed to providing
each customer the best service possible. This document is designed to meet the

specific needs of our customers and their constituents. Every effort is made to make
this document as accurate and complete as possible.

We value your opinion and welcome your feedback. The ASMT team encourages you
to contact us via e-mail (| or telephone

)
(Internal | o External AEP: ) to rrovide feedback about

the contents of this document.

]
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1 Issuing Drawings for Release

Objectives

In this lesson, you will perform the following steps:

Create a profile (Contentless Documents).
Submit or save a draft issue drawing for release (IDFR) transmittal.
Find and process a Draft IDFR Transmittal.
View and print your draft IDFR transmittal.
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Issuing Drawings for Release

Creating Profiles (Contentless Documents)

Purpose

The purpose of this section is to show you how to create “placeholder” Profiles, which
are known as contentless documents. These contain all of the properties for the
drawings. They are necessary when you issue drawings that do not have an existing
version (revision) in Documentum.

After the profiles are created, the hard copy drawings are delivered to [ R
Imaging, who scan the drawings and upload the content into the contentless
documents in Documentum.

A Important

If you are submitting an Issue Drawing for Release (IDFR) transmittal which
contains only documents with existing revisions in Documentum, you do not need
to complete this step.

Before you begin

Log into Documentum.

Instructions

To create profiles (contentless documents):
1. In Documentum’s main menu bar, select File > New > Document.

2. Select i Engineering from the Type drop-down menu.

Reference: When you select il Engineering as the document type, the Name
field defaults to AUTONAMING. Engineering files are named automatically using a set

of key properties. For example, drawing | | |GGz -tif is automatically
named using the following elements:

Naming Element Naming Convention
[ ] Plant (I

2 Unit

[ ] Company

9219 Drawing Number

11 Revision Number

1-2 — Issue 3.0, July 2008



Issuing Drawings for Release

3. Select None in the Format drop-down menu.

Result: The New Document: Create page should look like this:

|' 1.Create. Zm

gendoctst1/Brian R Bolden

Name: IN.ITONHMENGJ 213734148377 L

Type: I-Eng'ineering Wl =ngineering) j

Format: I Hone vl

+] Show options

Previous | [ Mext | [ Finish | [ Cancel |

4. Click Next.

Issue 30, JUIy 2008 _ 1 . 3



Issuing Drawings for Release

Result: The New Document: Info page appears:

2o |

gendoctst1/Brian R Bolden

| »

Generation

- Company:

-Plant."F_D-catiDn:
- Unit:

Il Document Humber:
Title:

Il R=vision Number:

Il R=vision Date (MM/DD/AYYYY):

-

I Hour

j :I Minute j :I Second j

-Project Type:
Il Froject ID: Edit
-Wurk Order: Edit

-Work Breakdown Structure:

Cmmimmmim

l:hcct Size:

- System:

- Cross Reference Mumber:

Il tatus:

- IDFR. Transmittal Mumber:

Infa

Name:

Subject:
Keywords:
Authors:

Full Content 5ize:
Owner Name:
WVersion Label:
Lock Date:

Lock Owner:

autonaming-1213793391144

Edit Brian R Bolden

Edit 1.0, CURRENT
Jun 18, 2008 8:50:24 AM

Brian R Bolden
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Issuing Drawings for Release

5. Fill in all required fields and click Finish.

Result: You have successfully created a contentless 1 document as a placeholder
for your new drawing. To verify that the contentless document exists in Documentum,
check the My Files folder. This folder displays all documents that you have created or
edited in the past 30 days.

4 gendmdir : Train3d =)
—+H§ Home Cabinet

Documentum Advanced Trai
Office Documents

Saved Searches

Training Materials

Training Power Points

g [Mbo

o Subscriptions
-2 My Files
== Categories

[l Cabinets -

Add Repository -
] | _vl_I

6. Repeat the above steps to create additional contentless documents.
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Issuing Drawings for Release

Creating an Issue Drawings For Release Transmittal

Purpose

The purpose of this section is to show you how to create an IDFR Transmittal.

Before you begin

Before you begin this procedure you must:

* Log into Documentum.
* Create all contentless profiles associated with your IDFR Transmittal.
* Locate the drawings/profiles for the IDFR Transmittal.

Instructions

To create an IDFR Transmittal:

1. Click the check boxes beside the documents you want to include in the IDFR
Transmittal.

Hint: You can add additional documents to the IDFR Transmittal after it is saved.

2. Select Tools > Issue Drawings for Release > Create a transmittal.

Tools

-

Issue Drawings for Release Create a transmittal

Run $aved Export l

L it = - - e

o s
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Issuing Drawings for Release

Result: An Issue Drawing for Release page similar to the one below opens:

|'tnfo" Distribution | Drawing | Summary

Name: [Jl}-oms-000302
-Order Number: JJjj-0Mms-000302
Il Plant/Location: [
Version Label: Edit 1.0, CURRENT

Owner Name: Edit Brian R Bolden

I 2. ccount Number:

Il A ctivity Code:
I cEU:

Il D=partment ID:

Il FEU: Generation

B Gl Business Unit: | "

Il Distribution Type: Edit *

Il Originating Engineer: IBrian R Bolden *
Il Project ID: Edit *

Il Work Order Number: Edit *

[l B=nefiting Location: I

I Cost Component Humber: I

[
Il R=production Instructions:
[
=
Il Transmittal Description:
=
@ l Submit” Previous”Nexl” SavemDraftHCanceI]

3. Add values in all required fields. If you have values for the non-required fields,
enter those as well.
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Issuing Drawings for Release

A Important

You must enter valid project ID and work order number information in the “Jllli
Project ID” and “Jllll Work Order Number” property fields. These properties are
validated against PeopleSoft values.

The “Jlll Work Order Number” consists of a combination of the PeopleSoft work
order number and work order task. For example, if your work order number is
“WSN100594” and your work order task is “01,” the combination you would
create is “WSN10059401.”

