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Chapter

1 DocKIT Introduction

1.1 About DocKIT

Document Import Kit for SharePoint 2003 (DocKIT) is a powerful, easy-to-use tool

to import documents from multiple file systems & network shares into Microsoft

SharePoint Portal Server 2003 and Microsoft Windows SharePoint Services. Our latest

release supports Microsoft Office SharePoint Portal Server 2003 & Windows SharePoint

Services v2, Document & Picture Libraries in SQL store.

The major advantages of using DocKIT as against manual import of documents:

>

Provides a one-step solution to import documents and its associated file
properties

Imports documents from different file server locations and network shares into
SharePoint periodically based on certain import rules

Imports metadata stored in a CSV/Excel/TXT file and applies it to the respective
documents in SharePoint

Imports file properties of source documents namely - Title, Subject, Author,
Category, Keywords, Comments, Created and Last Modified Date and apply it to
the respective documents in SharePoint. Also imports Manager and Company file
properties in the case of MS-Office documents.

Retains the existing NTFS permissions and simultaneously safeguards SharePoint
security

Renames invalid characters in source folders & files (in local computer or network
locations) to valid characters while importing them in bulk to a SharePoint
document or picture library

Schedules the import process to run at scheduled intervals



CHAPTER 1 - DocKIT Introduction

1.2 DocKIT Primer

DocKIT application can be used by all users who wish to import documents in bulk from
local/network file servers into SharePoint Portal Server (or) Windows SharePoint
Services 2003. In order to realize all features of DocKIT, run the application on a
Windows Server 2003 with SharePoint Portal Server (or) Windows SharePoint Services
2003 installed. It is mandatory that you are a member of the Global Administrators’
group in both front-end Web server and SQL Server (if remote) while performing the

import operation.
Source folders & files

DocKIT can import folders and files present on your local drives, network drives, file

servers and shares.
File Properties and Document Metadata

DocKIT has been designed to enable users to import documents and their associated

properties (or metadata) from file system and external reference file into SharePoint.

» The external metadata file should be in Comma Separated Values (CSV),
Microsoft Excel or Text format.

» DocKIT can carry forward the source document file properties such as Title,
Subject, Author, Category, Keywords, Comments, Manager, Company, Created
Date and Last Modified Date

Applicable to MS-Office documents only

DocKIT can carry forward the source documents' Created Date and Last Modified Date
fields and assign it to the documents in SharePoint Library. The currently logged on user
must have administrative permissions (prior to using DocKIT) in order to assign the
Created Date and Last Modified Date fields to the documents. Else, the current date and
time stamp (at the time of import) will be assigned to Created Date & Last Modified date
fields for each document in SharePoint Library. Refer to 'Frequently Asked Questions'
section in the Help file for more information about assigning the date fields in
SharePoint.

By default, DocKIT will assign the currently logged on user account to the 'Created By'

and 'Last Modified By' fields in SharePoint Library for each document.

First, DocKIT reads the external file metadata, extracts its contents, converts it to
DocKIT format and stores the data in the application database. While importing

documents, DocKIT associates the document and its metadata stored in the application
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database and/or file system properties. Finally, it saves the documents and its properties

in SharePoint library during import.

NOTE: Use the tips mentioned in the metadata help section to create an external
metadata file in CSV / Excel / TXT format.

Site, Area & Library permissions

SharePoint 2003 allows permissions to be defined for Site, Area and Libraries. It does

not allow permissions to be defined at the folder level. Hence, the NTFS users/groups

from the source folders/files can be added to the Site and Library or Area depending on

your requirements.

a)

b)

c)

d)

NTFS permissions to Site Group - For each NTFS permission granted to a
user/group on all folders and sub-folders (or documents if you are importing only
documents), the user/group will be added to a site group based on the security
settings. A user/group will be added to multiple site groups if he/she has multiple
NTFS level permissions on each folder/sub-folder.

NTFS permissions to Area - For each NTFS permission granted to a user/group
on all folders and sub-folders (or documents if you are importing only
documents), the user/group will be granted area rights based on the NTFS to
Area Rights mapping. Area feature is applicable to SharePoint Portal Server 2003
only.

NTFS permissions to Library - For each NTFS permission granted to a
user/group on all folders and sub-folders (or documents if you are importing only
documents), the user/group will be granted library rights based on the NTFS to
Library Rights mapping.

Custom permissions - DocKIT compiles a unique list of users and groups who
have NTFS permission on the source folders and files that are copied to
SharePoint in the current import. You can customize the security settings for each
user/group at the time of import. You can add each user/group to multiple site
groups or grant them appropriate rights to a area/library using the custom

options.

NOTE: When you choose option (a), (b), (c) the NTFS permissions to site group, area

and library mapping rules will apply for all users/groups in source folders/files. Ensure

you have sufficient permissions to read the source folders/files (if you use NTFS).
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Creating Schedule Task

DocKIT allows you to schedule the import process at the specified schedule intervals.
After specifying all the necessary information like folders & files to be imported,
metadata values, security information, etc., you can schedule the current import to run
at the specified time. You can also view the schedule history to see the various import
tasks run through DocKIT.

Conditional Scheduling

DocKIT allows you to import files from multiple folder locations to a destination library, if
certain conditions (or rules) are satisfied. You can run the import process at scheduled
intervals. You can define conditions based on file created date, last modified date, file
type filters and metadata values. After specifying the folders to import and the
destination library, you can define the conditions to be met for DocKIT to import files to
the destination library. DocKIT will automatically import only the files that satisfy the

conditions (or rules) at preset intervals.

1.3 Who can Use DocKIT?

DocKIT can be used by all users who wish to import documents in bulk from
local/network file servers into SharePoint Portal Server 2003 (or) Windows SharePoint
Services. For all the functionalities of DocKIT to be realized, run the application on
Windows 2003 Server with SharePoint Portal Server 2003 (or) Windows SharePoint
Services installed. It is mandatory that you are a member of the Global Administrators’
group in both front-end Web server and SQL Server (if remote) while performing the

import operation.
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1.4 DocKIT Checklist

1) Install and run DocKIT on a Windows 2003 Server with SharePoint Portal Server

(or) Windows SharePoint Services 2003 installed (Mandatory).

2) You should be a member of the Global Administrators’ group in both front-end

and database servers and be a member of the ‘Administrator’ site group (of the

selected site), while performing the import operation (Mandatory for best results).

3) Have sufficient permissions to read NTFS permissions of source folders/sub-

folders (Mandatory, if you use NTFS)

4) Have the metadata external file with ‘Path' as the first field in the header

(Mandatory, if importing metadata)

Things to Remember

>

In a single import session, DocKIT allows you to upload documents to one or
more Document and Picture libraries in a Site/Area.

A folder in source file system can be created as a new Document/Picture Library.
In an import session, DocKIT updates document properties from a single
metadata file. Hence, ensure that all Columns (to be updated) have same Data
Type across Libraries.

DocKIT does not update system, read-only and computed columns (fields).
DocKIT verifies the validity of Lookup columns specified in the metadata file.
Ensure that all Lookup columns (to be updated) refer to an existing List and
Column. At the time of import, DocKIT verifies the validity of Lookup Columns
and reports invalid references in the Column Creation section of the Activity
Log. If a Lookup Column has invalid references to a List and Column, the values
given in the metadata will not be assigned to the column correctly.

DocKIT can update a document’s file system properties such as Title, Subject,
Author, Category, Keywords, Comments, Manager, and Company.

DocKIT can update a document’s Created Date and Last Modified Date
properties in a document / picture Library.

DocKIT automatically creates Columns that are not available in the destination
Document/Picture Library and the optional values provided through DocKIT, will
be used when creating the Columns. Existing Columns and their settings in a
SharePoint Library will not be modified by DocKIT.



CHAPTER 1 - DocKIT Introduction

1.5 DocKIT Performance

Please read the following section carefully to see how you can improve DocKIT

performance while uploading document into SharePoint document/picture libraries.

While uploading large number of documents or large file size documents to SharePoint
Portal Server 2003 or Windows SharePoint Services, users may experience performance

degradation. DocKIT performance can be improved by using the following measures:

> No other resource consuming tasks like virus scan, backup & restore application,
SQL backup etc. are running

» If quota limit is defined on the site collection, ensure the upload size does not
exceed quota limit

> Files are within maximum file upload size limit (default maximum file size is
50MB). Increase this value if you are uploading large size files

> File types are not listed in the blocked file extensions list (such as mdb, exe). If
the file type is required, you can remove the file types from the blocked
extensions list to enable an upload.

> Increase the paging file size for the server (at least 1 GB).

v

Increase the IIS timeout settings to 65,000
>» Memory available is critical; you need to have enough memory overhead

available (2 x the upload size will result in better performance).

For additional information, please refer to "Capacity Planning for Windows SharePoint

Services" document at

http://www.microsoft.com/resources/documentation/wss/2/all/adminguide/en-

us/stsb07.mspx

1.6 System Requirements

Hardware: Intel Pentium processor, 512 MB of RAM, 4 MB disk space to install DocKIT
Operating System: Windows Server 2003

Software: Microsoft SharePoint Portal Server 2003 (or) Windows SharePoint Services v2

with the latest service pack must be installed

NOTE: DocKIT must be installed in the front-end web server where SharePoint Service is

running in a SharePoint Server farm.
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1.7 How to Activate the Software?

Once you purchase the software online or through any one of our resellers, you will
receive a sale notification through e-mail from our sales department. We will send you

an e-mail with the necessary instructions to activate the software.

In case you do not receive an e-mail from our sales team after you purchase the
software, please send the following information to our sales department at

sales@vyapin.com with the sales order number:

» Company Name: End-user Company Name
» Location: City & Country for the Company Name given above
Please allow 12 to 24 hours from the time of purchase for our sales department

to process your orders.

Activate Document Import Kit for SharePoint 2003

Licenze Type: 15-day Evaluation Copy

To activate the software, copy and pazte the license key in the textbox below:
Click here to zee how to copy and paste the licensze key

Licenze Key: [ ;I

Activate Cancel |

Image-1-Activate Screen
Perform the following Steps to Activate the Software:

1) Download evaluation/trial copy of software from the respective product page
available in our website at http://www.vyapin.com/

2) Install the software on the desired computer.

3) You will receive a license key through e-mail as soon as the purchase process is
complete.

4) Click 'Activate’ in Help -=> About -> Activate menu to see the Activate dialog

(as shown in Image 1).



CHAPTER 1 - DocKIT Introduction

5) Copy the license key sent to you through email and pastes it in the 'License Key'
textbox. For help on how to copy the license key, click 'Click here to see how to

copy and paste the license key' link in the Activate dialog (as shown in Image 2).

How to copy license key El
- BEGIM LICENSE KEY (COPY BELOWN THIS L|NEJ----tge|e.;¢ and then Copy the]

‘,,r" zelected text

Cuiln O QTR THYWS

FEwWdPB+PF

Image-2 - How to copy license key screen?

1.8 Technical Support

Please send all Technical Support questions to support@vyapin.com.
Please send us the following additional information if you are reporting a problem:

1) Version of DocKIT that you are evaluating or you had registered with us. (Version
information could be found in the "About” Screen and in the "Help").

2) Additional services or resource consuming processes/applications (like anti-virus)
running in the background on DocKIT installed machine as well as the destination
SPS/WSS.

3) Hardware configuration of the machine where DocKIT (and SPS/WSS) is installed.

4) 'Service Pack' version of Windows Server & SPS/WSS running currently.

5) Send us, both "DocKIT Activity Log" and "Error Log", available in the installation
path of DocKIT (e.g., C:\Program Files\DocKIT2003\Log\).

6) For Schedule and Conditional Import Processes, the Activity Log and Error Log
files will be generated under the respective task folder in Schedule folder,
available in the installation path of DocKIT (e.g., C:\Program
Files\DocKIT2003\Schedule\).
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2 Working with SharePoint Portal Server 2003
2.1 Connect to SharePoint Portal Server 2003

Connect to Site/Area in SharePoint Portal Server 2003

Open DocKIT application. DocKIT main screen will appear as shown below:

(. Document Import Kit for SharePoint 2003 {DocKIT) - |EI|£|
File Help
4] Befresh | [ Schedule Manager | | Conditional Import | 2/ Help
EI--- bedy Computer || Hame | Type | Total zize -
--Q A =4 Floppy Drive -
H-= G =T Local Disk 7GE
i =0 Local Disk 3GE
g T‘Ev'l =IE: COROM Drive - —
- : ] ;
= = ek 26 -
B8 Entire Metwark LI *—l‘ | 4
Destination : |

% Conrect | @lRefresh | Fadd K Remove | & lnport | [lCreste - Sahiansge -

| | 13102005

The top pane shows the files and folders of the system. The bottom pane will show the
contents of SharePoint Portal server 2003 (SPS 2003).

Click M button to connect the SharePoint Portal Server site.

The screen below shows all the SPS 2003 Portal Sites in the connected server. For

example, Default Web Site [80] refers sites, under your virtual server port number 80.
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Connect to SharePoint Site/Area

Show Sitesttreas by O Title i~ Mame
Maove the mausze aver the hree node to zee UL, Title and Mame in a toal bp.

- ) caite [ 2348 ]
- CustomSite [ 6876 ]

- @ Default ‘web Site [ 80 ]

- @ DocklTTest[ 446

- @ DockITTestérea [ 5020 ]

A1 DockIT TestSiteForTest [ 56580 ]
#- @ DocSite [ 2749 ]

- @ DSite [5900]

#-4 DT [5021 ]

B LeamingSite [ 5656 ]

- @) Mybrea[ 5002] o~

- A Strealne [ 5657 |

-4 Site2 [ 5001 ] -
a4 I I b
Create Site | Ik Cancel |

To expand the tree and view all the top level sites (or site collection) and areas, click on

the portal.

Connect to SharePoint Site/Area

Show SitesAreas by F Title i~ Mame
tove the mouse over the ree node to zee UBL, Title and Mame in a toal bip.

=13 i ]
) csite [ 2348 ]
- CustomSite [ 6376 ]

- @ Default‘web Site [ 80 ]
- @ DocklTTest[ 445
- @ DockITTestbrea [ 5020
@ DockITTestSiteForTest [ 5680 ]
#- @ DocSite [ 2749 ]
- ) DSie (5900
A DT [5021]
..... a4
- @ LeamingSite [ 5656 |
..... a4
=i Mydrea [ 5002 ] .
- 2] Home [hitp: ##rd6i2:5002]
 Ei, MySampledrea
EI;L%. Mews

@2, Company News -
a | »
Create Site | I Cancel |

10
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After selecting the requested site or area, click on OK button to view the Document

Libraries and Picture Libraries under the selected site or area.
NOTE:

1) DocKIT does not allow connecting to the virtual servers and the sites under
virtual servers in the following cases:
a) Virtual server is stopped / paused.
b) Virtual servers that are not in ready state (Need Extend, Upgrade states).
c) Site template not applied to the SharePoint site.
2) If you are unable to connect to a site or area, please check the following:
a) IIS settings - Check the host header for the virtual server.
b) DNS settings - Ensure DNS is specified for the host header.
c) Any URL redirection specified for the virtual server - Connect to redirected
URL, ensure the redirected URL is valid.
d) Template has been assigned for the site - Check if a site template has been

applied for the site.

11
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3 Working with Site-lmport Documents to a Site
3.1 Adding Folders and Files

NOTE: While updating metadata for the documents, DocKIT expects the data type of
columns to be same across libraries involved in each import session. Before adding
folders/files to a library, ensure that data types of all the columns that are to be updated

are same across the libraries.
There are three ways to add the folders and files to a SharePoint library.
Method 1: (Using destination popup menu)

1) In the top pane, select the required folders and/or files.

2) In the bottom left pane, select the destination library or a folder in the destination
library, and then right click. The right-click popup menu appears. In the popup
menu, click Add. Now the selected folders & files are added to the destination
location. If the source folder name already exists in the destination library,
DocKIT appends the new contents to the existing folder. The new folder added in

the current import session is shown with a different icon.

(¢ Document Import Kit for SharePoint 2003 {DocKIT) -0l =|
File Help
4] Befres Schedule Manager L Conditional lmpo =)
4] Biefresh ] Schedule kA 0 O Condit [ lmport Help
"Q A ;I M ame | size | Type | 12]
H= G (] TestS ample File Folder '
--{Q D: (1 Usage File Falder
- ri ) &YGEDB_F.DAT 14 KB DAT File —
g o 2] DocKITTest bt 120540 KB Test Document
. . Du:u:KITTest2 bt 241080 KB Text Document !
[EI---@ Entire Metwork, wl - i - | - - I—Iv
LA K] 3

Destination : |htt|::f'£rc|E;2:2?‘45!;J

¥ Connect |£]Rgfresh |@gdd * Eemove |E1mpmt |_ngreaIe ~ Bsbdanage -

=5 E| Team web Site Mame | Description | Source Lacation |
- —| !;l.g_cument Libraries: Bl Shared Documents Share a document wit...
1 Fote Lo: T

Manage Lisk Permission

Vigw Calurmns

12
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Method 2: (Using source popup menu)

1) In the bottom left pane, select the destination library or a folder in the destination

library.
2)

In the top pane, select the required folders and/or files, and then right click. The

right-click popup menu appears. In the popup menu, click Add. Now the selected

folders & files are added to the destination location. If the source folder name

already exists in the destination library, DocKIT appends the new contents to the

existing folder. The new folder added in the current import session is shown with

a different icon.