Write down the [JJlll Order Number to locate the IDFR Transmittal after it is
saved.

In the [l Distribution Type field, click the Edit link.

[l Distribution T'!.-r "

Result: The [ Distribution Type page appears:

Select from list: -Distribution Type
Add = [% Move Up

Custom

Standard

@ (0K [Cancel |

Select the appropriate Distribution Type(s) and click Add.

The following Distribution Types are available:

¢ As-Built—This distribution list type is comprised the same way as Standard
distribution lists, except that the recipient generally receives fewer copies for a
designated drawing type.

¢ Custom—This distribution list type is comprised of recipients that receive
drawing copies associated with a specific Project ID. The Custom Distribution
list can contain Standard Distribution list recipients.

« Standard—This distribution list type consists of recipients who receive copies
of drawings issued within the IDFR process. These recipients can be part of a
project distribution list, but are not always associated with a Project ID.
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Issuing Drawings for Release

% Note

When you select Standard or As-Built as the distribution type, the associated
Recipient Print Specifications are matched to the drawings' Plant/Location,
Discipline, Drawing Type, and Original Size properties.

When you select Custom as the distribution type, the associated Recipient Print
Specifications are first matched to the project ID value that you enter in the [JJi}
Project ID field, then to the drawings’ Discipline, Drawing Type, and Original Size
properties.

For more information about Recipient Print Specifications, refer to the Recipient
Print Specification User Guide.

Hint: If you select a distribution type in error, highlight it and click Remove.

7. Click OK.
8. Complete the remaining fields on the Issue Drawing for Release: Info page.

9. Enter necessary information in the il Reproduction Instructions and the
Transmittal Description fields.

[
% Note

The [llllReproduction Instructions are included to give |l Imaging (Print
Services) instructions for processing the IDFR Transmittal. The |l Transmittal
Description field should include a description of why you are creating the IDFR
Transmittal.

10. Click Next.

A Important

When navigating the Issue Drawing for Release page, make sure that you click the
“Next” or “Previous” buttons rather than clicking on the page heading tabs. If you
navigate by clicking on the page heading tabs, Documentum will generate an
error when you attempt to submit your IDFR.

ssue 3.0, uly 2008 I -9



Issuing Drawings for Release

11.

12.

Result: The Distribution tab appears.

Info | Distribution

Distribution
e Tt Address 07BN picn sie Copies roduct  Distribution  Drawing . ye projectin
Hame Size Type Tvpe Tvpe
[~ Brian R Bolden _ 660x [caoxe) 7] |2 [ew ] Ccustom AL Blectrical WSH100594
48" ) Engineering
r - [ ] coox [egrxr) =] [ [ew ] Custom AL Rectrical WSH100594
48" ) Engineering

i _ _ G (30"x i1 x17™) =l la pw |=| Custom ALL ALL WSN100594
: HF e

48"

[ Submit ] [ Previous I I Save As Draft I [ Cancel ]

Result: A Distribution List appears based on the properties for the IDFR Transmittal.

Verify the distribution information.

If you need to remove a recipient from the current IDFR only, click the associated
check box and click Remove.

1-10




13. Click New to add recipients.

Issuing Drawings for Release

Result: The Adhoc Distribution List function appears:

.Distributionl Drawiﬁ m
Hew Recipient ;I
* Ii I—
First and Last Hame Email
*
Street I Street 2 I
* I * I I
City State/Zip
=
Comments
=
Original Size ALL o Finish Size IA[ 1/ x11") v|
*Copies I Product Type IBW vl
Discipline IﬁLL j Drawing Type IhLL j
Distribution Type ICuslurn vl Project ID IWSN1I]OE‘34 vl
" save Recipient Permanently
Add Recipient =
4 | _>I_|
9 [Submit”Preuimls”Next”SaveAsDraft”Cancel]

14. Fill in recipient’s distribution information and click Add Recipient.

% Note

By default, Ad Hoc recipients are added only for the associated IDFR Transmittal.
However, you can make the recipient permanent by clicking the Save Recipient

Permanently check box.

Result: The Distribution List updates.

15. Repeat Step 13 and Step 14 until all necessary recipients are added.

% Note

For more information on maintaining Recipient Print Specifications, refer to the
Recipient Print Specification User Guide.

16. Click Next.
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Issuing Drawings for Release

Result: A Drawing tab similar to the one below appears:

Info | Distribution | Drawing
Drawings
Total Drawings : 4
. S Hewr Hew Revision Reference
& o me U s bucine ek SN pewn ome ow oo
mm/ dd/yyyy [

- 1301 DIAG 120/208Y AC & 208Y DC L7 Physical G Blectrical z z I I r

Drawing Engineering
Il 1309 455 & DTL 550 VAC/250 vDC M Physical G Bectrical 2 13 I I O

Drawing Engineering
[l 1313 F50VAC /250 VDC M & Voo Tag| Physical G Blectrical z 13 I I r

Drawing Engineering
Il 1310 455 & DTL 550 VAC/250 vDC M Physical G Blectrical 2 11 I I O

Drawing Engineering

Q [ Submit | [ Previous | [ Save As Draft | [ Cancel |

Hint: Fill out this page entirely before proceeding to the next page.

The following columns contain editable fields:

Column Description
The check boxes in this column let you select drawings for
@ deletion. After you have selected a drawing, click Apply All to
delete it.
Title The fields in this column let you edit the Title of each drawing.

New Revision | The fields in this column let you enter new revision humbers
for drawings being updated. You can use the Up Rev button to
populate the revision field for each drawing in the transmittal.
The revision field is calculated using the following business
rules:

. If the current revision is numeric, the revision is increased
by 1 (for example, revision 4 would go to revision 5).

- If the current revision is an alphabetic character, it is
converted to O.

The revision fields are editable. Changes are made after you
click the Up Rev button. This button can only be used once
per transmittal (clicking the button multiple times will not up-
rev the drawings multiple times).