(¢ Document Import Kit for SharePoint 2003 {DocKIT) -0l =|
File Help
2] Biefresh | [ Schedule bManager | | Conditional Import | 2 Help
--Q A ;I M arne | 5ize | Type | 1]
= T File Falder :
= D File Foldsr :
=S 14Ke DAT File i
g o 120540 KB TestDocument !
= : .
B @ Entire Mebwark, 2?}?9 KE IEHF ?u:u:umen.t |-
| 3
Destination : |htt|::x';)'rc|E:2:2?‘45hJ
%1 Connect | 4] Riefresh | & Add K Bemove | W [mpart | | Creste - fsbdanage -
-] Team Web Site M are | Degcription | Source Location |

EI_._1| Document Libraries
: #-{23] Shared Documents
L8] Picture Libraries

3] Shared Documents Share a docurment wit...

Method 3: (Using toolbar button)

1) In the top pane, select the required folders and/or files.

2) In the bottom left pane, click to select the destination library or a folder in the

destination library.

3) Click & Add button in the middle toolbar. Now the selected folders/files are

added to the destination location. If the source folder name already exists in the

destination library, DocKIT appends the new contents to the existing folder. The

new folder added in the current import session is shown with a different icon.

After adding the selected folders/files to the destination location, click the

M button.

13
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(f Document Import Kit for SharePoint 2003 {DocKIT) - |EI|£|
Filz Help
2] Befresh | [Fschedule Manager | O Conditional Impart | & Help
--Q B ;I Mame | 5ize [ Type | 12]
H-& L B0 TestSample File: Folder !
--Q 0 @ Usage File Folder
iy ) #vGEDE_F.DAT 14KE DAT File -_|
g " E] DockiTTest tat 120540 KB TestDocument
o ; .
- @ Entie Netnork % v e IE;‘.‘ pocument _I;I
- L | 3

Destination : Ihttp:.".a'rdEi2:2?4El.-"

¥ Connect |£]P@‘resh |Qﬁdd W Eemmve |ﬂ1mpurt |_ngreaIe

~ Bsbdanage -

EE Team Weh Site I arme: | Size | Type | Modified D... | Source Lo... |
=1l Document Libraries 7] encelilenls 14KB 10/12/200...
R I Shared Documents
B-CE] Picture Libraries
NOTE:
» To create new Library when copying a folder, select Document

Libraries/Picture Libraries node in the destination (bottom left pane).

DocKIT applies 'Word document template' by default, when it creates a new
document library and adds to Quick Launch.

14
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3.2 Import Settings

The screen below shows the Import Settings dialog when you click the Import button.
This dialog contains essential information about actions to be taken on folders and

documents.
Using this dialog you can do the following:

1) Set the document properties using an external metadata file.

2) Set the document properties using values stored in the file system properties.

3) Set the document's Created and Last Modified date properties using values stored
in the file system properties.

4) Replace invalid characters with valid characters.

5) Map NTFS permissions to SharePoint sites and/or libraries.

6) Assign document status to Check-in or Check-out state.

7) Action to be taken, if a file with the same name already exists in SharePoint.

8) Specify how to import the source folder structure to SharePoint.

9) Schedule the import process at the specified interval of time.

Import settings il

E xternal Metadata: =

[ Created Date

* Mo mapping

Site and Library Permizsions:

G Du:unu:utlmpu:urt ™ Impart metadata framn a file [mpart...
File Properties: |mport file spstem properties az seen in Surmmary tab
& Do not Import " Aszign file properties Select...

Date Fields: Import Created and Lazst Modified Date fields from file system

[ Modified Date

Invalid Character Mapping: Replace invalid characters in filedfolder names with valid characters

" Apply character mapping Beplace...

Impart MTFS permiszions to SharePaoint Sitez and Libraries

{* Do hot impart ™ Site and librany " Library only Eermissions...

Document Status:

& Check-in " Check-out _I
k. | Cancel |

15
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Import settings

Document Status:

¥ Check-n " Check-out

[ |x

Folder options:
Create top level folders: ' Yes = Mo

% |mport files and retain source folder structure
™ Import files and ignore source folder structure
= Import files in the top level folder anly

File Option: If a file with the same name already exizts in the destination location

% Do not ovenwiite " Owvenwrite " Create Mew Version Advanced... |

Import Schedule:
&+ |mport now " Scheduls this import

—
-
—

ok LCancel

1) External Metadata

a) Do not import - Select this option if there is no external metadata to assign to
the documents in the current import session.

b) Import metadata from a file - Select this option if you like to associate an
external metadata file to the folders/files being imported. Click the 'Import...’
button.

2) File Properties:

a) Do not import - Select this option if the file properties should not be assigned
to the documents in the current import session.

b) Assign file properties - Select this option if you like to associate file properties
to the folders/files being imported. Click the 'Select...’ button.

NOTE: DocKIT supports the following file properties only:
i. File properties in Summary tab - Title, Subject, Author, Category,
Keywords, Comments
ii.  File properties specific to MS-Office documents (Word, Excel and
PowerPoint) - Manager, Company
3) Date Fields:

a) Created Date - Select this option to import the source file's created date
property.

b) Last Modified Date - Select this option to import the source file's last modified
date property.

16
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4)

5)

6)

7)

8)

NOTE: The 'Created Date' will be imported only for newly created files. If a
file is created as new version the 'Created Date' of the file in SharePoint
remains unchanged.
Invalid Character Mapping:
SharePoint doesn't allow some special characters like '~, #, %,&,{,}' in the
filenames which windows allowed. DocKIT allows you to replace these invalid
characters if any, with valid characters. You can assign it by clicking the
'Replace...’ button. Follow the steps in "Invalid Character Mapping" for more
information.
Site and Library Permissions:
a) Do not import - no permission set for the selected items
b) Site and library - NTFS permissions mapping will apply to both site and library
c) Library only - NTFS permission mapping will apply only for library (e.g.,

Shared Documents)

Follow the steps in "Map NTFS permissions to Site & Library" for more

information.

Document Status:

a) Check-in - Documents imported to SharePoint library will be set to check-in
state

b) Check-out - Documents imported to SharePoint library will be set to check-out
state

Folder Options:

a) Create top level folders - Select 'Yes' if you wish to create the folders added
for import, 'No' otherwise.

b) Select Import files and retains source folder structure option to import
the files and the folders by maintaining the folder structure as in source.

c) Select Import files and ignore source folder structure option to import
only the files and ignoring the folder structure.

NOTE: Ensure that you have selected appropriate action to be performed if
the file already exists in the library, in the File option section to handle the
situation where the sub-folders have files with same name.

d) Select Import files in the top level folder only option to import the files
that are directly under the added folder(s). This ignores the sub-folders and
files in them.

File Option:

If a file with same name already exists in SharePoint, then select any one of the

following options to instruct the action to be performed by DocKIT
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a) Do not overwrite - Select this option if no import is to be performed.

b) Overwrite - Select this option to remove the file (along with its version

c)

history) and import the new file.

Create new version - Select this option to create the file as a new version. By
default if the file in SharePoint is in checked out state, DocKIT will not import
the source file. To specify the action to be taken when the file is in checkout
state, then click 'Advanced...' button and select the appropriate actions
Checked out by currently logged on user

Leave as is: DocKIT will not import the file.

Check in the file & create new version: DocKIT will check in the file and create
the source file as a new version. Hence, two versions will be created.

Cancel Checkout the file & create new version: DocKIT cancels the checked
out version and will create the source file as a new version. Hence, only one
version will be created.

Checked out by another user

Leave as is: DocKIT will not import the file.

Cancel Checkout the file & create new version: DocKIT cancels the checked

out version and will create the source file as a new version.

9) Import Schedule:

Select 'Schedule this process' option to schedule the import process at the

specified intervals OR Tmport Now' to run the import process. Follow the steps in

"Create schedule task" for more information.

10) Click OK to proceed with the import/schedule. You will see the import process

status window. Click Cancel to cancel the import operation.
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3.3 Assign Metadata

NOTE:

> In an import session data type of the columns must be same across
libraries
» SharePoint Columns that are read-only will not be updated by DocKIT

» Lookup columns referring to non-existing list and column will not be updated
by DocKIT
1) Once you select ‘Assign Metadata' option and click on 'Import...' button in the

Import Settings screen, the screen below will appear:

Import Metadata |

Steps to import data from an external file into DocKIT format

Mote:

+ The firgt column should contain the path of the file. -
E.g.. C:\Projectzsh\Brochures. doc [or] MWD evServersDocumentzh S upport, klz

+ The name of the first field zhould be 'Path’.

+ 'Path’ field should be fallowed by document properties separated by comma in et file and az
geparate column in xlz file,

+ For CSY and TT farmats, all fisld names and their coresponding metadata values should be
enclozed within double quates [ '] e.g.. "John Doe',

* For local/mapped dives uzed as source, enzure the 'Path’ field has the coresponding
lozal/mapped drive path [e.g.. £ \ProjectzhBrochures. doc].

+ When netwark shares are uged az zournce, ensure the 'Path’ field has the comesponding LMC j

Sample: Click ta wiew the zample file farmats. CSY... | Exncel.. |

Step 1: Select an external metadata file [tk slsd caw).
E sternal metadata file: II::"-.DDI:K.lTUp|Dad.H|S J

Excel worksheet: I Sheetl j

Step 2: Extract data from the zelected file.

Step 3: Click to verify the extracted data figldz. et

LCancel

2) Step 1 - Click '..." button to select a file in XLS, CSV or TXT format. Click the
CSV or Excel Button to view a sample file. If the external metadata file is an excel
file, select the excel worksheet that contains the metadata values.

3) Step 2 - Click 'Extract' button to extract data from the selected file.
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1. Select appropriate 'Drata type' from the dropdown in
‘Data Topes' column for the new field.

2 Elick! buttan to view ‘Additional info' screen.
Specify the additional information to be uzed when
creating the field.

3. Specify additional information for Lookup columns
for the values to be azsigned comectly.

4. Select date & time format used in metadata file, if the
values are in different farmats in the metadata file
and regional zettings of the local machine.

Hote:
* Field names that are graved are non editable and are
already present in one or more Libraries.

+ The fields marked in Fed denotes that the data type
iz different acrosz each Library, refers to non-existing
value ar iz read-only in one ar more Libraries in the
current import.

Colurnn Mames

| [rata Types

| hdandatary

Title

K.epword

Test Date
Effective Date

Status

Single line of text

Single line of text

Mo
M

Single line of text
Multiple lines of text
Choice [Drop-Down ke

[rate and Time farmat;

Choice [Checkboxes)
MHumber

Currenc
Lookup [File-Mame Rel ™

Date and Time j Mo
Mo

Mo

<Uze default>

jld‘\lu Time:

£l

gl

K. | LCancel

a) The columns specified in the external metadata file header are displayed. Read

the notes in the top of the screen.

b) Select the data type for each column from the dropdown.

c) Select if the column should be mandatory from the dropdown.

d) Click H to specify the optional values of the data types such as Lookup List

and Lookup column for 'Lookup' fields etc.

e) Select the Date and Time format in which the date and time values are

available in the metadata file. Select '<Use default>' option if date and time

values can be read using the current machine regional settings format.

f) Click OK to proceed with the data extraction or Cancel to cancel the operation.

NOTE: If the fields marked in Red, it denotes that the data type of that field is

different across each Library, refers to non-existing value or is read-only in one or

more Libraries in the current import. Cancel the current operation and change the

field name (header) in the external metadata file, ensure the data type is the same

for all Libraries or verify the field settings for the highlighted fields.

4) Step 3 - Click Verify button to verify the extracted data fields.
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x
Path | Title: |Keyword | Test Date | Effective Date | Status®
DoADockITTest bat DockIT Test file Test File 3472004 23300PM 34,2004 [Done
DeADock] TTest2 tat DiockIT Test file Test File Fending
D:ATestS ampletMetaD ata Currentersion.csv Sample Metadata Werzsion 1 Metadata 4,/28,/2004 Dane

DA TestS ampleMetaData_VersionOT.cev Sample Metadata Version 2 Metadata 34472004 233300 PM 3742004 Daone

D:ATestS ampleMetaD ata_VersionDZ.cav Sample Metadata Version 3 Metadata 3572004 B3300PM 3542004 Pending
D4 zagehapp.ico DiockIT application loon lcon 36,2004 ZB0:00 PR 34652004 Fending
D] zagehdzzemblvinfo.cpp DocklT azzembly file Azzembly 34752004 23200PM 3442004 Pending

<]

T row(s)

" indicates mandatory fields

The extracted data (from file) is loaded in a table format. Verify the data. Check for any

errors reported in the screen for further action.

5) Click the Close button.
Tips to Create the Metadata File

Use the tips below to create an external metadata file in CSV / Excel / TXT format:

> The first row of the file should contain the Field Names as headers separated by
comma (,).

> The first field should be named as 'Path'. 'Path' field should be followed by other
field names separated by comma (,), in whose names the document properties
will be created in the SPS.

> The first field named 'Path' is mandatory. This field will not be carried forward as
a metadata into SharePoint Server.

» The first column of all the rows should contain the path of the file e.g.,
C:\Projects\Brochures.doc (or)
\\DevelopmentServer\Documentations\Support.xls

> If you use local/mapped drives to import files, ensure the 'Path' field has the
corresponding local/mapped drive path (e.g., M:\MyDocs\Filel.xls). If you use
shares to import file, ensure the 'Path' field has the corresponding UNC path
(e.g., \\Machine_Name\Share_Name\Filel.xls).

» For CSV and TXT formats, all field names and their corresponding metadata

values should be enclosed within double quotes (*”) e.g., “John Doe”".
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>» Ensure date values are in 'Date Only' or 'Date And Time' format.

> Lookup data type is split into 3 types based on the input value provided in the

metadata file and the list to which it refers:

a)

b)

Lookup File Name Reference

For lookup field referring to files in a document/picture library, you have to
specify the path and name or the ID of the destination file. DocKIT checks
whether the file exists in the referenced list and assigns the referenced
column value.

Example:

In the example given below, File_Ref lookup column use the path and file
name format:

“Path”,”Modified Date”,”Author Name”,”Post”,"File_Ref"
“C:\Management\Brochures.doc”,”11/06/2002",”John
Doe”,”"CEOQ”,"folder1l/docl.txt"

“C:\My Sales\Proposals.xIs”,”16/08/2002","Jane Doe”,"Director”,"20"

For lookup fields referring to items in other list types, you have to specify the
ID of the destination item. DocKIT checks whether the item with the ID exists
in the referenced list and assigns the referenced column value.

Example:

In the example given below, ID_Ref lookup column use the ID format:
“Path”,”Modified Date”,”Author Name”,”Post”,"ID_Ref"
“C:\Management\Brochures.doc”,”11/06/2002",”John Doe”,"CEQ","4"

“C:\My Sales\Proposals.xls”,”16/08/2002",”Jane Doe”,"Director”,"20"

Lookup Column Value Reference

In this case you must specify the column value in the metadata file. DocKIT
will search for the value in the corresponding column of the referenced list
and assign the ID of the first item matching the column value to the lookup

column of the imported file, only if the column value exists.
Example:
“Path”,”Modified Date”,”Author Name”,”Post”,"Col_Ref"

“C:\Management\Brochures.doc”,”11/06/2002",”JohnDoe"”,”"CEQ”,"Stock

Details"

“C:\My Sales\Proposals.xls”,”16/08/2002",”Jane Doe”,”"Director”,"Accounts"
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c) Lookup User Information Reference

For lookup field referring to 'Web site Users' list, the respective value of the
referred field must be specified in the metadata file. For example, if the
lookup field refers to a user's e-mail ID, then the e-mail ID of the user must
be specified in the metadata. DocKIT will search for the given value in the
corresponding column in the 'Web site Users' list and assign the ID of the user

to the lookup column.
Example:
"Path”,”UserDisplayName", "UserID", "UserMailID", "UserUserName"

“C:\Management\Brochures.doc”,”Nick", "10", "Nick@vyapin.com",
"VYDOMAIN\Nick"

“C:\My Sales\Proposals.xlIs”,”John", "1, "john@vyapin.com",
"VYDOMAIN\John"

Sample format of a metadata file:

Path”,”Modified Date”,”Author Name”,”Post”,"Author_Ref"
“C:\Management\Brochures.doc”,”11/06/2002"”,”John Doe”,"CEQ”,"folderl/docl.txt"
“C:\My Sales\Proposals.xls”,”16/08/2002",”Jane Doe”,"Director”,"doc2.txt"

“C:\MySales\Demo.ppt”,”09/09/2002",”David”,"Operations
Manager,"folderl/folder2/doc3.txt"
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3.4 Assign File Properties

1) Once you select 'Assign file properties' option and click on 'Select...’ button in the

File Import Settings screen, the screen below will appear:

File Properties x|

Select File Properties to update in SharePaint Librany. You can edit Column Mame in the textbos. Dockl T
will update the Column entered in the textbox with the walue in file spstern property. Y'ou can zelect the data
tupe and zpecify the separatar character [comma by default] for Categary and Feywords properties Below,

Mote: DocklT will create the file propertiez with the Column Mame entered in the textbox, if not present in
the destination library.