New Revision | The fields in this column let you manually enter revision dates

Date or click the revision date button to automatically enter one for
all drawings in the transmittal. If necessary, you can manually
edit the dates.




Issuing Drawings for Release

Column Description
Reference The check boxes in this column are marked if:
Only « You are submitting a drawing that is not being up-revved

and does not need to be scanned.
+ The entire IDFR is intended for print only (not scanned or

up-revved).
Apply All Click Apply All to save and apply the information.
Hew_ - -Hewarisinn Reference
Revision Date Only

| Up Rev | [ (mmiddiywyd | [

17. In the New Revision fields, enter the new revision numbers, or click the Up Rev
button.

18. In the New Revision Date fields, enter the new revision dates, or click the
(mm/dd/yyyy) button to set the same date for all the drawings.

A Important

When you enter values in the “Title,” “New Revision,” and “New Revision Date”
fields, the following notifications appear reminding you to click the Apply/Apply All

button.
Drawings
Total Drawings : 3
5 » News Hews Revision
(=) D:E;';:r”t Title DrT‘““gg Size Discipline Unit E:::S:. R‘;";:" Revision Date
" (Up Rev | [Limm/dd/yyyy)
- 5004 IFLC'-': DIAG STANDARD SYMROLS Flow G Mechanical 123 z 05/01/1997 |3
Ciagram Enginsering
(P&ID)
[l 5004 IFLC'-': DIAG STANDARD SYMROLS Flow G Mechanical 46 1 050141997 Iz
Ciagram Engineering
(P&ID)
- 5004 IFLC'-': DIAG WTR SUPPLY 515 Flow G Mechanical 56 5 07/05/1996 Ie
Ciagram Enginsering
(P&ID)

e e e e AP A B AL el e g s —

Make sure that you click Apply/Apply All, or else the drawings will not up-rev.
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Issuing Drawings for Release

19. Click the Reference Only check boxes for the drawings that you are not
up-revving.

% Note

It is recommended that you verify that the Project ID is valid on Reference Only
documents in your IDFR Transmittal. When a Reference Only document with an
invalid project ID is submitted in an IDFR Transmittal, an error message is sent o
Print Services letting them know about the invalid ID. Print services must then
contact the person submitting the IDFR and request that he/she fix the project
ID. The ID must be valid for the IDFR Transmittal process to finish.

A Important

Make sure that all leading zeroes are included in the Reference Only document
“Project ID” fields. Otherwise, the Project IDs will be flagged as invalid during the
IDFR validation process. Verify the Project ID values by going to the “Properties”
page for each Reference Only document.

[ propertiesinfo -

Generation | Engineering | Info | Permissions | History |

i‘| am_2 [ 122083 _1.tif [
=l Typ

Type: acp_engineering

Format: tiff
-&mpﬂmﬁ Bl Froiect ID: Edit 8932

B Piant/Location: [ You should add leading zeroes to the
i [2 5] - above Project ID (as in the following
MU |2 Project ID) to avoid IDFR validation errors.
-DocumentNumber: 122083

e =] I Project ID: Ecit 000002932

|»

T

-REVision Number: |1

R<ision Date (MM/DD/YYYY): 7‘ il @y o =llo =i

-ProjectTypyleSB v|
(-Project ID: Edit 8932)
-Work Order: Edit

-Work Breakdown Structure: IA:’:IC-Q

9 @ Cancel |

20. Click Apply All.

Click Next to continue.

RN
[ Submit ] [ F'reuin:nus(] [ flect ] [}a'u'e fz Draft ] [Cancel] ‘
N
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Issuing Drawings for Release

Result: The Summary tab opens and provides a complete list of all drawings you are
issuing as well as any associated reference documents.

Info | Distribution | Drawing | Summary l
-
.. Document S Revision Ee Ho. of e 5 Product s
Unit Number Revision Date Recipient Copies Finish Size i Description
2 1301 7 nulldate 4 B{11%x BW Physical
17™) Drawing
7L 1301 il nulldate 3 B (11" x BW Physical
17} Drawing
2 13 Z nuldate  Brian R Z G (30"x BW Physical
Bolden 45" ) Drawing
7L 1309 13 nulldate 4 B (11" x BW Physical
17} Drawing
2 1309 13 nulldate 3 B{11"x BW Physical
17} Drawing
7L 1309 13 nulldate Brian R ! G (30" BW Physical
Bolden 46" ) Drawing
1 1313 13 nuldate 4 B{11"x BW Physical
17 Drawing
7L 1313 13 nulldate 3 B(11%x BW Physical
17} Drawing
pi 1313 13 nulldate Brian R 2 G (30" BW Physical
Bolden 46 ) Drawing
7L 1310 11 nulldate 4 B (11" x BW Physical
17} Drawing
2 1310 11 nulldate 3 B{11%x BW Physical
1™} Drawing 57
@ [ Submit | [ Previous | [ Hext | [ Save As Draft | | Cancel |

22. Verify that all of the information under the summary tab is correct.

% Note

Click Previous to edit information on another tab. Select Save As Draft to
return to Documentum and fix the documents.
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23. Perform one of the following steps:
a. If you are finished with your transmittal, click Submit.

[ Submit J Fevious J [ J [ Sawe Az Draft J [Cancel]

Result: The IDFR Transmittal is sent to ||l /maging.

b. If you are not finished with your transmittal, click Save As Draft.

[ Submit J [ Prewvious J [ m Caru:el]

Result: Your IDFR Transmittal saves as a draft, and it is NOT submitted to || | ||l
Imaging.

Warning

You cannot use IDFR to place an old revision into an existing version tree. In this
case, the following validation error message appears when you click submit:

“A document with the same Plant, Unit, Company, and Document Number exists in
Documentum that has a later revision date. This document cannot be issued.”