File Properties SharePaint Calurnn M ame Data Tupe
v Title Title Single ling of text
v Subject Subject Single line of hext
v Authar Author Single line of text
¥ Categom Category Choice [Checkboxesz] j
¥ Eewwords K.epwords Chaice [Checkboxes) j
¥ Comments Comments bultiple ings of bext
v Manager b anager Single line of text
¥ Company Company kultiple ingz of ket
Select Al | Clear Al Separator for Choice [Checkboxes): I_

@ | Bestore defaults

2) Select the desired File Properties to update in SharePoint.

> For all file properties specify the respective SharePoint column name to be
updated. You can specify the Column Name in the respective textboxes.

> For 'Category' and 'Keywords' properties, you can select the data type from
the data type drop-down. The data type selected will be applied only when
creating the specified SharePoint columns. The data type for the existing
SharePoint columns will not be modified. If the data type for 'Category' or
'Keywords' property is selected as 'Multi Choice', specify the character
separator used in the source file.

» The 'Manager' and 'Company' file properties are applicable for MS-Office
documents only (Word, Excel and PowerPoint).

3) Click OK to proceed and Click Cancel to cancel the operation.
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3.5 Security Settings

DocKIT allows users to map their NTFS source security to SharePoint permissions at the
site and document/picture library level. DocKIT maps the NTFS permissions with the

corresponding site groups and library rights.

DocKIT provides a default mapping of NTFS permission to site group and library rights.
In the case of site group mapping, the NTFS permissions are mapped with the most
likely permission of default site groups. Similarly, in the case of library rights mapping,
the NTFS permissions are mapped with the most likely rights of a library. These default
mappings can be changed by the user while assigning SharePoint permissions from NTFS

source.
The table below explains default security mapping for NTFS to SharePoint site groups:

Site level default security

NTFS Permission

SharePoint Role

Full Controller

Administrator

Special Access (RWXDPQO)

Administrator

Special Access (RWXDP)

Web Designer

Special Access (RXDP)

Web Designer

Special Access (RXDPO)

Web Designer

Special Access (DPO)

Administrator

Modify Contributor
Change Contributor
Write Contributor
Special Access (RW) Contributor
Special Access (RWD) Contributor
Special Access (RXD) Contributor

Read Reader

Not Access None

List Folder Contents Reader
Read and Execute Reader
Special Access (R) Reader
Special Access (RX) Reader
Special Access (RWX) Contributor
Special Access Reader

For each NTFS source permission set in the source folders/documents for a user, DocKIT
assigns the user to a site group based on the security mapping. If the user
‘MYDOMAIN\John_Doe’ has ‘Full Control’ in one folder and ‘Read’ in another folder or

sub-folder, DocKIT assigns the user to both ‘Administrator’ and ‘Reader’ site groups.

For example, the user ‘MYDOMAIN\John_Doe’ has ‘Full Control’ of the folder

“F:\Sales_Documents”, DocKIT assigns this user to ‘Administrator’ site group.
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If the user ‘"MYDOMAIN\John_Doe’ has ‘Read, Write and Execute’ permissions in the
folder “F:\Sales_Documents\Customers”, it assigns ‘Contributor’ site group to the user.
Hence, the user ‘MYDOMAIN\John_Doe’ is assigned to the ‘Administrator’ & ‘Contributor’

site groups.
The table below explains default security mapping for NTFS to SharePoint library rights:

Library level default security

NTFS Permission SharePoint Permissions

Full Control Manage List Permissions, Manage Lists, Cancel Checkout,
Add/Edit/Delete List Items, View Items, Manage Personal
Views

Special Access (RWXDPO) | Manage List Permissions, Manage Lists, Cancel Check-
Out, View Items, Add/Edit/Delete List Items Manage
Personal Views

Special Access (RWXDP) Manage List Permissions, Manage Lists, Add/Edit/Delete
List Items, View Items, Manage Personal Views

Special Access (RXDP) Manage List Permissions, Manage Lists, View Items,
Manage Personal Views

Special Access (RXDPO) Manage List Permissions, Manage Lists, Cancel Checkout,
View Items, Manage Personal Views

Special Access (DPO) Manage List Permissions, Manage Lists, Cancel Checkout,
Add/Edit/Delete List Items, Manage Personal Views

Modify Add/Edit/Delete List Items, View Items, Manage Personal
Views

Change Add/Edit/Delete List Items, View Items, Manage Personal
Views

Write Add/Edit/Delete List Items, Manage Personal Views.

Special Access (RW) Add/Edit/Delete List Items, View Items, Manage Personal
Views

Special Access (RWD) Add/Edit/Delete List Items, View Items, Manage Personal
Views

Special Access (RXD) Add/Edit/Delete List Items, View Items, Manage Personal
Views

Read View Items, Manage Personal Views

No Access None

List Folder Contents View Items, Manage Personal Views

Read & Execute View Items, Manage Personal Views

Special Access (R) View Items, Manage Personal Views

Special Access (RX) View Items, Manage Personal Views

Special Access (RWX) Add/Edit/Delete List Items, View Items, Manage Personal
Views

Special Access View Items, Manage Personal Views

For each NTFS source permission set in the source folders/documents for a user, DocKIT
grants the wuser library rights based on the security mapping. If the user
‘MYDOMAIN\John_Doe’ has ‘Full Control’ in one folder and ‘Read’ in another folder or
sub-folder, DocKIT grants the user ‘Manage List Permissions, Manage Lists, Cancel

Checkout, Add/Edit/Delete List Items, View Items, Manage Personal Views' rights on the
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library. Though the user has only ‘View Items, Manage Personal Views’ according to the
‘Read’ permissions in NTFS, it grants the maximum rights based on the NTFS permission

at source.

As stated before, the user can change the default security mapping to suit their

requirements.
Custom Permissions

Apart from the default & custom security mapping of NTFS permissions to site and
library stated above, DocKIT has a provision to customize the security for each
user/group in NTFS at the time of importing folders & documents to SharePoint. A

DocKIT user can define custom permissions for each user at the time of import.

DocKIT compiles a unique list of users and groups that appear in your NTFS source
folders and documents. Each user/group can be added to specific site groups and
granted specific library rights using the custom security permissions. DocKIT custom
permissions interface allows a user to be added to multiple site groups and grant

multiple library rights.
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3.6 Map NTFS permissions to Site & Library

The screen below shows the Import settings dialog when you click the Import button.
This dialog contains essential information about actions to be taken on folders and
documents.

Import settings El

E xternal Metadata: =

™ Import metadata from a file [rnpart..

File Properties: |mport file spstem properties as seen in Summary tab

' Do not Import " Assign file properties Select...

Date Fields: Import Created and Lazt Modified Date fields from file system
[T Created Date [ Modified Date

Invalid Character Mapping: Feplace invalid characters in filedfolder names with valid characters

% Mo mapping " Apply character mapping Eeplace,..

Site and Library Permizgions: Import MTFS permiszions to SharePoint Sites and Libranies

& Do not impart " Site and library " Library only Eermissions...

Document Status:

&+ Check-n " Check-out

=]

(1] 4 Cancel

You can map the NTFS permissions to SharePoint site and libraries or to
document/picture libraries only. If you do not want to map NTFS permissions to

SharePoint, select 'Do not set permissions' option.

Select the appropriate option button in the screen above in 'Step 2 - Site and Library

Permissions' section.

a) Do not import - no permission set for the selected items

b) Site and library - NTFS permissions mapping will apply to both site and library

c) Library only - NTFS permission mapping will apply only for library (e.g.,
Shared Documents)
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1) Click Permission button. The screen below appears:

Security Mapping

Mapthe NTFS permizzionto approprnate site groups. You can click the Custom button

to aszign each userfgroup to muliple site groups.

x|

MTFS Pemizzions Site Group(z]

Full Cantrol Administratar j
Special Access: [RW=DPO] FReader

Special Access (FWHDP]  |omiouter

Special Accessz [R=DF)

dminiztrator
MySiteGroup

Special Acceszs [F=DPO]

Wieh Designer

Administrator

Special Access [DPO]

Mapthe NTFS permizzionto library rights. You can dick the Custom button to assign

the library rights to each user and group.

Festore Defaulkz Custan...

MTFS Pemissions

Library Rights

Full Contral

bdanage List Permiszions

Special Access [Aw=DPO]

bdanage List Permizzions

Special Access [AWEDF)

b anage List Permizzions

Special Acceszs [R=DP)

kanage List Permizzions

Special Acceszs [R=DPO]

kanage List Permiszions

Special Accezs [DPO]

kanage List Permiszions

. Manage Listz, Cancel Check-Out, AddLi

. Manage Listz, Cancel Check-Out, Yiew

. Manage Lists, AddListltems, EditList|tem

. Manage Liztz, Wiew Itemz, Manage Pers

. Manage Liztz, Cancel Check-0ut, Wiew

. Manage Liztz, Cancel Check-Out, AddLi || »

Fiestl:uregefaultsl Cuztom... |

Mote: The libraryrightz azsigned here will be applied to

alllibraries in the cument import seszion.

ok |

Cancel |

2)

Select the most appropriate SharePoint role for each NTFS permission from the

drop-down. For each NTFS permission granted to a user/group on all folders and

sub-folders (or documents if you are importing only documents), the user/group

will be added to a SharePoint site group mapped in this screen. A user/group will

be added to multiple site groups if he/she has multiple NTFS level permissions on

each folder/sub-folder.

Similarly, select the most appropriate Library Rights for each NTFS permission

from the drop-down. For each NTFS permission granted to a user/group on all

folders and sub-folders (or documents if you are importing only documents), the

user/group will be granted library rights based on the NTFS to Library Rights

mapping.
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Security Mapping |

Mapthe NTFS permizzionto approprnate site groups. You can click the Custom button
to aszign each userfgroup to muliple site groups.

MTFS Pemigzionz Site Group(z]

Full Contral Adminizgtrator

Special Access [BW=DPO] Adrninistrator

Special Accezs [RWHDP] Wieh Designer

Special Accessz [R=DF] Wheb Designer

Special Acceszs [R=DPO] YWieh Designer

Special Acceszs [DPO] Adrministrator =

Festore Defaulks Custan...

Mapthe NTFS permiszzionto library rights. You can click the Custom button to assign
the library rights to each user and group.

MTFS Pemizzions Libramy Rights

Full Cantral Manage Lists, Manage List Permizsions, Manage Personal vie | «
Special Access [Rw=DPO) hanage Lists -
Special Access [FwDP) hanage List Permissions

hanage Personal Yiews

Special dccess [RXDP) cancel Check-Out

Special dcocess [RxDPO) AddLizthems _ILI
Special Acceszs [DPO] < I I L -
Restore Defaulks | Cuistan... |
Mote: The library rights azsigned here will be apphed to | |
alllibraries in the current import seszion. Ok Cancel

3) Click the Custom button to customize NTFS permissions for each user or group in
the source folders & files. You can customize the NTFS permissions for each
user/group for Site and Libraries, depending on the option selected in the Import
settings screen.

If you click the Custom button for Site roles, the screen below appears. For each
unique user and group presented in the list, you can add the user to multiple Site
Groups from the drop-down menu.

NOTE: Since SharePoint does not allow permissions to be defined at the folder
level, the NTFS users/groups can be added to the Site and/or Library depending
on your requirements. DocKIT compiles a unique list of users and groups who
have NTFS permission on the source folders and files that are copied to
SharePoint in the current import session. You can customize the security settings

for each/user in the custom settings screen.
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Custom Mapping

A unique zet of Uszers/Groups appearing in the source foldersfdocuments iz provided below.
Y'ou can add each uzerfgroup to multiple zite groupz. Select uzersfgroups from the left izt
and zelectthe zite groups fram the right list and click the Add button. You can uze the CTRL

key to zelect multiple items in the list.

Evenone

MNT AUTHORITYSMNTERACTIME

MNT AUTHORITYMETWwWORE

NT AUTHORITYSMETwWORE SERVICE
NT AUTHORITYSYSTE M

|zers/Groups | Site Groups |
BUILTIM “Adminiztratars Reader

BUILTIM S zers Contributar

CREATOR OwHER Wwieh Designer

CRYSTALMUSR_RDEZ Adminiztrator

CRYSTALMDWS_ 470339733 _admin MySiteGroup

Domain | serzdGroups

Site Group(z)]

BUILTIM"&drminiztrators
BUILTIMNM sers

CREATOR OWHER
CRwSTALMUSE_RDEZ
CRwSTALNIW'S_470335733_adr

Evenone

[
Edit_|

LCancel |

ok |

Select the users and site groups in the list, click

the add button to add the

selected users to the selected site groups. Use the CTRL key to select multiple

items in the list.
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Custom Mapping

& unigque zet of Users/Groupz appearing in the source foldersfidocuments iz provided below.
You can add each userfgroup to multiple site groups. Select uzersfgroups from the left list
and zelectthe zite groups from the right lizt and click the Add buttan. You can uze the CTRL

kew to select multiple tems in the list.

Uzers/Groups | Site Groups |
BUILTIM " Adminiztrators Reader

BUILTIMNY zers Contributar

CREATOR OWMER “Wwieh Designer

CRYSTALMUSR_RDE2 Adriniztrator

CRYSTALND WS 470339733 _admin MySiteGroup

Everyone

T AUTHORITY4NTERACT WE

WT AUTHORITME T'WORE.

T AUTHORITYSHME T ORE SERYICE
T AUTHORITY,SYSTEM

Add |
Damain Uzers/Groups Site Group(s) j

BUILTIM \Adririztratars Reader.Contributar *'eb Desianer Administratar MySiteGroup
BUILT MU zers R eader,.Contributar *web Designer Adminiztratar MySiteGroup
CREATOR OWHMER Feader.Contributar *'eb Designer Administratar MySiteGroup
CRYSTALAWUSHE_RDE2 Reader,Contributar Web Designer Administrator, MySiteGroup
CRYSTALMDWS 470339733 adr| Reader,Contributor M eb Designer Administrator MySiteGroup

Evemnone Reader.Contributar Y eb Designer Administratar MySiteGroup

I
Edit |

k. | LCancel

You can edit the site groups for a given user/group by selecting the user/group in
the list and clicking the Edit button. You may also double-click on the user/group

to edit the site group.
X

Select the site groups to which the uzer/group belongs to.
Uzer/Group Hame: BUILTINUzers

Site: Groups I
Reader

Contributor

‘web Desigrer

Adrniniztrator

MySiteGroup

¥ Select Al i LCancel
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If you Click the Custom button for Library Rights, the screen below appears. For
each unique user and group presented in the list, you can assign the relevant
Library Rights for each user/group from the drop-down menu.

Custom Mapping

A unique zet of Lizers/Groups appearing in the source falders/documents iz provided below.
Y'ou can azzign librane rightz for each uzergroup in the list. Select uzerzfgroups from the left
lizst and select the library rightz from the right list and click the Add button. You can uze the
CTRL ke to zelect multiple iterms inthe list.

|zers/Groups | Library Rights |
BLILTIM s&drminiztratars t anage Lists
BUILTIM S zer= t anage List Permiszions
CREATOR OwHER b anage Personal Yiews
CRYSTALMUSR_RODEZ Cancel Check-Out
CRYSTALMWS_ 4703397 33_admin AddLiztlkerns

Evenone EditLiztltems

MNT AUTHORITYMNTERACTIVE D eleteListitems

WNT AUTHORITYHETwORE. Wiew Lizt lbems

WNT AUTHORITYSMETwWOREK SERVICE

MNT AUTHORITYSYSTERM

Damain U zerzdGroups Library Rights -
BUILTIM &drniniztrators
BUILTIMNM sers

CREATOR OWHER
CRwSTALMUSE_RDEZ
CRwSTALNIMWS_ 470339733 adr

Ewvemnone

— hd|
Edit |

ok | Lancel |

Select the users and appropriate library rights in the list and Click the Add
button to assign the library rights to the selected set of users.
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Custom Mapping

A unigue zet of Uzers/Groups appearing in the source foldersfdocuments iz provided below
You can azsign librare rights for each userfgraup in the list. Select usersigroups fram the left
lizt and zelect the library rights from the right lizt and click the Add button. You can use the
CTREL key ta zelect multiple tems in the list.

Userz/Groups | Library Rights |
BUILTIM “Admiriztratars b anaoe Lists
BUILTIMN W zerz M anage List Permizzions
CREATOR OWHER kM anage Perzonal Wiews
CRYSTALMUSE_RDEZ Cancel Check-Out
CRvSTALVWIWS_ 470339733 admin AddLiztltems

E veryone E ditLiztltems

HT AUTHORITYSMTERALCTIVE Dreletelistitems

MT AUTHORITYSHETWwWORE, Wiew Lizt [temsz

MT AUTHORITYME T 0ORE SERVICE

MT AUTHORITY4S S TEM

Add
Damain Users/Groups Library Rights =
BUILTIMMAdministratars Manage Lists Manage List Permizzions M anage Perzonal Wiews Cane
BUILTIMM zers M anage Listz Manage List Permizsions M anage Personal Views,Cane
CREATOR OwHER M anage Listz Manage List Permizsions M anage Personal Views,Cane
CRYSTALNUSHE_RDEZ kanage Listz M anaage Lizt Permiszions Manage Personal Views, Cane
CRYSTALWDWS 470339733 adr| Manage Listz Manage Lizt Permizzsions Manage Perzonal Views,Eam—
Evemnnone M anage Lists Manage List Permizsions M anage Perzonal Views,Eam_I
Edit |
OF. | LCancel |

You can edit the library rights for a user/group by selecting the user in the
bottom list and clicking the Edit button. You may also double- click on the

user/group to edit the library rights.

x|
Select the library rights to which the user/group belongs to.
User/Group Hame: BUILTINAUzers
Library Rights I

b anage Lists

b anage List Permiszions
b anage Perzonal Wiews
Cancel Check-Out
AddLizttems
EditListltems
Deletelistitems

“Wiew List ltems

v Select Al 4 LCancel
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4) Click OK button to save changes. Click Cancel to close this dialog without saving
the changes.

5) Click Default button to restore the default NTFS to SharePoint Rights.

6) Click the Save button to save the permission settings.

7) Click Close button to close this window.

3.7 Create Schedule Task

In the Import settings screen, specify all the required information like External
Metadata, Security, System Date Fields, Invalid character mapping and Document
Status details for import process. Select the '‘Schedule this process’ option and Click

{OK} to launch the schedule settings screen.

Import settings il

E xternal Metadata: =

" Import metadata from a file |rnpart..

File Properties: |mport file spstem properties az seen in Surmmary tab

& Do not Import " Aszign file properties Select..

Date Fields: Import Created and Lazst Modified Date figlds from file system
[ Created Date [ Modified Date

Invalid Character Mapping: Replace invalid characters in filedfolder names with valid characters

* Mo mapping " Apply character mapping Eeplace...

Site and Library Permizsions: Import MTFS permizzions to SharePoint Sites and Libranies

& D not import " Site and library ™ Librany anly Eermissions...

Document Status:

¥ Check-n " Check-out

f|

ok | Cancel |

1) Specify the schedule settings like Task Name (must be unique), Run as user
account and other task details as shown in the screen below. Click 'Set Password'
button to type the password for the Run As user account.

2) Click Advanced button to provide additional information about the task.
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Advanced Schedule Options

Start Date |19 February , 2005

=
=

W' End Date {15 February , 2005

x|

v Repest tazk

Evwery |1III j IMinutes j
Urtil . Duration I:I 3: Haour(=] I:I 3: fdinuters]

[ lfthe task is =ill running, stop it &t this time.

Cancel

3) Click Apply to add the task to the scheduler. The scheduled tasks will be

displayed in a new window as shown below:
NOTE:
>

If the password is incorrect, DocKIT scheduler will not be able to run the task.

Please verify the password is correct and synchronized with the user account

at all times.

| schedule Manager

> Use DocKIT application to manage (edit & delete) the scheduled tasks

+| Created D1t Bun & Schedul Mext Bu

3 P 11

h Time

Tsk_CondSitelpda 11/19/2005 CRYSTALVAminist At 3:08 P every 11./20/2005

tior 31430 P rator day, starting 3:08:00 P
1141942005

Tsk_DocKITDocu 11419/2005 CRYSTALAdminist At 316 PR every 1142172006

mentation I1F22 P rator tan, Thu of every 31600 P
week, starting
11419/2006

Lazt Bun Time Status

Mever| HAS_MOT_RLUN

Mewver HAS_MOT_RUM

Mewver HAS_MOT_RUM

Show Histony Shew Status Show Settings

Edit Tazk Delete Task Cloze

You can edit and delete the task details using the respective buttons in schedule main

screen.
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3.8 Reading the Activity Log

DocKIT generates an Activity Log for each import session. The activity log is stored in

the “Log” folder of the application installation path. The activity log is appended with the

date

&

time stamp for each import session. E.g., C:\Program

Files\DocKIT2003\Log\ActivityLog_3_11_2004_11_24_05.HTM

The Activity log contains 3 main sections:

1) DocKIT header

2) Destination Site information

3) Library information

The details in section are as follows:

1) DocKIT Header

This section reports DocKIT version used, the start date & time of the import
process, end date & time of import process and the time elapsed for the import to
complete. It also includes the Import Settings specified by the user at the time of

import as a reference.

2) Site URL - denotes the destination site URL

» Security - This section explains whether the domain users or groups from the

NTFS source folders are assigned to site correctly. If all of domain
users/groups are added successfully to the site then “All users are assigned
successfully” message will be displayed in Remarks column. If for any reason,
the NTFS users/groups could not be added to the site, the list of user/group
accounts that could not be added to the site and the corresponding error
message will be displayed in the table. You can also view a detailed security
report showing NTFS permissions on the source folders/files and the

corresponding mapping to SharePoint Site security set through DocKIT.

3) Library Name - denotes the destination library name.

a) Security - If all of the domain users/groups are added to the library, then “All

users are assigned successfully” message will be displayed. If for any reason,
the NTFS users/groups could not be added to the library, the list of
user/group accounts that could not be added to the library and the
corresponding error message will be displayed in the table. You can also view
a detailed security report showing NTFS permissions on the source
folders/files and the corresponding mapping to SharePoint Library rights set
through DocKIT.
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b) Column Creation- If new Columns are created in the library using DocKIT,
the remarks of the new column will be displayed in this section. If the Column
already exists in the destination library, “Already exists” message will appear
in the Remarks section.

c) Document Import - This section states the source folders and documents,
file size, destination location and remarks. The Remarks section records the

status of the import process for each folder/document, along with the errors

(if any).

NOTE: If the user imports folders and documents into multiple libraries,

DocKIT Activity Log reports each library activity in separate sections.

3.9 Create Site using DocKIT

Click Create Site in the connect window to create a new site or sub-site under the

current site. The screen below shows the Create Site window:

Create Site x|

Title: I

Drescription: ;I

‘web Site Address: | http://rdB2: 6876/

Permizsions: ' Use zame permissions az parent site © Usze unique permissions

Template:

j

ate Cancel

Document Work zpace

B azic Mesting \Workzpace
Blank Meeting Workspace
Decizion Meeting 'Warkzpace
Social Meeting Waork zpace
Multipage Mesting Workspace

1) Enter the title, description and web site address.
2) Select the permission type.

3) Select the site template, Click Create button.
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3.10Create a Document or Picture Library using DocKIT

1) Right Click on the Document Libraries.

Destination : Ihttp:.-".-"rdEE:EHEIEI.-"

&1 Connect |QF{gfresh |&&dd ¥ Eemaove |E1mp|:|rt |__:‘|JCrea15

Eﬁﬁ Team 'Web Site Marme I D escription
ERIEET} O ocument Librariga
8] Picture Libraries Create Document Library

Create Pickure Library

Documents  Share a document wit,

Manage Site Permissions

Mew Document Library ﬂ

Site Mame: rd&2:5300

M ame: I
D escription; :l
Document Wersions: ) Yes i+ Ma

add to Quick Launch:  F Yes i~ Mo

Documert Template: Microzoft Office Word document j

Mone

‘Microzaft Office \Ward document
Mizrozoft Office FrontPage wWeb page
Microzoft Office Excel spreadshest
Mizrozaft Office PowerPaoint present ation
Basziz page

YWeb Part Page

2) Enter a name and description for the new document library in the name textbox.
3) Select Yes/No to maintain document versions for the library.

4) Select Yes/No to add the library in Quick Launch.

5) Select a Document Template from the drop-down menu.

6) Click Create button.

To create a Picture Library, Right Click on the Picture Libraries. And follow

the steps as above.
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Destination : |http:£frdEE:EEIEIEI£

¥ Connect | 4] Refresh | F Add XK Bemove | W [mport | | Create
El--ﬁﬂ Team Web Site I ame | Dezcription

_._1| Document Libraries

L] j‘w

Create Document Library

Create Pickure Library

Manage Sike Permissions

3.11Manage Site Permissions

Click "Manage Site Permissions' in the right click menu to manage permission for the

currently connected site.

Destination : |http:£frdEE:EEIEIEI£

ﬁ'.CDﬂnect

| @) Pefrash | S Add K PRemove | Import | L3 Create

Manage Sike Permissions

=i - I amne Dezcriptic
: O Create Document: Library — I E

-3 Do reate Ficture Lib U3l Document Libraries Docurmer

[ Pic reate Picture Library ) o ) )

el L Picture Libraries Picture Li

The screen below shows the Manage Site Permissions window. This window shows all

the users, domain-groups, site-groups and cross-site groups for the current site.

Manage Site Permissions

Site Mame: rd62:5300

x|

| Site Grouplz] /' Permission(s)

| Edail

Uzers | |dzer Mame
ilisers
€ CRvSTAL\administrator CRYSTAL adminiztrator
€ Faul A Adams CRYSTALpaul
Domain Uzers/Groups
ﬁ Cpstal\Domain U sers CRYSTALYdomain users
Site Groups
2 Reader CRYSTALYdomain users
2 Contributar CRYSTALYdomain users
2 web Designer CRvSTALYdomain uzers
2 Administratar CRYSTALYadminiztrator
Z MySiteGroup CRYSTALpaul
Crozz Site Groups Dwrer
2 restosaroup CRYSTALYadminiztrator

Administrator
MySiteGroup

Fieader, Contributor, “Web Des...

WiewListtems, Opermaieb, Vie. .
WiewListitems, AddListltems. E...
WiewListiterns, dddListitemns, E...

Fulltd azk.

WiewListitemz, ManagePerson...

Site Groupz
Contributor, Administrator

Add Site Group....

admin{@cryztal. com
pauli@cmystal.com

Add User. .

Cloze

You can create a new site group or add a new user to the site using the respective

buttons at the bottom.
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3.12Add a Site Group using DocKIT

Click 'Add Site Group' button from "Manage Permissions” right-click menu for a site.

x
Site Mame: rd62: 5900
Site Group Mame: |
Diezcription: |
Lizt Rights: Site Rights: Perzonal Rights:
[™ tanage List Permission: [ Manage Site Groups ™ Manage Personal Wiews
[ anage Lists [ Wiew Usage Data [T Add/Femove Private Web Parts
[ Cancel Check-Out [ Create Subsites [ Update Perzonal ‘Web Parts
[T Add ltems [ Manage web Site [T Create Cross-Site Groups
[ Edit ltems [ Add and Customize Pages
[ Delete ltems [ Apply Themes and Borders
[ Wiew ltems [~ Apply Style Sheets
[ Browse Directories
[ Wiew Pages
I~ Select Al | Cancel |

Enter the Site Group Name and Description. Select the necessary rights before

clicking the 'Create’ button.
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3.13Add a New User to Site using DocKIT

You can add a new user and assign the user to site group(s) using this screen. Click on

Add user button, add user dialog is shown.

Newsiteuser x|

Site Mame: rd&2: 5300

Uszer Marne: I
For Example: DOMAIMYhame or cross-zite group names

E-Mail: I

Site Groups: Site Groups | Description |
O Reader Haz read-only access to the Web site.
O Contributor Can add content to exizting docume. ..
O web Designer Can create lists and document brari...
O &dministrator Haz full contral of the Wwieb site,
O tySiteGroup

: Cancel |

1) Enter the user name, or cross site group to the user name text box.

2) Enter the e-mail id (optional).
3) Select the site groups from the list.
4) Click 'Add User' to add the new user to the site.

42



CHAPTER-3-Working with Site-Import Documents to a Site

3.14View Columns Details

Right click on the library. Select 'View Columns' from the menu to view the column

details.
x
Libram : withier
Colurmm | Type | Fequired |
Title Single line of hext Falze
K.epword Choice [Checkboxes) Falze
Test Date Date and Time Falze
Effective Date Date and Time Falze
Status Single line of hext Falze
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4 Working with Area-Import Documents to an Area
4.1 Adding Folders and Files

NOTE:

While updating metadata for the documents, DocKIT expects the data type of
columns to be same across libraries involved in each import session. Before adding

folders/files to a library, ensure that data types of all the columns that are to be updated
are same across the libraries.

There are three ways to add the folders and files to a SharePoint library.
Method 1: (Using destination popup menu)

1) In the top pane, select the required folders and/or files.

2) In the bottom left pane, select the destination library or a folder in the destination
library, and then right click. The right-click popup menu appears. In the popup
menu, click Add. Now the selected folders & files are added to the destination
location. If the source folder name already exists in the destination library,
DocKIT appends the new contents to the existing folder. The new folder added in

the current import session is shown with a different icon.

(e Document Import Kit for SharePoint 2003 (DocKIT) - |EI|£|
File Help
2] Befresh | gchedule Manager | Q]Qu:unditional [rport | E%]Help
= ;I M arne | Size | Tupe | Iﬂ
1 TestSample File Folder
I Usage File Folder
AVGEDE_F.DAT 14 KR DAT File —
: s DockITTest.txt 120540 KB Text Document
- Howu e et
|4 3

Destination : |http://rd52News/

*1 Connect |QR§fresh |§ﬁdd W Eemove |ﬂ1mpmt |___;]Creale - Babdanage -

E‘ﬁla Mews M arne | Size | Tope | todified 0. | Source La.. |
B[l Document Libraries

IR} Docunc i d®
-1E] Picture Libraries

Yiew Columnns
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Method 3: (Using toolbar button)

1) In the top pane, select the required folders and/or files.
2) In the bottom left pane, click to select the destination library or a folder in the

destination library.

3) Click m button in the middle toolbar. Now the selected folders/files are
added to the destination location. If the source folder name already exists in the
destination library, DocKIT appends the new contents to the existing folder. The
new folder added in the current import session is shown with a different icon.

After adding the selected folders/files to the destination location, click the

2 lmpart | putton,
(¢ Document Import Kit for SharePoint 2003 {DocKIT) o ]

File Help
< Befresh | [ Schedule Manager | O Conditional Import | 22 Help
ER - | size | Type [14]
He File Folder
- I File Folder
il 51 14KE DAT File |
oy 120540 KB Test Documert
[ @ Entire Metwork. 2?1”?9 K? IE’I"F ?DCUI‘HEHF 1 vI
W ]

Destination : |http://rdE2/News/

#1 Connect |£]R§fresh |§ﬁdd ¥ Bemove |Elmpmt |__JJCreaIe ~ Bahdanage -

= v — [oie [ Tupe [ Modfied D... [ Sowce Lo... |
E|_._1| Document Libraries
..E3] Document Library
-] Picture Libraries

NOTE:

» To create new Library when copying a folder, select Document
Libraries/Picture Libraries node in the destination (bottom left pane).
» DocKIT applies 'Word document template' by default, when it creates a new

document library and adds to Quick Launch.
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4.2 Import Settings

The screen below shows the Import Settings dialog when you click the Import button.
This dialog contains essential information about actions to be taken on folders and

documents.
Using this dialog you can do the following:

1) Set the document properties using an external metadata file.

2) Set the document properties using values stored in file system properties.

3) Set the document's Created and Last Modified date properties using values stored
in file system properties.

4) Replace invalid characters with valid characters.

5) Map NTFS permissions to SharePoint area.

6) Assign document status to Check-in or Check-out state

7) Action to be performed if a file with the same name already exists in SharePoint.

8) Specify how to import the source folder structure to SharePoint.

9) Schedule the import process at the specified interval of time.

Import settings il

E xternal Metadata: =

& Do not impart ™ Impart metadata framn a file Irmpart...

File Properties: |mport file spstem properties az seen in Surmmary tab

& Do not Import " Aszign file properties Select...

Date Fields: Import Created and Lazst Modified Date fields from file system
[" Created Date [T Modified Date

Invalid Character Mapping: Replace invalid characters in filedfolder names with valid characters

% Mo mapping " Apply character mapping Beplace...

Area Permizzions: Import MTFS pemizzions to SharePoint Area

* Do not import " Area only Bermissions...

Document Status:

¥ Check-n " Check-out
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Import settings

Document Status:

¥ Check-n " Check-out

[ |x

Folder options:
Create top level folders: ' Yes = Mo

% |mport files and retain source folder structure
™ Import files and ignore source folder structure
= Import files in the top level folder anly

File Option: If a file with the same name already exizts in the destination location

% Do not ovenwiite " Owvenwrite " Create Mew Version Advanced... |

Import Schedule:
&+ |mport now " Scheduls this import

—
-
—

ok LCancel

1) External Metadata:

a) Do not import - Select this option if there is no external metadata to assign to
the documents in the current import session.

b) Import metadata from a file - Select this option if you like to associate an
external metadata file to the folders/files being imported. Click the 'Import..."
button.

Follow the steps in "Assign metadata" for more information.
2) File Properties:

a) Do not import - Select this option if the file properties should not be assigned
to the documents in the current import session.

b) Assign file properties - Select this option if you like to associate file properties

to the folders/files being imported. Click the 'Select...’ button.
Follow the steps in "Assign file properties" for more information.
NOTE: DocKIT supports the following file properties only:

i. File properties in Summary tab - Title, Subject, Author, Category,
Keywords, and Comments
ii. File properties specific to MS-Office documents (Word, Excel and
PowerPoint) - Manager, Company
3) Date Fields:
a) Created Date - Select this option to import the source file's created date

property.
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4)

5)

6)

7)

8)

b) Last Modified Date - Select this option to import the source file's last
modified date property.
NOTE: The 'Created Date' will be imported only for newly created files. If
a file is created as new version the 'Created Date' of the file in SharePoint
remains unchanged.

Invalid Character Mapping:

SharePoint doesn't allow some special characters like '~,#,%,&,{,}' in the

filenames which windows allowed. DocKIT allows you to replace these invalid

characters if any, with valid characters. You can assign it by clicking the

'Replace..." button. Follow the steps in "Invalid Character Mapping" for more

information.

Area Permissions:

a) Do not import - no permission set for the selected items

b) Area only - NTFS permissions mapping will apply to area

Follow the steps in "Map NTFS permissions to an Area" for more information.