If you receive a validation error, go to section “Correcting Validation Errors” (1-25).
[]
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Processing a Draft IDFR Transmittal

Purpose

The purpose of this procedure is to:
* Locate your Draft IDFR Transmittal.
« Attach additional drawings to your draft IDFR transmittal.
e Submit your draft IDFR transmittal.
» Correct any errors that occur during draft IDFR transmittal processing.

Before you begin

Before you begin this procedure:

* Create a draft IDFR transmittal. For more information, refer to “Creating an
Issue Drawings For Release Transmittal” (1-6).

» If you need more profiles for Contentless Documents created; do that before
beginning this procedure. For more information, refer to “Creating Profiles
(Contentless Documents)” (1-2).

% Note

Your IDFR Transmittal saves as a Virtual Document. For more information about
Virtual Documents, please consult "Appendix C Working with Virtual Documents” in
the Generation Documentum User Guide.

Instructions

Perform the following steps to process a draft IDFR transmittal:

1. Open the Advanced Search page and search for the documents you need to add
to the draft IDFR Transmittal. Include any contentless profiles you have not yet
attached.

2. Click the boxes next to the appropriate documents and select Add To Clipboard.

%] Check Qut | 5 Edit (L Add To Clipboard

3. Continue finding and adding items to the Clipboard until you have captured
everything you need to add to your draft IDFR transmittal.

oo 30, JUIy > _ 1 - 1 7



Issuing Drawings for Release

% Note

You can include up to 1000 items in the clipboard at the same time. The items
remain in the clipboard until you add them to a new location, or log out and back
into Documentum. Once you have added 1000 items, you must clear the clipboard
before adding more. You can view the Clipboard by selecting Edit > View
Clipboard.

{

m *

|:| | Hame Format Yersion Repository j
|:| @ am_0 SO0 1.t TIFF Image CURREMT,2.0 gendoctsti

|:| @ am_0 J0101x_0utif TIFF Image CURREMT,1.0 gendoctsti 9

|:| @ am_0 30201a_1.tif TIFF Image CURRENT,3.0 gendoctstil 5
|:| @ am_0 30201b_1.tif TIFF Image CURRENT,3.0 gendoctsti

|:| @ am_0 J1110_3.tif  TIFF Image CURREMT,5.0 gendoctsti I

7

4. Once you copy all of drawings to the clipboard, click My Files located in the folder
structure of your Home Cabinet.

B¢ gendoctst1: Test'i
[+ Home Cabinet

&dd Feposzitary

Flo%, Cabinets j’
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Result: Any draft IDFR Transmittals you have saved within the past month appear:

r ~e Version Size  Format Modified

r @ 1.0,cuRRENT 1 KB 12/14/07 3:05 PM
r @ 1.0,cuRRENT 1 KB 12/20/07 11:53 AM
r @ 1.0,CURRENT,WIP  129KE XML Document  12/21/07 9:55 AM

B P - gt R T S PR e L SO S R T ST S S L S e

% Note

To locate an IDFR transmittal in the Documentum folder structure, click the name
of the AEP Plant/Location and open the IDFR Transmittal folder.

I';"I-& Cabinets

— documentum

Generation

Corporate and Fleet-Wide

Training and Feference Materials

AT Testing I

'

| Accounting

[ Amos Mail

| Circular Letters

I i
I

I

I

. Contracts

. Dezcriptive Articles
. Engineering

. Equipment Manualz
. Human Fezources 1
. IDFR Transmittal

| Lotus Motes J
| Lotus Motes Databazes

[~ Eﬂqratinnﬂ and Maintenann:n.a L

F3 - -

Also, you can use Documentum's Advanced Search feature to locate the IDFR
Transmittal. For more information on searching for IDFR transmittals, refer to
“Locating an IDFR Transmittal” (2-2).
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5. Click directly on the draft IDFR Transmittal name to open it.

7%  Mame

I =/ ows 000237
I /I s 000241
I /il ows-000242

Result: The Virtual Document Manager page appears:

_
r I -CMs-000242

Version 1.0 Default Child Version: ICLIRRENT VI

Date Modified: Dec 20, 2007 2:35:18 PM

Name Size Modified Format
(am 123 B 9osa7z 0 @ 1KB  12/20/07 11:38 AM
) am 125 B 90571 o.tir @ 123KB 4/26/07 1:37PM  TIFF Image
) am 123 I oos3es 1.tif @ 228KB 4/26/07 2:37PM  TIFF Image

E am 123 0aaans O.tif a 165 KB 4/26/07 2:37 PM TIFF |I'I'IE'EE'
E am 123 948863 2.tif a 215 KB 4/26/07 2:37 PM TIFF |I'I'IE'EE'

i
il
¥

[ I R B R

=

6. Click Tools > Virtual Documents > Add Child > From Clipboard.

Issue Drawings for Release

Run Saved Export

4

Default’I

Virtual Documents
Workfow »

b

Add Child From Clipboard
Hew Window From File Seleciur@
Using Hew Document

\‘“\/\A.M—r"'\.c 4

- _’F-.."---..J "‘ﬂ—-—n-‘.*_—nﬂ"-""'-_"—..-r—‘-u._,-!_
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Issuing Drawings for Release

Result: Documentum automatically checks out the draft IDFR transmittal and the
documents are added.

e @--DMS-MM

Versien 1.0 Default Child Version: I CURRENT vl

Date Modified: Jul 10, 2008 8:55:50 AM

Hame Size  Modified Format
) a2 B 0smo756 0.t @ I0KE  6/26/08 12:49 P TIFF Image
#) a2 I 0amo755 o.tif @ 49KE  6/26/08 12:49 PM TIFF Image
#) o 2 I 0amoo54 0.t @ 34KB 6/26/08 12:49 PM TIFF Image

B am 7 122005 O.tif o 463 KB 6/26/08 12:48 PM TIFF Image

i
i
¥

aanannnS

IEEI'I'I 2 122006 0.t o 531 KB 6/26/08 12:48 PM TIFF |I'I'IE.EE

ol

7. (Optional) If you add a child document in error, click the check box next to the
desired child document and select Tools > Virtual Documents > Remove
Child.

8. After adding (or removing) the child documents, click the check box next to the
parent virtual document and click Check In.

f autovue (b Checkin) R creck oot [ Egit [ Add To Clipboard [ Cancel Checkout

Default Child Version: | CURRENT | =

50 AM
. e T,
R Y T R S ot o, ptinn -

s Jul 10, 2008 8:55:
e R P

LTS o _’_,-J_

oo 20,y 208 I 121



Issuing Drawings for Release

Result: A save changes page appears:

A fou have not saved your changes.

Press Ok to save your virtual document structure changes. This includes recrdering children, adding
children, removing children and fixing the versien of children. Press Cancel to discard the changes.

-

9. Click OK.

10. Click the check box next to the IDFR Transmittal and select View > Properties
> Info.

Info
Permissions
History

Properties

Wersions
Relatiocnships
Renditicns
Lacations
Snapshots

- __,......-ﬂ-.""-".' TR T e e s e
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11.

12.

13.

14.

Issuing Drawings for Release

Result: The draft IDFR transmittal opens.

|»

Il -0s-000431 [
Type: asp_idfr
Format: xml

Name: DIME-000481
AEP Order Number: IDMS-DDMS'I
AEP Plant/Location: [l
Version Label: Edit 1.0, CURRENT, DRAFT
Owner Name: Edit Brian R Bolden _I
-

(7] [ Submit | [ Save As Draft | [ Cancel |

Verify that the information in the Distribution tab is correct.

% Note

If you added new drawings, the distribution list will update accordingly to include
any recipients associated with the added drawings.

(Optional) If you are missing a recipient(s), add them on an Ad Hoc basis using
the procedure in Step 13 (1-11) through Step 15 (1-11).

Click on the Drawing tab.

Enter the New Revision, New Revision Date, and Reference Only values.

_info_| Distribution | Oraveing | Summary | History |
l-ows-000451 [
Type: [lLiatr
Format: xml
Drawings
Total Drawings : 6
s : 5 ~ z e Hew Hew Revision Reference
umen = rawing = S = urren EVISION
=} Title Size Discipline Unit i Revision Date Only
Humber Type Revision Date Apply All
[
- 122005 KEY DIAGRAM UNIT 2 480V MCc | Elementary G Electrical 2 0 12/28/2007 I I -
Diagrams Engineering
] 122006 [iEy DIAGRAM UNIT 2 480V moc | Electrical G Eectrical 2 0 12/28/2007 I I O
Miscellaneous Engineering
r OAMOZ54  |rEMs MONITORING SYSTEM ALl Cable k. | Hepweel o A |1 |07;10r2005 r
Schematic Engineering
Diagrams
(i OAMOZSZ  |CEms MONITORING SYSTEM INLE  Cable € Eectrical 2 0 08/03/2007 |1 ID?MD;’Z‘.}DB [
Schematic Enginsering
Diagrams
[m| OAMOZ55  [CEMS MONITORING SYSTEM TUB) Cable € Bectrical 2 0 08/03/2007 |1 ID?MDJZDDS O
Schematic Engineering
Diagrams
O 0AMO256  [cEmS MOMITORING SYSTEM DCS| Cable C  Hectrical 2 0 08/03/2007 |1 |07;10rzoos (]
Schematic Engineering
Diagrams
(7] | Submit | | Save As Draft | [ Cancel |
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Reference: Refer to section Step 17 (1-13) through Step 20 (1-14) for more
information on the New Revision, New Revision Date, and Reference Only
fields.

% Note

It is recommended that you verify that the Project ID is valid on Reference Only
documents in the IDFR. Make this verification until the legacy data clean up effort
to correct the invalid Project IDs is complete.

15. Click Apply All.

16. Click Submit.

Result: The transmittal either submits successfully to Print Services for processing, or
the following screen appears if there were IDFR processing errors.

Error

We're sorry, there was a problem with your reguest.

0 The IDFR Transmittal has errors to address before it can be submitted. Click "Ok' to return to the drawing tab to see highlighted 1

errors, “
[y P S

P S 8,

A okl

PP S R Y NPT

If... Then...

You received IDFR processing errors. Proceed to section “Validation of
[l _Engineering Objects” (1-25) to
correct the errors.

You received no IDFR processing errors. = The transmittal submits successfully to
Print Services for processing.

]
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Validation of JJlll_Engineering Objects

Purpose

Documentum does not allow duplicate JJ|_Engineering objects. Engineering objects
are validated against existing objects in Documentum or in the IDFR transmittal.

If the key properties for a drawing in your IDFR transmittal match the key properties
of an existing file, Documentum prompts you to change the information or remove the
object from the transmittal. Duplicate drawings are not issued for release.

Documentum validates objects by checking the following properties:

Plant

Unit

Company
Document Number
Revision

Revision Date.

Correcting Validation Errors

Complete the following optional steps to resolve errors that were encountered during
the IDFR Process:

1.

On the Error page, click OK.
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Issuing Drawings for Release

Result: The Issue Drawing for Release: Drawing page appears. Drawings with
errors are highlighted:

m w ibuti Drawing. m [ m
Il o#s-000242 (7]
Type: [l idfr

Format: xml

Drawings

Total Drawings: 7

Document Drawi Current  Revisi =
a i ""'er Title r;:’l;’e Size Discipline Unit R"rf"f n el;r::" Revision

i i (UpRev] [ (mr

| 993863 |-:0m_ HANDLING RECLAIM EAST | Elementary G Electrical 123 2 11/01/2006 |3 ﬁ
Diagrams Engineering

r 998866 |-:0m_ HMDD@,G RECLAIM wEST Elementary G EHectrical 123 0 08/16/2006 I |_
Diagrams Engineering

(COAL HAMDLING RECLAIM WEST 121

& document with the same Plant, Unit, Company, and Document Humber exists in Documentum that has a later revision date. This ¢

issued.

r 993371 |c OAL HANDLING SYSTEM STaTIo Elementary G Electrical 123 0 09/08/2006 |1 E
Diagrams Engineering

| 998873 |-:0m_ HANDLING SYSTEM Elementary B  Eectrical 123 0 1242012007 I"] W
Diagrams Engineering H—

r 3104 IFEEDS FORUNIT, 2, & 3 EQUIF, Auwdliary G Hectrica 123 9  11/18/2005 |10 ﬁ
One Line Engineering
Diagram -

4| | »
@ | Submit | | Save As Draft | [ Cancel |

2. Resolve the error by performing one of the following tasks:

¢ Remove the drawing from the Drawing List. Refer to Step 7 (1-21) for more
information on this.