Document Status:

a) Check-in - Documents imported to SharePoint Area library will be set to
check-in state

b) Check-out - Documents imported to SharePoint Area library will be set to
check-out state

Folder Options:

a) Create top level folders - Select 'Yes' if you wish to create the top-level folders
added for import and 'No' otherwise.

b) Select Import files and retain source folder structure option to import
the files and the folders by maintaining the folder structure as in source.

c) Select Import files and ignore source folder structure option to import
only the files and ignoring the folder structure. Ensure that you have selected
an appropriate action to be performed if the file already exists in the library,
in the File option section, to handle a situation where the sub-folders have
files with same name.

d) Select Import files in the top-level folder only option to import the files
that are directly under the added folder(s). This option ignores the sub-folders
and files within the sub-folders.

File Option:

If a file with same name already exists in SharePoint, then select any one of the

following options to specify the action to be performed by DocKIT:

a) Do not overwrite - Select this option if you do not want the destination file to

be overwritten / replaced.
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b) Overwrite - Select this option to remove the existing file (along with its

c)

version history) and import the new file.

Create new version - Select this option to create the file as a new version. By
default, if the file in SharePoint is in Checked Out state, DocKIT will not import
the source file. To specify the action to be taken when the file is in Checkout
state, then click 'Advanced...' button and select the appropriate actions
Checked out by currently logged on user

Leave as is: DocKIT will not import the file.

Check in the file & create new version: DocKIT will check in the file and create
the source file as a new version. Hence, two versions will be created.

Cancel Checkout the file & create new version: DocKIT cancels the checked
out version and will create the source file as a new version. Hence, only one
version will be created.

Checked out by another user

Leave as is: DocKIT will not import the file.

Cancel Checkout the file & create new version: DocKIT cancels the checked

out version and will create the source file as a new version.

9) Schedule:
Select 'Schedule this process' option to schedule the import process at the

specified intervals OR 'Import Now' to run the import process. Follow the steps in

"Create schedule task" for more information.

10) Click OK to proceed with the import/schedule. You will see the import process

status window. Click Cancel to cancel the import operation.



CHAPTER-4-Working with Area-Import Documents to an Area

4.3 Assign Metadata

NOTE:

> In an import session data type of the columns must be same across
libraries
» SharePoint Columns that are read-only will not be updated by DocKIT
> Lookup columns referring to non-existing list and column will not be
updated by DocKIT
1) Once you select 'Assign Metadata' option and click on 'Import..." button in the

Import Settings screen, the screen below will appear.

Import Metadata x|

Steps to import data from an external file into DocKIT format

Mote:

+ The firzt column should contain the path of the file. -
E.qg.. C:\ProjectzhBrochures. doc [or] SSDewserverDocumentzh S upport,

+ The name of the first field should be 'Path’.

+ 'Path’ field zhould be followed by document properties separated by comma in cevtt file and as
zeparate column in sl file.

+ For CSY and TT formats, all field names and their coresponding metadata values should be
enclozed within double quotes [ "] e.g.. "lohn Doe".

+ For local/mapped dives used az source, enzure the 'Fath' field has the corezponding
lozal/mapped drive path [e.g., Z:\ProjectzhBrochures. doc).

+ "When netwark shares are uzed az zource, ensure the 'Path’ figld has the corezponding UM j

Sample: Click to wiew the zample file formats., CSW.. | Eucel.. |

Step 1: Select an external metadata file [tk wlzd oew).
External metadata file: IE:'\DDCK|TUD|DEE|.H|S _|

Eucel workshest: I Sheetl j

Step Z: Extract data from the zelected file.

Step 3: Click ta verify the extracted data figldz. et

Cancel

2) Step 1 - Click '..." button to select a file in XLS, CSV or TXT format. Click the
CSV or Excel Button to view a sample file. If the external metadata file is an excel
file, select the excel worksheet that contains the metadata values.

3) Step 2 - Click 'Extract’ button to extract data from the selected file.



CHAPTER-4-Working with Area-Import Documents to an Area

1. Select appropriate 'Drata type' from the dropdown in
‘Data Topes' column for the new field.

2 Elick! buttan to view ‘Additional info' screen.
Specify the additional information to be uzed when
creating the field.

3. Specify additional information for Lookup columns
for the values to be azsigned comectly.

4. Select date & time format used in metadata file, if the
values are in different farmats in the metadata file
and regional zettings of the local machine.

Hote:
* Field names that are graved are non editable and are
already present in one or more Libraries.

+ The fields marked in Fed denotes that the data type
iz different acrosz each Library, refers to non-existing
value ar iz read-only in one ar more Libraries in the
current import.

Colurnn Mames

| [rata Types

| hdandatary

Title

K.epword

Test Date
Effective Date

Status

Single line of text

Single line of text

Mo
M

Date and Time

Single line of text
Multiple lines of text

[rate and Time farmat;

Choice [Checkboxes)
MHumber

Choice [Drop-Down ke

Currenc
Lookup [File-Mame Rel ™

j Mo
& Mo
Mo

<Uze default>

jld‘\lu Time: j

ok | LCancel |

a) The columns specified in the external metadata file header are displayed. Read

the notes in the top of the screen.

b) Select the data type for each column from the dropdown.

c) Select if the column should be mandatory from the dropdown.

d) Click H to specify the optional values of the data types such as Lookup List and

Lookup column for ‘Lookup’ fields etc.

e) Select the Date and Time format in which the date and time values are available

in the metadata file. Select '<Use default>' option if date and time values can be

read using the current machine regional settings format.

f) Click OK to proceed with the data extraction or Cancel to cancel the operation.

NOTE:

If the fields marked in Red, it denotes that the data type of that field is different

across each Library, refers to non-existing value or is read-only in one or more

Libraries in the current import. Cancel the current operation and change the field

name (header) in the external metadata file, ensure the data type is the same for all

Libraries or verify the field settings for the highlighted fields.

4) Step 3 - Click Verify button to verify the extracted data fields.
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x
Path | Title: |Keyword | Test Date | Effective Date | Status®
DoADockITTest bat DockIT Test file Test File 3472004 23300PM 34,2004 [Done
DeADock] TTest2 tat DiockIT Test file Test File Fending
D:ATestS ampletMetaD ata Currentersion.csv Sample Metadata Werzsion 1 Metadata 4,/28,/2004 Dane

DA TestS ampleMetaData_VersionOT.cev Sample Metadata Version 2 Metadata 34472004 233300 PM 3742004 Daone

D:ATestS ampleMetaD ata_VersionDZ.cav Sample Metadata Version 3 Metadata 3572004 B3300PM 3542004 Pending
D4 zagehapp.ico DiockIT application loon lcon 36,2004 ZB0:00 PR 34652004 Fending
D] zagehdzzemblvinfo.cpp DocklT azzembly file Azzembly 34752004 23200PM 3442004 Pending

<]

T row(s)

" indicates mandatory fields

The extracted data (from file) is loaded in a table format. Verify the data. Check for any

errors reported in the screen for further action.

5) Click the Close button.
Tips to create the metadata file

Use the tips below to create an external metadata file in CSV / Excel / TXT format:

> The first row of the file should contain the Field Names as headers separated by
comma (,).

> The first field should be named as 'Path'. 'Path’ field should be followed by other
field names separated by comma (,), in whose names the document properties
will be created in the SPS.

> The first field named 'Path' is mandatory. This field will not be carried forward as
a metadata into SharePoint Server.

» The first column of all the rows should contain the path of the file e.g.,
C:\Projects\Brochures.doc (or)
\\DevelopmentServer\Documentations\Support.xls

> If you use local/mapped drives to import files, ensure the 'Path' field has the
corresponding local/mapped drive path (e.g., M:\MyDocs\Filel.xls). If you use
shares to import file, ensure the 'Path' field has the corresponding UNC path
(e.g., \\Machine_Name\Share_Name\Filel.xls).

» For CSV and TXT formats, all field names and their corresponding metadata

A\ /4

values should be enclosed within double quotes (* ”) e.g., “"John Doe".



CHAPTER-4-Working with Area-Import Documents to an Area

> Ensure date values are in 'Date Only' or 'Date And Time' format.

> Lookup data type is split into 3 types based on the input value provided in the

metadata file and the list to which it refers:

a)

b)

c)

Lookup File Name Reference

For lookup field referring to files in a document/picture library, you have to
specify the path and name or the ID of the destination file. DocKIT checks
whether the file exists in the referenced list and assigns the referenced
column value.

Example:

In the example given below, File_Ref lookup column use the path and file
name format:

“Path”,”Modified Date”,”Author Name”,”Post”,"File_Ref"
“C:\Management\Brochures.doc”,”11/06/2002",”John
Doe”,”"CEOQ”,"folder1l/docl.txt"

“C:\My Sales\Proposals.xIs”,”16/08/2002","Jane Doe”,”"Director”,"20"

For lookup fields referring to items in other list types, you have to specify the
ID of the destination item. DocKIT checks whether the item with the ID exists
in the referenced list and assigns the referenced column value.

Example:

In the example given below, ID_Ref lookup column use the ID format:
“Path”,”Modified Date”,”Author Name”,”Post”,"ID_Ref"
“C:\Management\Brochures.doc”,”11/06/2002",”John Doe”,"CEQ","4"

“C:\My Sales\Proposals.xls”,”16/08/2002","Jane Doe"”,”"Director”,"20"

Lookup Column Value Reference

In this case you must specify the column value in the metadata file. DocKIT
will search for the value in the corresponding column of the referenced list
and assign the ID of the first item matching the column value to the lookup

column of the imported file, only if the column value exists.
Example:
“Path”,”Modified Date”,”Author Name”,”Post”,"Col_Ref"

“C:\Management\Brochures.doc”,”11/06/2002",”John Doe”,"CEQ”,"Stock

Details"
“C:\My Sales\Proposals.xls”,”16/08/2002",”Jane Doe”,”"Director”,"Accounts"

Lookup User Information Reference
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For lookup field referring to 'Web site Users' list, the respective value of the
referred field must be specified in the metadata file. For example, if the
lookup field refers to a user's e-mail ID, then the e-mail ID of the user must
be specified in the metadata. DocKIT will search for the given value in the
corresponding column in the 'Web site Users' list and assign the ID of the user

to the lookup column.

Example:

“Path”,”UserDisplayName", "UserID", "UserMailID", "UserUserName"
“C:\Management\Brochures.doc”,”Nick", "10", "Nick@vyapin.com",
"VYDOMAIN\Nick"

“C:\My Sales\Proposals.xlIs”,”John", "1, "john@vyapin.com",
"VYDOMAIN\John"

Sample format of a metadata file:

“Path”,”Modified Date”,”Author Name”,”Post”,"Author_Ref"
“C:\Management\Brochures.doc”,”11/06/2002"”,”John Doe”,”CEOQ","folder1/doc1.txt"
“C:\My Sales\Proposals.xls”,”16/08/2002",”Jane Doe”,"Director”,"doc2.txt"

“C:\My Sales\Demo.ppt”,”09/09/2002"”,"David”,”Operations
Manager,"folderl/folder2/doc3.txt"
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4.4 Assign File Properties

1) Once you select 'Assign file properties' option and click on 'Select..." button in the

File Import Settings screen, the screen below will appear.

File Properties |

Select File Properties to update in SharePoint Libram. 'ou can edit Column Mame in the textbox. DockIT
will update the Column entered in the textbox with the walue in file spstern property. Y'ou can zelect the data
tppe and specify the separator character [comma by default] for Categom and Fewwords properties below.

Mate: DockIT will create the file properties with the Caolurmn Mame entered in the textbos, if nob present in
the destination library.

File Propertiez SharePoint Caolumn Hame Diata Type
¥ Title Title: Single line of hext
¥ Subject Subject Single line of text
v author ALkhar Single line of text
¥ Categom Categaory Chaice [Checkboxesz] j
¥ FKeywords F.ewaords Choice [Checkboxesz] j
¥ Comments Comments kultiple ings of kext
¥ tanager b anager Single line of text
W Compaty Compaty Fultiple lines of bext
Select Al | Clear Al Separator for Choice [Checkboxes): I_

% | Bestore defaultz Cancel

2) Select the desired File Properties to update in SharePoint.

>

>

>

For all file properties specify the respective SharePoint column name to be
updated. You can specify the Column Name in the respective textboxes.

For 'Category' and 'Keywords' properties, you can select the data type from
the data type drop-down. The data type selected will be applied only when
creating the specified SharePoint columns. The data type for the existing
SharePoint columns will not be modified. If the data type for 'Category' or
'Keywords' property is selected as 'Multi Choice', specify the character
separator used in the source file.

The 'Manager' and 'Company' file properties are applicable for MS-Office

documents only (Word, Excel and PowerPoint).

3) Click OK to proceed and Click Cancel to cancel the operation.
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4.5 Security Settings

Area Security Settings

DocKIT allows users to map their NTFS source security to SharePoint permissions at the

area level. DocKIT maps the NTFS permissions with the corresponding Area.

DocKIT provides a default mapping of NTFS permission to Area. The NTFS permissions
are mapped with the most likely rights of an area. These default mappings can be

changed by the user while assigning SharePoint permissions from NTFS source.
The table below explains default security mapping for NTFS to Area rights:

Area level default security

NTFS Permission Area Rights

Full Control All Rights

Special Access (RWXDPO) | View Area, View Pages, Add Items, Edit Items, Delete
items, Manage Personal Views, Cancel Check-Out,
Manage Area, Manage Area Permissions, Browse
Directories

Special Access (RWXDP) View Area, View Pages, Add Items, Edit Items, Delete
items, Manage Personal Views, Manage Area
Permissions, Browse Directories

Special Access (RXDP) View Area, View Pages, Delete items, Manage Personal
Views, Cancel Check-Out, Manage Area, Manage Area
Permissions, Browse Directories

Special Access (RXDPO) View Area, View Pages, Delete items, Manage Personal
Views, Cancel Check-Out, Manage Area, Manage Area
Permissions, Browse Directories

Special Access (DPO) View Area, View Pages, Delete items, Manage Personal
Views, Cancel Check-Out, Manage Area, Manage Area
Permissions, Browse Directories

Modify View Area, View Pages, Add Items, Edit Items

Change View Area, View Pages, Add Items, Edit Items

Write View Area, View Pages, Add Items, Edit Items

Special Access (RW) View Area, View Pages, Add Items, Edit Items

Special Access (RWD) View Area, View Pages, Delete items, Manage Personal
Views

Special Access (RXD) View Area, View Pages

Read Reader

No Access None

List Folder Contents View Area, View Pages

Read & Execute View Area, View Pages

Special Access (R) View Area, View Pages

Special Access (RX) View Area, View Pages

Special Access (RWX) View Area, View Pages, Add Items, Edit Items
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For each NTFS source permission set in the source folders/documents for a user, DocKIT
grants the wuser area rights based on the security mapping. If the user
‘MYDOMAIN\John_Doe’ has ‘Full Control’ in one folder and ‘Read’ in another folder or
sub-folder, DocKIT grants the user ‘View Area, View Pages, Add Items, Edit Items,
Delete items, Manage Personal Views, Cancel Check-Out, Manage Area, Manage Area

l4

Permissions, Browse Directories ' rights on the area. Though the user has only ‘View
Area, View Pages’ according to the ‘Read’ permissions in NTFS, it grants the maximum

rights based on the NTFS permission at source.

As stated before, the user can change the default security mapping to suit their

requirements.

4.6 Map NTFS Permissions to an Area

The screen below shows the Import settings dialog when you click the Import button.
This dialog contains essential information about actions to be taken on folders and

documents

Import settings X|

E xternal Metadata: =

" |mpart metadata from a file [rmport...

File Properties: |mport file system properties az zeen in Summary tab

&% Do not Impart " Aszign file properties Select..

Date Fields: Import Created and Last Modified Date figlds from file spstem
[ Created Date [ Modified Date

Inwalid Character Mapping: FReplace invalid characters in filedfolder names with valid characters

% Mo mapping " Apply character mapping Eeplace...

Area Permigsions:  Import NTFS permizzions to SharePoint Area

& Do not import " Area only Permizzions...

Document Status:

* Check-in " Check-out

=

ok | LCancel |

You can map the NTFS permissions to area. If you do not want to map NTFS permissions

to SharePoint, select 'Do not set permissions' option.

Select the appropriate option button in the screen above in 'Step 2 - Area Permissions'

section.
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1)

2)

3)

a) Do not import - no permission set for the selected items
b) Area only - NTFS permissions mapping will apply to the area

Click Permission button. The screen below appears.

x
Mapthe NTFS permiszzionto appropriate area nghts. You can click the Cuzstom button
to assign area rights for each uzerfgroup.

MTFS Fermizzions Area Right{z] E
Full Cantral Yiewmdrea, ViewPages, Additers, Editltemns, Deleteltems,
Special Access: [FWwDPO] Yiewdrea, ViewPages, Addlitems, Editltems, Deleteltems, b
Special Access [BWEDP) Yiewdrea, ViewPages, Additens, Editltems, Deleteltems,
Special Acceszs [R=DP) Yiewdrea, ViewPages, Deleteltemns, ManagePersonalyien
Special Access [R=DPO] Yiewdrea, WiewPages, Deleteltems, ManagePerzonalfiew
Special Acceszs [DPO] Yiewdrea, ViewPages, Deleteltemns, ManagePersonalfien ||
b4 odify Yiewdrea, ViewPages, Additems, Editltems

Change Viewdrea, WiewPages, Addltems, Editltems

Wfrike Wiewmdrea, ViewPages, Additems, Editltems

Special Aocess [Fw] Yiewdrea, ViewPages, Addltems, Editltems

Special Access [FWD] Yiewdrea, ViewPages, Additens, Editltems, Deleteltems, j

Edit
R estore Defaults Custan... Cancel

Select the most appropriate area rights for each NTFS permission from the Edit
button. For each NTFS permission granted to a user/group on all folders and sub-
folders (or documents if you are importing only documents), the user/group will
be granted area rights based on the NTFS to Area Rights mapping.

Click the Custom button to customize NTFS permissions for each user or group in
the source folders & files. You can customize the NTFS permissions for each
user/group for Area, depending on the option selected in the Import settings
screen.

If you Click the Custom button, the screen below appears. For each unique user
and group presented in the list, you can add the user to multiple Area Rights from
the select from the user/group list corresponding to the area rights list.

NOTE: Since SharePoint does not allow permissions to be defined at the folder
level, the NTFS users/groups can be added to the Area depending on your
requirements. DocKIT compiles a unique list of users and groups who have NTFS
permission on the source folders and files that are copied to SharePoint in the
current import session. You can customize the security settings for each/user in

the custom settings screen.



CHAPTER-4-Working with Area-Import Documents to an Area

Custom Mapping

A unique zet of Uszers/Groups appearing in the source foldersfdocuments iz provided below.
Y'ou can azzign area rights for each uzerfgroup in the lizt. Select usergfgroups fram the left
lizt and zelectthe area rightz from the right list and click the Add button. You can uze the
CTRL ke to zelect multiple iterms inthe list.

|zers/Groups | Area Rights | -
BUILTIM “Adminiztratars Wiewdirea
BUILTIM S zers WiemwPages
CREATOR OWwHER Addltems
MNT AUTHORITYMNTERACTIME Editlterns
NT AUTHORITYSHETWwWORE. D eleteltemns
HT AUTHORITYSYSTEM i anagePersonalyiews
Add/Remove Perzonals’ebParts
|pdatePerzonalsfebParts
CancelCheck-Out
AddandCustomizePages b
Createdrea
b anagedrea
M anagedreaPermizzions ;I

Domain | serzdGroups Area Bight[z]
BUILTIM"&drminiztrators
BUILTIMNM sers

CREATOR OWHER

MNT AUTHORITvMTERACT IWE
WT AUTHORITvMET*WORE.
MNT AUTHORITY%S5Y'STERM

Edit |

k. | LCancel |

4) Select the NTFS user(s) and area rights from the list, click the add button. The
below figure shows the selected user(s) and area rights.
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Custom Mapping

A unigue zet of UsersfGroups appearing in the source foldersfdocuments iz provided below.
You can azsign area rights far each uzergroup in the list. Select uzersfgroups from the left
lizt and zelect the area rightz from the right lizt and click the Add button. You can uze the
CTRL key to select multiple tems in the list,

Uzers/Groups | Area Rights | -
BUILTIM Administrators Wiewdiea
BUILTINM 2ers ViewPages
CREATOR OwHER Additemnsz
MT AUTHORITYSMTERALCT 'VE Editltems
HT ALTHORITYSMETWORE. Deleteltems
MT AUTHORITYS%"'S TE b i anagePersonalyiews
Add/Remove Personalw’ebParts
UpdatePerzonals'ebPartz
CancelCheck-Out
AddandCustomizePages o
Createfrea
M anagedrea
M anagedreaPermizzions LI
Add
Damain Users/Groups Area Right(z)
BUILTIM Administrators Wiewdrea WiewPages Addltems Editlterns . Deletelterns ManagePerzor
BUILTIMNM zers Wigwdrea ViewP ages Addlterns Editlberns D eletelberns ManagePersor
CREATOR OWwHER Viewdrea ViewPages Additems Edititemsz D eleteltems ManagePerzor

HT AUTHORITYSNTERACTIVE |“iewadrea WiewPages Additerns Editltems, Deletelterns ManagePerzor
MT AUTHORITYSME T'WORE Viewdrea ViewPages Additerns Edititems D eleteltemns ManagePerzor
MT AUTHORITY%S%STEM Viewdrea ViewPages Additerns Edititems D eleteltems ManagePerzor

=
Edit |

k. | LCancel |

5) You can edit area rights for a particular user by selecting a user in the list and
click the Edit button. The below dialog shows the edit area rights.

eaic x|

Select the area rightz to which the uzerdaroup belongs to.
Uzerf/Group Hame: BUILTINYWUszers

Area Rights |
YWiewdrea

ViewPages

Addltermns

Editltermns

Deleteltemns

bk anagePerzonalfiews
Add/Remove Perszonalw/ebParts:
|JpdatePersonahs/'ebFarts
CancelCheck-Out
AddandCustomizePages
Createdrea

fanagedrea

b anagedreaPermiszions
ApplyStyleShests
BrowseDirectonies

v Select &l
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6) Select the rights, Click OK button to save changes and close the dialog.

7) Click Default button to restore the default NTFS to Area Rights.
8) Click the OK button to save the permission

4.7 Create Schedule Task

In the Import settings screen, specify all the required information like External Metadata,

Security, System Date Fields, Invalid character mapping and Document Status details for

import process. Select the ‘Schedule this process’ option and Click {OK} to launch the

schedule settings screen.

Import settings ﬂ
External Metadata: -

£~ Import metadata from a file |rnpaort...

File Properties: |Import file spstem properties az zeen in Summary tab

" Do not Import £ Azsign file properties Select..

i

Date Fields: |mport Created and Last Modified D ate fields from file spstem
[ Created Date [ Modified Date

Invalid Character Mapping: Replace invalid characters in file/folder names with walid characters

£ Mo mapping " Apply character mapping Heplace,..

Area Permigzions:  Import MTFS pemizzions to SharePoint Area

il

£ Do not impaort  Area only Eermissions...
Document Status:

" Check-in " Check-out

1) Specify the schedule settings like Task Name (must be unique), Run As user

account and other task details as shown in the screen below. Click 'Set Password'

button to type the password for the Run As user account.

2) Click Advanced button to provide additional information about the task.

Advanced Schedule Options x|

Start Date

{19 February , 2005 |
M End Date [13 February , 2005 |

s Repest task
Ewery |1IZI ﬁlr-.dinutes ﬂ
Urtil:  Duration |:1 3: Hourls) ﬁ 3: Minutel=]

[ I the task i= =ill running, stop i at this time.

Cancel |
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3) Click Apply to add the task to the scheduler. The scheduled tasks will be
displayed in a new window as shown below:
NOTE:
> If the password is incorrect, DocKIT scheduler will not be able to run the
task. Please verify the password is correct and synchronized with the user
account at all times.

> Use DocKIT application to manage (edit & delete) the scheduled tasks

Ml|Schedule Manager x|
Tazk Name +| Created Dat Bun & Schedule Mext Bun Time Lazt Bun Time Status
‘o 3 5 Mewver| HAS_MOT_RUM

Tsk_CondSitelpda 11/19/2005 CRYSTAL\Administ At 3:08 PM every 112042005 Mever HAS_MOT_RUM
tion 31430 PM rator day, starting 30800 PM

11/19/2005
Tsk_DockITDocu 11/19/2005 CRYSTALVAdminist At 376 P every 1142142005 Wever HAS_MOT_RUM
mentation F17:22 PM rator ton, Thu of every F16:00 P

week, starting

11/19/2005

Show History Show Status Show Settings Edit Task Delete Task LCloge

You can edit and delete the task details using the respective buttons in schedule main

screen.
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4.8 Reading the Activity Log

DocKIT generates an Activity Log for each import session. The activity log is stored in
the “Log” folder of the application installation path. The activity log is appended with the
date & time stamp for each import session. E.g., C:\Program
Files\DocKIT2003\Log\ActivityLog_3_11_2004_11_24_05.HTM

The Activity log contains 3 main sections:

1) DocKIT header
2) Destination Area information

3) Library information
The details in section are as follows:

1) DocKIT Header
This section reports DocKIT version used, the start date & time of the import
process, end date & time of import process and the time elapsed for the import to
complete. It also includes the Import Settings specified by the user at the time of
import as a reference.

2) Area URL - denotes the destination area URL

a) Security - This section explains whether the domain users or groups from the
NTFS source folders are assigned to an area correctly. If all of domain
users/groups are added successfully to the area then “All users are assigned
successfully” message will be displayed in Remarks column. If for any reason,
the NTFS users/groups could not be added to the area, the list of user/group
accounts that could not be added to the area and the corresponding error
message will be displayed in the table. You can also view a detailed security
report showing NTFS permissions on the source folders/files and the
corresponding mapping to SharePoint Area rights set through DocKIT.

3) Library Name - denotes the destination library name

a) Column Creation- If new Columns are created in the library using DocKIT,
the remarks of the new column will be displayed in this section. If the Column
already exists in the destination library, “Already exists” message will appear
in the Remarks section.

b) Document Import - This section states the source folders and documents,
file size, destination location and remarks. The Remarks section records the

status of the import process for each folder/document, along with the errors

(if any).

NOTE: If the user imports folders and documents into multiple libraries, DocKIT Activity

Log reports each library activity in separate sections.
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4.9 Create a Document or Picture Library by using DocKIT

1) Right Click on the Document Libraries.

2)

3)
4)
5)
6)

Destination : |http://1d52/Mews/
¥ Connect |£|Fi§fresh |%&dd » Eemove | W [mport |_gJCreaIE
EIFL%

---ﬁl Picture L

M e I ame | Descriptic

Dracurnent Libranies Dracumer

Create Document Library:
Create Picture Library

Pizture Libranes Picture Li

Manage Area Permissions

MNew Document Library 5'

Area Mame: Mews

M arne: I

Dezcrption: ﬂ
[~

Docurment Wersions: i~ Yes f* Mo

Add to Quick Launch: 8 Yes i~ Ma

Documert Template: Microzoft Office Word document j
MHane

‘b icrosott Office Word document
Mizrozoft Office FrontPage Web page

Microzoft Office Excel spreadshest
Mizrozaft Office PowerPaoint present ation
B azic page

“Weh Part Page

Enter a name and description for the new document library in the name
textbox.

Select Yes/No to maintain document versions for the library.

Select Yes/No to add the library in Quick Launch.

Select a Document Template from the drop-down menu.

Click Create button.

To create a Picture Library, Right Click on the Picture Libraries. And follow

the steps as above.
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Destination : |http://1d62/News/
¥ Connect | 2] Refresh | * Add X Eemove | W [mport | 4| Create

EI;L% iNews! Mame | Descriptit
G-l Dacument Libraries 53] D ocument Libraries Dacumer
=-ta w_t:reate Docurnent Library Picture Libraries Ficture Li

Create Picture Library

Manage Area Permissions

4.10 Manage Area Permissions

Click on the area, 'Manage Area Permissions' in the right click menu to manage
permission for the currently connected area.

Destination : |http://1d62/Mews/
*1 Connect |ﬂFi§fresh |%&dd ¥ Eemove | W [mport |__._1]Crea15

E%w Create Document Library Mame | Descripti
ol rraate Picture Library 53] D ocument Libraries Dlocumet
-l Manage Area Permissions & Pic:ture Libranies PFicture Li

The screen below shows the Manage Area Permissions window.

Manage Area Permissions ll

Area: Mews

Uzers | Fermissions |
Darmain zers/Groups

€ CRYSTAL\administratar AllCategomRights

€ Crvs TaLlhpaul Wiewdrea, ViewPages, BrowseDirectonies
Site Groups

4 Reader Hagz read-only access to the Web site.

A Contributar Can add content to exizting document libraries and lists.

2 weh Designer Can create listz and document libraries and customize pages inth...

¥ Content Manager Can create and manage areas, lists, libraries, and sites.

4 Member Can view and personalize portal zite content and create sites.

LCloze |

You can add a new user to the area by clicking the 'Add User' button at the bottom.
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4.11Add a New User to an Area Using DocKIT

Click the Add User button in Manage Area dialog to add the user to the area.

x

Area Mame: Mews

Lzer Mame: I

For Example: DOMAIM UzEr name
E-tail: I

Permizzions: e — | -~

Wiew Area

Wiew Pages

O &dd Items

[ Edit ltems

O Delete items

[ tanage Perzonal Yiews

[ 2dd/Remaove Personal Weh Parts
[ Update Personal web Parts

O Cancel Check-Out

[ 4dd and Customize Pages

1) Enter the user name in the text box.

2) Enter the e-mail id (optional).

3) Check the appropriate rights to grant to the user.
4) Click 'Add User' to add the new user to the area.
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4.12 View Column Details

Right click on the library. Select 'View Columns' from the menu to view the column

details.
x
Library ; withier
Colurmm | Type | Fequired |
Title Single line of hext Falze
K.epword Choice [Checkboxes) Falze
Test Date Date and Time Falze
Effective Date Date and Time Falze

Status Single line of hext Falze




Chapter

5 Working with Windows SharePoint Services
5.1 Connect to a Site in Windows SharePoint Services

Open DocKIT application. DocKIT main screen will appear as shown below:

(¢ Document Import Kit for SharePoint 2003 {DocKIT) - |EI|£|
File Help
4] Befresh | [Hschedule Manager | O Conditional Impart | = Help
El--- My Computer & || Mame | Type | Tatal size =
--g B =hA: Floppy Drive -
He L =l Local Disk 7 GE
e =T Lacal Disk 368
g g =E: COROM Diive . |
- : . .
R R =M Femote Dk 258 []
B8 Entire Metwaork LI Tf | 4
Destination : |

#1 Connect |-R§fresh |§ﬁdd ¥ Bemove |Elmpmt |nCrea¢e - Woaldanage -

| | 13102005

The top pane shows the files and folders of the system. The bottom pane will show the
contents of Windows SharePoint Services (WSS).

Click M button to connect the Windows SharePoint Services site.

The screen below shows all the WSS Sites in the connected server. For example, Default

Web Site [80] refers sites, under your virtual server port number 80.
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Connect to SharePoint Site

Show Sitez By: % Title £ Mame

tove the mouse over the ree node to zee UBL, Title and Mame in a toal bip.

t__‘.« ARKSpSie [ 1081 ]
-4 Default wieb Site [ 80 ]
[ 4 DockITSie [ 1080 ]

[Lreate Site | )i Cancel |

To expand the tree and view all the top level sites (or site collection) and areas, click on
the portal.

Connect to SharePoint Site

Show Sitez By: % Title = Mame

bove the mouze over the tree node to zee IURL, Title and Mame in a tool tip.
oy RD30
= 4) ARKSpSite [1081]
=g 30108
5 4 ARKDocs
-4 Default Web Site [ 80
o gl 30
=4 DockITSie [1080 ]
o g 1201020

Create Site | I

Cancel
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After selecting the requested site, click on OK button to view the Document Libraries and

Picture Libraries under the selected site.
NOTE:

1) DocKIT does not allow connecting to the virtual servers and the sites under
virtual servers in the following cases:
a) Virtual server is stopped / paused.
b) Virtual servers that are not in ready state (Need Extend, Upgrade states).
c) Site template not applied to the SharePoint site.
2) If you are unable to connect to a site or area, please check the following:
a) IIS settings - Check the host header for the virtual server.
b) DNS settings - Ensure DNS is specified for the host header.
c) Any URL redirection specified for the virtual server - Connect to redirected
URL, ensure the redirected URL is valid.
d) Template has been assigned for the site - Check if a site template has been

applied for the site.
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6 Working with Site-import documents to a Site
6.1 Adding Folders & Files

NOTE:

While updating metadata for the documents, DocKIT expects the data type of columns to
be same across libraries involved in each import session. Before adding folders/files to a

library, ensure that data types of all the columns that are to be updated are same across
the libraries.

There are three ways to add the folders and files to a SharePoint library.
Method 1: (Using destination popup menu)

1) In the top pane, select the required folders and/or files.

2) In the bottom left pane, select the destination library or a folder in the destination
library, and then right click. The right-click popup menu appears. In the popup
menu, click Add. Now the selected folders & files are added to the destination
location. If the source folder name already exists in the destination library,
DocKIT appends the new contents to the existing folder. The new folder added in

the current import session is shown with a different icon.

(& Document Import Kit for SharePoint 2003 {DockIT) -0l =]

File Help

2] Befresh | ﬁchedule kManager | lE--"]Q:unu::litiu:unal Import | E_Q’Help

EIR =N ;I M ame | size | Tupe [1=]
"‘E' C: (O TestSample File: Falder
--g o [ | Uzage File Folder
= E AWGEDE_F.DAT 14 KB DAT File i
:g ::' DocKITTest bt 120540 KB Text Document
-9 Entire Network v 2n0en K Iert pocument '|_|'
- L | »

Destination : |http:£frd52;2?49£

& Connect | 2] Refresh |~§r&dd * Femove | & [mpart | 4| Create - Babdanage -

E‘E TE@_T__W_?_'?_EFE ___________________ M ame | D escription | Source Location |
El—'—"l iDocurment Libraries: 58] Shared Documents  Share a docurment wit.
e
- Picturs Libr: MR

Manage List Permission
Wiew Columns
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Method 2: (Using source popup menu)

1) In the bottom left pane, select the destination library or a folder in the destination
library.