Correct the New Revision or New Revision Date as applicable and click Apply.
Select the Reference Only check box and click Apply.

3. Once the error(s) is resolved, click Submit.

Result: The IDFR Transmittal is successfully submitted.
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Verifying the Stages of IDFR Transmittal

Purpose

Use this procedure to verify that your IDFR Transmittal has been submitted to [ Print
Services for processing.

Instructions

To verify the stages of the IDFR Transmittal in the Workflow:

1. Click on Tools > Workflow > My Workflows.

Run %¥aved Export

Issue Drawings for Release

fied

07 9145 Ak

Workfow

F 7 1147 B

Revision Date ?

i

Start

Result: The My Workflows list appears:

I~ B3 I0FR Request:
M 53 IDFR Request:

DM5-000471

DMS-0003 22

State Start Date ¥
()] ?;3;039:32;&&

Q s/13/08 2:20PM

:
s

< My Waorkfows EE
oL_ng

W s e tgrinal Bengte e

Task Name Current User

Re-Import Files rint_services 7Y/3/08 10:22 AM

Import Files
Re-Import Files

rint_services 6/18/08 2:20 PM
rint_services &f18/08 3:01 PM;I

2. Click the check box next to the IDFR transmittal for which you would like to see

progress.

Issue 3.0, July 2008
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3. Click Tools > Workflow > View Details > Summary.

Result: The Workflow Reporting: Details View: Summary page appears.

| summary [ Audit | Map |

IDFR Request: --DMS-C—C-M?'I
Supervisor: Brian R Bolden
Status: Running

Start Date: 7/8/08 9:32 AM

Workflow Reporting: Details View: Summary

Change Performer

[ Task Hame Status
|- E| Submit Transmittal Complete
r [l Import Fies Complete
|- H Upload Files Complete
r E| Check Upload Error  Complete
|_ E| Re-Import Files Complete
- E| Upload Files Complete
- E| Check Upload Error  Complete
- E| Re-Import Files Pending
r E| Email Transmittal Future
- H Queue WF Finish Future
r E| Lifecycle Promote Future
- E| Complete IDFR Future

% Note

. “‘_"“._‘__\‘Q_A-\\__. et .

Fesume Worldlow | | Halt Workflow | | Terminate Workflow || Fesume Task || Halt Task

Action Performeris)

documentum

documentum

Comment(s)

The file names reguired for upload are not available in the shared

|
|

documentum

documentum The file names required for upload are not available in the shared

documentunm

- print_services
Supervisor
Supsrvisor
Repository Owner
Repository Owner

3

e R e A i e e

In the workflow summary above, you are only responsible for the Submit

Transmittal task.

% Note

The only way fo recall an IDFR after it is submitted is to terminate the workflow
by clicking Terminate Workflow button.

[T Attachments IMTESkS vI

Halt Workflow \ Terminate Workflow

)| Fesume Task || Halt Task

When you terminate

an IDFR workflow, you have to recreate it from scratch to

submit it. Make sure that you contact Documentum Support prior to executing an

IDFR termination.

1-28
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Viewing and Printing Your IDFR Transmittal

Purpose

Instructions

Once you have finished submitting an IDFR transmittal to Franklin Imaging, you should
print a hard copy of the IDFR transmittal

Perform the following steps to access this package informations:

1.

2.

Locate the |l Order Number you noted in Step 4 (1-8).

Open your My Files folder and find the |l Order Number that matches the
Virtual Document in the IDFR Transmittal you would like to view or print.

Click the check box next to your IDFR Transmittal.

Click View > Renditions from the toolbar.
Result: The Rendition page similar to the one below opens:

Renditions

[T ™%  Format Size  Modified Store Hame
r [l XML Document 129 KB 12/21/07 9:55 AM filestore_01
r ) Acrobat POE 14 KB 12/21/07 9:55 AM filestore_01

Click the file labeled Acrobat PDF.
Result: The View PDF page appears.

q

I 01s-000242

Version: 1.0, CURRENT, WIP
Type: acp-idfr

Format: KIE

ri}mvnload descendents
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% Note

It is not necessary to select Download descendents. If you check Download
descendents, Documentum opens each drawing associated with the transmittal.

6. Click OK.
Result: The IDFR transmittal opens in Adobe Acrobat.

@  -DM5-000242.pdf - Adobe Acrobat Professional Hi=]

File Edt Wew Document Comments Farms  Tools  Advanced  Window  Help H

NEEE Y EEE T

I S c1-vice Corporation

Transmittal Letter

Orger Nber -[Jrores-0002a2 Order Date : December 21, 2007
Distribution

— C——

Joeh

Joed

The IDFR transmittal consists of the following documents for your records:
* Transmittal Letter

e Plant Drawing Report

e Plant Distribution List

e Reproduction Requisition

e Plant Summary Report

All of these documents are generated and tied together in PDF format every time
you save a draft IDFR Transmittal or submit an IDFR Transmittal.

7. Select File > Print to print the IDFR Transmittal.
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2 Verifying the IDFR Transmittal

Overview

Purpose

Once you have submitted your IDFR request and Il Imaging has scanned and
placed the documents into Documentum, it is your responsibility to verify that your
IDFR has been completed fully and correctly. This lesson explains how to do that.