2) In the top pane, select the required folders and/or files, and then right click. The
right-click popup menu appears. In the popup menu, click Add. Now the selected
folders & files are added to the destination location. If the source folder name
already exists in the destination library, DocKIT appends the new contents to the
existing folder. The new folder added in the current import session is shown with

a different icon.

(¢ Document Import Kit for SharePoint 2003 {DocKIT) -0l =|

File Help
2] Befresh | [ Schedule bManager | | Conditional Import | 2 Help
--Q A ;I M arne | 5ize | Type | 1]
HE L - File Folder :
- File Folder
H=E 14K DAT File -_|
g ::' 120540 KE Tedt Document
. : .
B @ E rtire: Metwark 2&1['?9 KE IE;F ?u:u:umen.t =
3

Destination : |htt|::x';)'rc|E:2:2?‘45hJ

%1 Connect | 4] Riefresh | & Add K Bemove | W [mpart | | Creste - fsbdanage -
-] Team Web Site M are | Degcription | Source Location |

El—'-’l Document Libraries Bl Shared Documents Share a document wit...
{23 Shared Documents

---gl Picture Libraries

Method 3: (Using toolbar button)

1) In the top pane, select the required folders and/or files.
2) In the bottom left pane, click to select the destination library or a folder in the

destination library.

3) Click m button in the middle toolbar. Now the selected folders/files are
added to the destination location. If the source folder name already exists in the
destination library, DocKIT appends the new contents to the existing folder. The
new folder added in the current import session is shown with a different icon.

After adding the selected folders/files to the destination location, click the

M button.
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(f Document Import Kit for SharePoint 2003 {DocKIT) - |EI|£|
Filz Help
2] Befresh | [Fschedule Manager | O Conditional Impart | & Help
--Q B ;I Mame | 5ize [ Type | 12]
H-& L B0 TestSample File: Folder !
--Q 0 @ Usage File Folder
iy ) #vGEDE_F.DAT 14KE DAT File -_|
g " E] DockiTTest tat 120540 KB TestDocument
o ; .
- @ Entie Netnork % v e IE;‘.‘ pocument _I;I
- L | 3

Destination : Ihttp:.".a'rdEi2:2?4El.-"

¥ Connect |£]P@‘resh |Qﬁdd W Eemmve | & [mport |_ngreaIe ~ Bsbdanage -

B ] Team weh Site I ame | Size | Tupe | Modified D... | Source Lo, |

£ Dacument Libraries ] enceliless 14 KB 10/12/200..
N IEETE = h2r=d Documents

---gl Ficture Libranes

NOTE:

» To Create new Library when copying a folder, select Document
Libraries/Picture Libraries node in the destination (bottom left pane).

» DocKIT applies 'Word document template' by default, when it creates a new
document library and adds to Quick Launch.
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6.2 Import Settings

The screen below shows the Import Settings dialog when you click the Import button.
This dialog contains essential information about actions to be taken on folders and

documents.
Using this dialog you can do the following:

1) Set the document properties using an external metadata file.

2) Set the document properties using values stored in file system properties.

3) Set the document's Created and Last Modified date properties using values stored
in file system properties.

4) Replace invalid characters with valid characters.

5) Map NTFS permissions to SharePoint sites and/or libraries.

6) Assign document status to Check-in or Check-out state.

7) Action to be performed if a file with the same name already exists in SharePoint.

8) Specify how to import the source folder structure to SharePoint.

9) Schedule the import process at the specified interval of time.

Import settings X|

E xternal Metadata: =

[T Created Date

* Mo mapping

IC Dn:nnn:ntlmpn:nrt " Impart retadata frarn  file [rripart...
File Properties: |mport file system properties az seen in Summary tab
& Do not Impart " Assign file properties Select..,

Date Fields: Import Created and Lazt Maodified Date figlds from file system

Invalid Character Mapping: FReplace invalid characters in filedfolder names with valid characters

[~ Modified Date

" Apply character mapping Beplace...

Site and Library Permizzions:

Impart MTFS permizzions ta SharePaint Sitez and Libraries

% Do not import

Document Status:

' Check-in

£~ Site and libramny

" Check-out

™ Librany anly

Eermizsians...
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Import settings

Document Status:

¥ Check-n " Check-out

[ |x

Folder options:
Create top level folders: ' Yes = Mo

% |mport files and retain source folder structure
™ Import files and ignore source folder structure
= Import files in the top level folder anly

File Option: If a file with the same name already exizts in the destination location

% Do not ovenwiite " Owvenwrite " Create Mew Version Advanced... |

Import Schedule:
&+ |mport now " Scheduls this import

—
-
—

ok LCancel

1) External Metadata:

a) Do not import - Select this option if there is no external metadata to assign to
the documents in the current import session.

b) Import metadata from a file - Select this option if you like to associate an
external metadata file to the folders/files being imported. Click the 'Import..."
button.

Follow the steps in "Assign metadata" for more information.
2) File Properties:

a) Do not import - Select this option if the file properties should not be assighed
to the documents in the current import session.

b) Assign file properties - Select this option if you like to associate file properties
to the folders/files being imported. Click the 'Select...' button.

Follow the steps in "Assign file properties" for more information.
3) Date Fields:

a) Created Date - Select this option to import the source file's created date
property.

b) Last Modified Date - Select this option to import the source file's last modified
date property.

NOTE: The 'Created Date' will be imported only for newly created files. If a
file is created as new version the 'Created Date' of the file in SharePoint

remains unchanged.
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4)

5)

6)

7)

8)

Invalid Character Mapping

SharePoint doesn't allow some special characters like '~, #, %,&,{,}' in the

filenames which windows allowed. DocKIT allows you to replace these invalid

characters if any, with valid characters. You can assign it by clicking the

'Replace..." button. Follow the steps in "Invalid Character Mapping" for more

information.

Site and Library Permissions:

a) Do not import - no permission set for the selected items

b) Site and library - NTFS permissions mapping will apply to both site and library

c) Library only - NTFS permission mapping will apply only for library (e.g.,
Shared Documents)

Follow the steps in "Map NTFS permissions to Site & Library" for more

information.

Document Status:

a) Check-in - Documents imported to SharePoint library will be set to check-in
state

b) Check-out - Documents imported to SharePoint library will be set to check-out
state

Folder Options:

a) Create top level folders - Select 'Yes' if you wish to create the folders added
for import, 'No' otherwise.

b) Select Import files and retain source folder structure option to import
the files and the folders by maintaining the folder structure as in source.

c) Select Import files and ignore source folder structure option to import
only the files and ignoring the folder structure.
NOTE: Ensure that you have selected appropriate action to be performed if
the file already exists in the library, in the File option section to handle the
situation where the sub-folders have files with same name.

d) Select Import files in the top level folder only option to import the files
that are directly under the added folder(s). This ignores the sub-folders and
files in them.

File Option:

If a file with same name already exists in SharePoint, then select any one of the

following options to instruct the action to be performed by DocKIT

a) Do not overwrite - Select this option if no import is to be performed.
b) Overwrite - Select this option to remove the file (along with its version

history) and import the new file.
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c) Create new version - Select this option to create the file as a new version. By
default if the file in SharePoint is in checkedout state, DocKIT will not import
the source file. To specify the action to be taken when the file is in checkout

state, then click 'Advanced...' button and select the appropriate actions

Checked out by currently logged on user

Leave as is: DocKIT will not import the file.

Check in the file & create new version: DocKIT will check in the file and create
the source file as a new version. Hence, two versions will be created.

Cancel Checkout the file & create new version: DocKIT cancels the checked
out version and will create the source file as a new version. Hence, only one

version will be created.

Checked out by another user
Leave as is: DocKIT will not import the file.
Cancel Checkout the file & create new version: DocKIT cancels the checked
out version and will create the source file as a new version.
9) Import Schedule:
Select 'Schedule this process' option to schedule the import process at the
specified intervals OR 'Import Now' to run the import process. Follow the steps in
"Create schedule task" for more information.
10) Click OK to proceed with the import/schedule. You will see the import process

status window. Click Cancel to cancel the import operation
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6.3 Assign Metadata

NOTE:

> In an import session data type of the columns must be same across
libraries
» SharePoint Columns that are read-only will not be updated by DocKIT
» Lookup columns referring to non-existing list and column will not be
updated by DocKIT
1) Once you select 'Assign Metadata' option and click on 'Import..." button in the

Import Settings screen, the Import Metadata screen will appear.

Import Metadata |

Steps to import data from an external file into DocKIT format

Mote:

+ The firgt calumn should contain the path of the file. -
E.qg.. C:\ProjectzhBrochures. doc [or] MWDewServerDocumentzh S upport, klz

+ The name of the first field zhould be 'Path’.

+ 'Path’ field should be followed by document properties separated by comma in cevdtat file and az
separate column in sz file.

* For CSY and T=T formatz, all field names and their comesponding metadata values should be
enclozed within double quates [ '] e.g.. "John Doe',

+ For local/mapped dives used as source, enzure the 'Path’ field has the coresponding
lazal/mapped drive path [2.g.. £ \PrajectzhBrochures. doc].

+ YWhen netwark ghares are uged az zournce, ensure the 'Path’ field has the comezponding LMC ll

Sample: Click ta wiew the zample file farmats. CSY... | Exncel.. |

Step 1: Select an external metadata file [tk slsd caw).
E sternal metadata file: II::"-.DDI:K.lTUp|Dad.H|S J

Excel worksheet: I Sheetl j

Step 2: Extract data from the zelected file.

Step 3: Click to verify the extracted data figldz. et

LCancel

2) Step 1 - Click '..." button to select a file in XLS, CSV or TXT format. Click the
CSV or Excel Button to view a sample file. If the external metadata file is an excel
file, select the excel worksheet that contains the metadata values.

3) Step 2 - Click 'Extract' button to extract data from the selected file.
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Editfieids x|

1. Select appropriate 'Drata type' from the dropdown in
'Data Types' column for the new field. Column Mames | D ata Types | tandatary

Title Single line of text Mo
2 Elick! buttan to view ‘Additional info' screen. . '
Specify the additional information to be used when Keyword Single line of text Ma
creating the field. Test Date Date and Time j Mo
3. Specify additional infarmation far Lookup columnz Effective Date Sing_le Iin_e af bext &Moo
for the values to be assigned comectly. c Multiple lines of text N
tatus Choice [Drop-Diown M o
4. Select date & time format used in metadata file, if the Choice [Checkbores)
values are in different farmats in the metadata file MNurnber | |

and regional zettings of the local machine. Cuiren
Hote: Lookup [File-Mame Rel ™

* Field names that are graved are non editable and are
already present in one or more Libraries.

+ The fields marked in Fed denotes that the data type
iz different acrosz each Library, refers to non-existing

value ar iz read-only in one ar more Libraries in the o : . -
; ate and Time format; | |
curent impart. ¢lze default: - |<N|:| Timnes: *

ok | LCancel |

a) The columns specified in the external metadata file header are displayed.
Read the notes in the top of the screen.
b) Select the data type for each column from the dropdown.

c) Select if the column should be mandatory from the dropdown.

d) Click H to specify the optional values of the data types such as Lookup List
and Lookup column for 'Lookup' fields etc.

e) Select the Date and Time format in which the date and time values are
available in the metadata file. Select '<Use default>" option if date and time
values can be read using the current machine regional settings format.

f) Click OK to proceed with the data extraction or Cancel to cancel the

operation.

NOTE:

If the fields marked in Red, it denotes that the data type of that field is different
across each Library, refers to non-existing value or is read-only in one or more
Libraries in the current import. Cancel the current operation and change the field
name (header) in the external metadata file, ensure the data type is the same for all
Libraries or verify the field settings for the highlighted fields.
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4) Step 3 - Click Verify button to verify the extracted data fields.

x
Path | Title |Keyword | Test Date | Effective Date | Status®
D:ADockI TTest bt DiockIT Test file Test File 34,2004 23X00PM  3/4/2004 Done
D:ADockITTest2 bt DacklT Test file Test File Pending
D:ATestS ampletMetaD ata_Curentersion.cev Sample Metadata Version 1 Metadata 4/28/2004 Daone

DA T estSampletMetaData_Wersion01 . cav Sample Metadata Version 2 Metadata 34,2004 3 3300PKM 3/4/2004 Daone

DA TestS ampleMetaD ata_WersionDZ.cov Sample Metadata Version 3 Metadata 3552004 B3Z00PM 352004 Pending
DM\ zagehapp.ica Dockl T application loon lcan 362004 25000 PM 37642004 Pending
DA zagehdzzemblyinfo.cpp Dockl T aszembly fle Azzembly 342004 23300 PM 3442004 Pending

1

¥ row(s)

" indicates mandatory fields

The extracted data (from file) is loaded in a table format. Verify the data. Check for any

errors reported in the screen for further action.

5) Click the Close button.

Tips to create the Metadata file

>

Use the tips below to create an external metadata file in CSV / Excel / TXT
format:

The first row of the file should contain the Field Names as headers separated by
comma (,).

The first field should be named as 'Path'. 'Path’' field should be followed by other
field names separated by comma (;), in whose names the document properties
will be created in the SPS.

The first field named 'Path' is mandatory. This field will not be carried forward as
a metadata into SharePoint Server.

The first column of all the rows should contain the path of the file e.g.,
C:\Projects\Brochures.doc (or)

\\DevelopmentServer\Documentations\Support.xls

If you use local/mapped drives to import files, ensure the 'Path' field has the
corresponding local/mapped drive path (e.g., M:\MyDocs\Filel.xlIs). If you use
shares to import file, ensure the 'Path' field has the corresponding UNC path

(e.g., \\Machine_Name\Share_Name\Filel.xls).
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>

For CSV and TXT formats, all field names and their corresponding metadata

values should be enclosed within double quotes (

\\V/4

) e.g., “John Doe".

Ensure date values are in 'Date Only' or 'Date And Time' format.

Lookup data type is split into 3 types based on the input value provided in the

metadata file and the list to which it refers:

a)

b)

Lookup File Name Reference

For lookup field referring to files in a document/picture library, you have to
specify the path and name or the ID of the destination file. DocKIT checks
whether the file exists in the referenced list and assigns the referenced
column value.

Example:

In the example given below, File_Ref lookup column use the path and file
name format:

“Path”,”Modified Date”,”Author Name”,”Post”,"File_Ref"
“C:\Management\Brochures.doc”,”11/06/2002",”John
Doe”,”"CEOQ”,"folder1l/docl.txt"

“C:\My Sales\Proposals.xls”,”16/08/2002","Jane Doe”,"Director”,"20"

For lookup fields referring to items in other list types, you have to specify the
ID of the destination item. DocKIT checks whether the item with the ID exists
in the referenced list and assigns the referenced column value.

Example:

In the example given below, ID_Ref lookup column use the ID format:
“Path”,”Modified Date”,”Author Name”,”Post”,"ID_Ref"
“C:\Management\Brochures.doc”,”11/06/2002",”John Doe”,"CEQ","4"

“C:\My Sales\Proposals.xIs”,”16/08/2002",”Jane Doe”,”"Director”,"20"

Lookup Column Value Reference

In this case you must specify the column value in the metadata file. DocKIT
will search for the value in the corresponding column of the referenced list
and assign the ID of the first item matching the column value to the lookup
column of the imported file, only if the column value exists.

Example:

“Path”,”Modified Date”,”Author Name”,”Post”,"Col_Ref"
“C:\Management\Brochures.doc”,”11/06/2002",”John Doe"”,”"CEQ","Stock
Details"

“C:\My Sales\Proposals.xls”,”16/08/2002",”Jane Doe”,”"Director”,"Accounts"
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c) Lookup User Information Reference
For lookup field referring to 'Web site Users' list, the respective value of the
referred field must be specified in the metadata file. For example, if the
lookup field refers to a user's e-mail ID, then the e-mail ID of the user must
be specified in the metadata. DocKIT will search for the given value in the
corresponding column in the 'Web site Users' list and assign the ID of the user
to the lookup column.
Example:
“Path”,”UserDisplayName", "UserID", "UserMailID", "UserUserName"
“C:\Management\Brochures.doc”,”Nick", "10", "Nick@vyapin.com",
"VYDOMAIN\Nick"
“C:\My Sales\Proposals.xIs”,”John", "1", "john@vyapin.com",
"VYDOMAIN\John"

Sample format of a metadata file:
“Path”,”Modified Date”,”Author Name”,”Post”,"Author_Ref"

“C:\Management\Brochures.doc”,”11/06/2002",”John
Doe”,”CEQ”,"folder1/doc1.txt"

“C:\My Sales\Proposals.xls”,”16/08/2002",”Jane Doe”,"Director”,"doc2.txt"

“C:\My Sales\Demo.ppt”,”09/09/2002"”,"David”,”"Operations
Manager,"folderl/folder2/doc3.txt"
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6.4 Assign File Properties

1) Once you select 'Assign file properties' option and click on 'Select..." button in the

File Import Settings screen, the screen below will appear.

File Properties x|

Select File Properties to update in SharePaoint Library. ou can edit Colurmn Mame in the testbox. DockIT
will update the Column entered in the textbos with the walue in file systern property. You can select the data
twpe and specify the separator character [comma by default] for Categone and Kewwords properties below,

MHaote: DocklT will create the file properties with the Column Mame entered in the testbos, i not present in
the destination library.