Objectives

After this lesson, you will be able to:

* Search for an IDFR Transmittal and its associated documents.
* Verify that the associated documents have up-revved.

« Verify that the |l Project ID, Jll]l Work Order Number, and [l IDFR
Transmittal Number attributes updated correctly.

Issue 3.0, July 2008 _ 2- 1



Verifying the IDFR Transmittal

Locating an IDFR Transmittal

Purpose

This section explains how you can verify that the documents contained in the IDFR
Transmittal have be correctly up-revved. You can perform this verification after Print
Services has completed their process in the IDFR workflow.

Before you begin

You will receive an e-mail notification similar to the following one once your IDFR
transmittal is complete.

[New Merma ] [ Reply v] [ Reply ta All v] [ Forward v] [ Delate ][Follow Up v][FoIder v][Copy Inta Newv] [ Chat v][Tools v] [View Unread] i

| ~] Who ~ |~ |pate ~ [Time |size ~ | Subject ~ g
* | Train30 01172008 03:08 PM 7,858 & IDFR Transmittal Letter order #AEP-DMS-000116 E)
T T R Sy et St S e Sy

Hint: This e-mail is sent to everyone on the IDFR Transmittal Distribution List.

[New Mema ] l Reply V] [ Reply Ta All V] [ Forward V] [ Delete ] [ Fallow Up V] [ Falder V] [Copy Inta Mew V] [Cha‘r V] [ Toal= Vl [@ Phone Directary ] ;

H
b
. | To | = i
.’ £ <
1170672006 11:02 Ad, [2e3 '
4
bec 3
Subject [IDFR Transmittal Letter order & [ NN ¥
¥
i
o
IE:_- 1
A=
Attached is the IDFR Transmittal Letter order # IO 5- 000485 pdf 4
T Y DU St RSP S P e S, J

If you do not have a copy of your transmittal letter, open the PDF attached to the
e-mail and print the IDFR Transmittal Letter.

A Important

After print services completes the processing the IDFR Transmittal, the child
documents are released from the parent virtual document. This is an update from
previous IDFR functionality, where the parent/child relationships remained intact
after Print Services completed their process.

Instructions
1. Log into Documentum.

2. Click Advanced... to open Documentum’s Advanced Search page.
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Verifying the IDFR Transmittal

Result: The Advanced Search page appears:

- General . All
| My Saved Searches | Al Saved Searches |

Contains: I Search Tips
Locations: (¥ gendoctsti Edit
" Current location only: gendoctst1:/Generation/Ameos/IDFR Transmittal
Object Type: I-Generatiun (aep_generation) j
Properties: I Name j Iconlains j I Remove

Add another propert

Date: Iﬁu:ces&ed j
o IAnylime |
O FrDmIEa::— @
To IBa::— @
Size: |.o.ny Size |

Additional: [T Fing hidden objects
I Find all versions

[ Search | [ Clear | [ Cancel |

In the Object Type field, select lllll Engineering.
In the first Properties field, select JJJll IDFR Transmittal Number.
In the second Properties field, select the equals sign (=).

In the third Properties field, enter the the IDFR Transmittals order humber (for
example, [JJl]-DMS-000481).
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Verifying the IDFR Transmittal

Result: The Advanced Search page should look similar to the following screen shot:

| General | My Saved Searches | All Saved Searches |

Contains: I Search Tips
Locations: (¥ gendoctstd Edit
' Current location only: gendoctsti :fGeneratianI-leFR Transmittal
Object Type: I- Engineering (aep_engineering) j
Properties: |Name =] | = = |-Dm.-mu4a1 Remove

Add another property

Date: Iﬁccessed

] |m_.rume

B, Frnmll}ate

To IDate

Size: IAny Size =]

Additional: [ Find hidden objects
I Find all versions

o (Search ) (Giear (Ganest]

7. Click Search.

Result: The Search Results page appears:

— oM (YT | w——— ITI—— T (T
B Autovue B Checkin K Check Out B Edit [ Add To Clipboard  [] Cancel Checkout

2 122005 1 7711708 12:00 AM

2 122006 1 T/11/08 12:00 AM
2 DAMDZ54 1 7/10/08 12:00 AM
2 DAMOZE3 1 7/10/08 12:00 AM

z DAMOZES 1 7/10/08 12:00 AM

i 2 DAMOZ56 1 7/10/08 12:00 AM
0 vi
4 »




Verifying the IDFR Transmittal

This search bring up all documents associated with the IDFR Transmittal (the
order number of which you specify in the Advanced Search parameters).

8. To verify that the IDFR transmittal has up-revved, click the check box next to the
document and select View > Versions.

Properties

Verpions

Re nships
Renditions
Locations

122006 1.tif &) .

B e T = S T

Result: The Versions page appears for the file you selected.

H 9 AEP Revision Version Description Size Format Revision Date Created Modified Q
r 1 @CURRENT 2.0 e 445 KB TIFF  7/11/0812:00 AM  7/11/08 4:54 PM 7/11/08 4:54 PM

Image
- 0 @MBI-WY& 1.0 e 531 KB TIFF 12/28/07 12:00 AM 3/5/08 10:32 AM 6/26/08 12:43 PM

Image -
4 | _’lJ

Verify that the drawing marked Current is correct and that it has up-revved.

% Note

On up-revved documents, the Il Project ID, Jlll Work Order Number, and Il
IDFR Transmittal Number are updated, which replaces these attributes in the
previous versions of the documents).

9. To verify that the Il Project ID, Hllll Work Order Number, and [llll IDFR
Transmittal Number attributes updated on an up-revved drawing, click the
Properties () icon next to the desired document.
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Result: The Properties: Info page appears.

i] am_2_|i] 122006_1.tif [{]
- Type: ] _sngineering
Format: tiff

Il Company:

Il Fiant/Location:
- Unit:

-Document Humber: |1221II6 *

Title: IKE‘r’ DIAGRAM UMIT 2 480V MCC 42G3 2-EL-MCC-42 *

- Revision Number: |1 -

Bl Revision Date (MM/DD/YYYY): Jau 11, 2008 @@ |0 =lfo =ldo [~

Il Project Type: |FGD -
Il Project ID: Edit WSN100594

Il Work Order: Edit 0016396701

[l Work Breakdown Structure: [45109

10. From the Generation tab, verify that the il Project ID and | Work Order
Number attributes are correct.

- Project Type: I FGD vl

Il Project ID: Edit WSH100594

Work Order: Edit] 0016396701

Il Work Breakdown Structure: IM10‘9

ot et R B o e B b o, B ol b e e e e R b e e e T




Verifying the IDFR Transmittal

11. From the Engineering tab, verify that the Jj IDFR Transmittal Number
attribute is correct.

Bl Gystem: I

Il Cross Reference HNumber: I

Il status: Iﬂpprc-'-red |-

EN
T T

(- IDFR Transmittal Number: --DMS-ODMED

;
;
y

Py

% Note

For Reference Only documents, the Il Project ID, Il Work Order Number,
and lllll IDFR Transmittal Number are appended with the values from the IDFR
Transmittal.

St

L]
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Glossary

Glossary

A
Adhoc Distribution List
The Adhoc Distribution List function allows you to add new users to an existing distribution list.
Il Reproduction Instructions
The ] Reproduction Instructions field allows you to give specific printing instructions to |||l
Imaging.
[l Transmittal Description
The [l Transmittal Description field allows you to relay specific directions to [ 'maging.
Cc
Clipboard
The Clipboard is used to add documents to a draft IDFR Transmittal.
Contentless Documents
Contentless documents (also called profiles) are used as "place holders" for documents that are
being issued into Documentum for the first time.
D
Distribution List
The distribution list includes all recipients of drawings in the IDFR Transmittal. It also includes
drawing distribution instructions.
Documentum
Documentum is the document repository that- has selected.
Draft IDFR Transmittal
The Draft IDFR Transmittal is where you can edit the properties for the IDFR Transmittal before
submitting it to [ jimaging.
Drawing List
The Drawing List includes all drawings in the IDFR Transmittal. It allows you to up-rev drawings
or mark drawings for Reference Only.
F

I ' aging (Ml Print Services)
I | aging reproduces all drawings in the IDFR Transmittal.
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Glossary

I \maging Transmittal Package
The Il 'maging Transmittal package is the hard copy of the Transmittal and accompanying
documents for processing an IDFR request.

|
IDFR
Issue Drawing for Release. This is the process by which drawings are up-revved and issued in
Documentum.
IDFR Transmittal
The IDFR Transmittal is the document that provides all information related to the drawings being
issued and where they are to be distributed.
M
My Files
The My Files folder includes links to any documents you have worked on in the past thirty days.
P
Plant Distribution List
The Plant Distribution List includes the names of everyone who is supposed to receive drawings
from the IDFR transmittal. It also includes distribution instructions for each user.
Plant Drawing Report
The Plant Drawing Report includes a list of the drawings to be printed.
Plant Summary Report
The Plant Summary Report lists the total number of each type of drawing to print. It also includes
special instructions for ||l Printing.
Profiles
See "Contentless Documents."
R
Recipient Print Specification
A recipient print specification defines all the attributes for a user who is to receive updated or new
prints.
Rendition
A rendition is a PDF copy of a document (or virtual document).
Reproduction Requisition
The Reproduction Requisition includes reproduction instructions for all drawings in the IDFR
Transmittal.
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Transmittal Letter
The Transmittal Letter includes the Order Number, Order Date, and the Distribution List for the
IDFR Transmittal.

Upload Documents
This is where you will find the documents you scanned and placed on your hard drive.

Virtual Document Manager
The Virtual Document Manager lets you add documents to a draft IDFR transmittal.

Virtual Documents

Virtual documents are a combination of documents paired together in a "parent/child" relationship.
If you view a book as a virtual document. The book is the parent and each section in the book is
a child (descendent).

Workflow
The workflow pushes your IDFR Transmittal through a set of "Tasks" that need to finish before the
transmittal is complete.
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Index

creating an, 1-6
A Ad Hoc recipients, permanently saving, 1-11 drawing property configuration, 1-12
engineering object validation, 1-25
Project ID, 1-8
Reproduction Instructions, 1-9
Transmittal Description, 1-9 request, 2-1
Work Order Number, 1-8 saving as a draft, 1-16
as-built distribution type, 1-8
autonaming conventions (in Documentum), 1-2

finalizing, 2-1

information configuration, 1-7

submitting an, 1-24
summary tab information, 1-15
'''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''' verifying stages, 1-27

C clipboard, 1-17 verifying successful completion, 2-2
contentless documents, 1-2
custom distribution type, 1-8

viewing and printing, 1-29
IDFR validation errors, correcting, 1-25

D descendents, 1-30
distribution list, 1-10, 1-11, 2-2
adding recipients, 1-10

removing recipients, 1-10 P PDF renditions. 1-29
distribution types, 1-8 PeopleSoft, 1-8
draft IDFR transmittal plant distribution list, 1-30
locating, 1-17 plant drawing report, 1-30
processing, 1-17 plant summary report, 1-30
Drawing properties (configurable), 1-12 profiles, creating, 1-2
F -Imaging, 1-2, 2-1 R Recipient Print Specifications, 1-11

Reference Only, 1-26
renditions, 1-29
H home cabinet, 1-18 reproduction requisition, 1-30

I IDFR transmittal S standard distribution type, 1-8
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T transmittal letter, 1-30, 2-2

V validation error message, 1-16

virtual document, 1-17
adding children, 1-20

virtual document manager, 1-20

W workflows, 1-27
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