File Propertiez SharePaint Column Hame Data Type
v Title Title Single line of text
W Subject Subject Single line of text
v Authar Athior Single line af text
¥ Categony Cateqaory Chaice [Checkboxes) j
W Kepwords F.emwordz Choice [Checkboxes) j
v Comments Comments kultiple lines of bext
W tanager bl anager Single line of text
v Compary Compatiy Fultiple lines of text
Select Al | Clear Al Separatar for Choice [Checkboxes): I_

@ Bestore defaults Cancel

2) Select the desired File Properties to update in SharePoint.

>

>

>

For all file properties specify the respective SharePoint column name to be
updated. You can specify the Column Name in the respective textboxes.

For 'Category' and 'Keywords' properties, you can select the data type from
the data type drop-down. The data type selected will be applied only when
creating the specified SharePoint columns. The data type for the existing
SharePoint columns will not be modified. If the data type for 'Category' or
'Keywords' property is selected as 'Multi Choice', specify the character
separator used in the source file.

The 'Manager' and 'Company' file properties are applicable for MS-Office

documents only (Word, Excel and PowerPoint).

3) Click OK to proceed and Click Cancel to cancel the operation.
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6.5 Security Settings

DocKIT allows users to map their NTFS source security to SharePoint permissions at the
site and document/picture library level. DocKIT maps the NTFS permissions with the

corresponding site groups and library rights.

DocKIT provides a default mapping of NTFS permission to site group and library rights.
In the case of site group mapping, the NTFS permissions are mapped with the most
likely permission of default site groups. Similarly, in the case of library rights mapping,
the NTFS permissions are mapped with the most likely rights of a library. These default
mappings can be changed by the user while assigning SharePoint permissions from NTFS

source.
The table below explains default security mapping for NTFS to SharePoint site groups:

Site level default security

NTFS Permission SharePoint Role
Full Control Administrator
Special Access (RWXDPQO) Administrator
Special Access (RWXDP) Web Designer
Special Access (RXDP) Web Designer
Special Access (RXDPO) Web Designer
Special Access (DPO) Administrator
Modify Contributor
Change Contributor
Write Contributor
Special Access (RW) Contributor
Special Access (RWD) Contributor
Special Access (RXD) Contributor
Read Reader

No Access None

List Folder Contents Reader

Read & Execute Reader
Special Access (R) Reader
Special Access (RX) Reader
Special Access (RWX) Contributor
Special Access Reader

For each NTFS source permission set in the source folders/documents for a user, DocKIT
assigns the user to a site group based on the security mapping. If the user
‘MYDOMAIN\John_Doe’ has ‘Full Control’ in one folder and ‘Read’ in another folder or

sub-folder, DocKIT assigns the user to both ‘Administrator’ and ‘Reader’ site groups.

For example, the user ‘MYDOMAIN\John_Doe’ has ‘Full Control’ of the folder

“F:\Sales_Documents”; DocKIT assigns this user to ‘Administrator’ site group.
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If the user ‘"MYDOMAIN\John_Doe’ has ‘Read, Write and Execute’ permissions in the
folder “F:\Sales_Documents\Customers”, it assigns ‘Contributor’ site group to the user.
Hence, the user ‘MYDOMAIN\John_Doe’ is assigned to the ‘Administrator’ & ‘Contributor’

site groups.
The table below explains default security mapping for NTFS to SharePoint library rights:

Library level default security

NTFS Permission SharePoint Permissions

Full Control Manage List Permissions, Manage Lists, Cancel
Checkout, Add/Edit/Delete List Items, View Items,
Manage Personal Views

Special Access (RWXDPO) Manage List Permissions, Manage Lists, Cancel Check-
Out, View Items, Add/Edit/Delete List Items Manage
Personal Views

Special Access (RWXDP) Manage List Permissions, Manage Lists, Add/Edit/Delete
List Items, View Items, Manage Personal Views

Special Access (RXDP) Manage List Permissions, Manage Lists, View Items,
Manage Personal Views

Special Access (RXDPO) Manage List Permissions, Manage Lists, Cancel
Checkout, View Items, Manage Personal Views

Special Access (DPO) Manage List Permissions, Manage Lists, Cancel
Checkout, Add/Edit/Delete List Items, Manage Personal
Views

Modify Add/Edit/Delete List Items, View Items, Manage
Personal Views

Change Add/Edit/Delete List Items, View Items, Manage
Personal Views

Write Add/Edit/Delete List Items, Manage Personal Views.

Special Access (RW) Add/Edit/Delete List Items, View Items, Manage
Personal Views

Special Access (RWD) Add/Edit/Delete List Items, View Items, Manage
Personal Views

Special Access (RXD) Add/Edit/Delete List Items, View Items, Manage
Personal Views

Read View Items, Manage Personal Views

No Access None

List Folder Contents View Items, Manage Personal Views

Read & Execute View Items, Manage Personal Views

Special Access (R) View Items, Manage Personal Views

Special Access (RX) View Items, Manage Personal Views

Special Access (RWX) Add/Edit/Delete List Items, View Items, Manage
Personal Views

Special Access View Items, Manage Personal Views
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For each NTFS source permission set in the source folders/documents for a user, DocKIT
grants the wuser library rights based on the security mapping. If the user
‘MYDOMAIN\John_Doe’ has ‘Full Control’ in one folder and ‘Read’ in another folder or
sub-folder, DocKIT grants the user ‘Manage List Permissions, Manage Lists, Cancel
Checkout, Add/Edit/Delete List Items, View Items, Manage Personal Views' rights on the
library. Though the user has only ‘View Items, Manage Personal Views’ according to the
‘Read’ permissions in NTFS, it grants the maximum rights based on the NTFS permission

at source.

As stated before, the user can change the default security mapping to suit their

requirements.
Custom Permissions

Apart from the default & custom security mapping of NTFS permissions to site and
library stated above, DocKIT has a provision to customize the security for each
user/group in NTFS at the time of importing folders & documents to SharePoint. A

DocKIT user can define custom permissions for each user at the time of import.

DocKIT compiles a unique list of users and groups that appear in your NTFS source
folders and documents. Each user/group can be added to specific site groups and
granted specific library rights using the custom security permissions. DocKIT custom
permissions interface allows a user to be added to multiple site groups and grant

multiple library rights.
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6.6 Map NTFS Permissions to Site & Library

The screen below shows the Import settings dialog when you click the Import button.
This dialog contains essential information about actions to be taken on folders and

documents.

Import settings El

E xternal Metadata: =

™ Import metadata from a file [rnpart..

File Properties: |mport file spstem properties as seen in Summary tab

' Do not Import " Assign file properties Select...

Date Fields: Import Created and Lazt Modified Date fields from file system
[T Created Date [ Modified Date

Invalid Character Mapping: Feplace invalid characters in filedfolder names with valid characters

% Mo mapping " Apply character mapping Eeplace,..

Site and Library Permizgions: Import MTFS permiszions to SharePoint Sites and Libranies

& Do not impart " Site and library " Library only Eermissions...

Document Status:

&+ Check-n " Check-out

=]

(1] 4 Cancel

You can map the NTFS permissions to SharePoint site and libraries or to
document/picture libraries only. If you do not want to map NTFS permissions to

SharePoint, select 'Do not set permissions' option.

Select the appropriate option button in the screen above in 'Step 2 - Site and Library

Permissions' section.

a) Do not import - no permission set for the selected items

b) Site and library - NTFS permissions mapping will apply to both site and library

c) Library only - NTFS permission mapping will apply only for library (e.g.,
Shared Documents)

1) Click Permission button. The Security Mapping screen appears below:
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Security Mapping |

Mapthe NTFS permizzionto approprnate site groups. You can click the Custom button
to aszign each userfgroup to muliple site groups.

MTFS Pemigzionz Site Group(z]
Full Control Adminiztratar j
Special Acces: [RW=DPO] Reader

Contributor

Special Accezs [RWHDP]
Special Accessz [R=DF]

"Webh Desigher
A drinistrator

buSiteGroup
Special Acceszs [R=DPO] Wieh Designer
Administrator

Special Acceszs [DPO]

Festore Defaulks Custan...

Mapthe NTFS permiszzionto library rights. You can click the Custom button to assign
the library rights to each user and group.

MTFS Pemizzions Libramy Rights

Full Cantral kanage List Permizzions, Manage Lists, Cancel Check-Out, AddLi

Special Access [Rw=DPO]

bdanage List Permiszions, Manage Listz, Cancel Check-Out, Yiew

Special Access [Aw=DF]

banage List Permizzions, Manage Lists, AddListltems, EditListltem

Special Accessz [R=DF)

b anage List Permizzions, Manage Listz, View ltems, Manage Pers

Special Acceszs [R=DPO]

kanage List Permizzions, Manage Lists, Cancel Check-0ut, Yiew

Special Acceszs [DPO]

kanage List Permiszions, Manage Lists, Cancel Check-Out, AddLi

Restore Defaulks | Cuistan...

-

Mote: The library rights azsigned here will be apphed to
alllibrariez in the current import seszion.

ok |

Cancel |

2) Select the most appropriate SharePoint role for each NTFS permission from the

drop-down. For each NTFS permission granted to a user/group on all folders and

sub-folders (or documents if you are importing only documents), the user/group

will be added to a SharePoint site group mapped in this screen. A user/group will

be added to multiple site groups if he/she has multiple NTFS level permissions on

each folder/sub-folder.

Similarly, select the most appropriate Library Rights for each NTFS permission

from the drop-down. For each NTFS permission granted to a user/group on all

folders and sub-folders (or documents if you are importing only documents), the

user/group will be granted library rights based on the NTFS to Library Rights

mapping.
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Security Mapping |

Mapthe NTFS permizzionto approprnate site groups. You can click the Custom button
to aszign each userfgroup to muliple site groups.

MTFS Pemigzionz Site Group(z]

Full Contral Adminizgtrator

Special Access [BW=DPO] Adrninistrator

Special Accezs [RWHDP] Wieh Designer

Special Accessz [R=DF] Wheb Designer

Special Acceszs [R=DPO] YWieh Designer

Special Acceszs [DPO] Adrministrator =

Festore Defaulks Custan...

Mapthe NTFS permiszzionto library rights. You can click the Custom button to assign
the library rights to each user and group.

MTFS Pemizzions Libramy Rights

Full Cantral Manage Lists, Manage List Permizsions, Manage Personal vie | «
Special Access [Rw=DPO) hanage Lists -
Special Access [FwDP) hanage List Permissions

hanage Personal Yiews

Special dccess [RXDP) cancel Check-Out

Special dcocess [RxDPO) AddLizthems _ILI
Special Acceszs [DPO] < I I L -
Restore Defaulks | Cuistan... |
Mote: The library rights azsigned here will be apphed to | |
alllibraries in the current import seszion. Ok Cancel

3) Click the Custom button to customize NTFS permissions for each user or group in
the source folders & files. You can customize the NTFS permissions for each
user/group for Site and Libraries, depending on the option selected in the Import
settings screen.

If you click the Custom button for Site roles, the screen below appears. For each
unique user and group presented in the list, you can add the user to multiple Site
Groups from the drop-down menu.

NOTE: Since SharePoint does not allow permissions to be defined at the folder
level, the NTFS users/groups can be added to the Site and/or Library depending
on your requirements. DocKIT compiles a unique list of users and groups who
have NTFS permission on the source folders and files that are copied to
SharePoint in the current import session. You can customize the security settings

for each/user in the custom settings screen.



CHAPTER-6-Working with Site-Import documents to a Site

Custom Mapping

A unique zet of Uszers/Groups appearing in the source foldersfdocuments iz provided below.
Y'ou can add each uzerfgroup to multiple zite groupz. Select uzersfgroups from the left izt
and zelectthe zite groups fram the right list and click the Add button. You can uze the CTRL
key to zelect multiple items in the list.

|zers/Groups | Site Groups |
BUILTIM “Adminiztratars Reader

BUILTIM S zers Contributar

CREATOR OwHER Wwieh Designer

CRYSTALMUSR_RDEZ Adminiztrator

CRYSTALMDWS_ 470339733 _admin MySiteGroup

Evenone

NT AUTHORITYSMTERACTIVE

MT AUTHORITYSHETWORE,

MT AUTHORITYMETWORE SERVICE
MT AUTHORITY%SYSTEM

Domain | serzdGroups Site Group(z)] -
BUILTIM"&drminiztrators
BUILTIMNM sers

CREATOR OWHER
CRwSTALMUSE_RDEZ
CRwSTALNIW'S_470335733_adr

Evenone
[

T N Edi |

1] | LCancel |

Select the users and site groups in the list, click the add button to add the
selected users to the selected site groups. Use the CTRL key to select multiple

items in the list.
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Custom Mapping

& unique zet of UzersiGroups appearing in the source foldersfidocuments iz provided below.

You can add each uzerfgroup to multiple site groups. Select uzersfgroups fraom the left izt
and zelect the zite groups from the right list and click the Add button. You can uze the CTRL

kevto select multiple temsz in the list.

Uszers/Groups | Site Groups |
BUILTIM Adminiztrators Feader

BUILTIMYzers Contributor

CREATOR OwWHER Ywieh Desigrer

CRYSTALNUSE_RDEZ Adrninizstrator

CRYSTALMDWS 470339733 _admin MySiteGroup

Evemone

WT AUTHORITYSMNTERACTIVE

MT AJTHORITYSHETWORK

NT AUTHORITYSHETWwWORK SERWICE
MWT AJTHORITYSSYSTEM

Add |
[Damain Users/Groups Site Group(s] j

BUILT IMN &dminiztrators Feader. Contributor \web D esigner Administrator MySiteGroup
BUILTIN%zers Feader, Caontributor \web D esigner Administrator MySiteGroup
CREATOR OWMER Feader, Contributor \web D esigner Administrator MySiteGroup
CRYSTALMUSRE_RDEZ Reader, Contributor Meb Dezigner Administrator, MySiteGroup
CRYSTALNMIWS 470339733 adi| Reader,Contributor \Web Dezigner Administrator, MySiteGroup
Everyone Reader, Contributor \wWeb D esigner Administrator, MySiteG roup

=l
Edit |

] | LCancel

You can edit the site groups for a given user/group by selecting the user/group in
the list and clicking the Edit button. You may also double-click on the user/group
to edit the site group.

x|

Select the site aroupsz to which the user/group belongs to.
UzerfGroup Mame: BUILTINVWUzers

Site Groups |
Reader

Contributor

“wieb Dezigner

Administrator

MySiteGroup

v Select Al Cancel
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If you click the Custom button for Library Rights, the screen below appears. For
each unique user and group presented in the list, you can assign the relevant
Library Rights for each user/group from the drop-down menu.

Select the users and appropriate library rights in the list and Click the Add

button to assign the library rights to the selected set of users.

Custom Mapping

A unique zet of Lizers/Groups appearing in the source falders/documents iz provided below.
Y'ou can azzign librane rightz for each uzergroup in the list. Select uzerzfgroups from the left
lizt and zelect the libram rights frorm the right lizt and click the Add button. You can usze the
CTRL ke to zelect multiple iterms inthe list.

|zers/Groups | Library Rights |
BLILTIM s&dminiztrators td anage Lists
BUILTIM S zers tanage List Permiszions
CREATOR O%wHER b anage Perzonal Yiews
CRYSTALMUSR_RODEZ Cancel Check-Out
CRYSTALMIWS_ 4703357 33_admin AddLigtlkems

Evenone EditLiztltems

MNT AUTHORITYMNTERACTIME Deletelistitems

WNT AUTHORITYSHETwWORE. Wiew Lizt ltems

WNT AUTHORITYMETwWORE SERVICE

MNT AUTHORITYSYSTE M

Add
Domain U zerzdGroups Libram Rights =
BUILTIM&dminiztrators kanage Lists M anage List Permizzions b anage Perzonal Wiews, Cane
BUILTIMNYzerz b anage Listz Manage List Permizsionz, M anage Personal Wiews, Cant
CREATOR O'WHER kManage Listz Manage List Permizsions, M anage Personal Wiews, Cane
CRYSTALNMUSE_RDE2 b anage Listz Manage List Permizzions, M anage Perzonal Wiews, Cane
CRYSTALNDWS 470339733 adr| Manage Listz M anage List Permizzions Manage Personal "v"iews,l:an:_
Evemone b anage Lists M anage List Permizziohs, b anage Perzonal "-.-"iEWS,Eaﬂ[j

Edit |

ok | LCancel |

You can edit the library rights for a user/group by selecting the user in the
bottom list and clicking the Edit button. You may also double- click on the

user/group to edit the library rights.
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x|
Select the libramy rights toowhich the userdgroup belongs o
Uzer/Group Mame: BUILTINUzers

Library Rights |
hanage Lists
b anage List Permiszions
kManage Perzonal Wiews
Cancel Check-Out
AddListiterns
EditListltems
Deletelist tems
Wiew List lbems

v Select Al Cancel

4) Click OK button to save changes. Click Cancel to close this dialog without saving
the changes.

5) Click Default button to restore the default NTFS to SharePoint Rights.

6) Click the Save button to save the permission settings.

7) Click Close button to close this window.
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6.7 Create Schedule Task

In the Import settings screen, specify all the required information like External
Metadata, Security, System Date Fields, Invalid character mapping and Document
Status details for import process. Select the ‘Schedule this process’ option and Click
{OK} to launch the schedule settings screen.

Import settings il
External Metadata: =

" Import metadata fram a file Impart... |

File Properties: Import file system properties az zeen in Summary tab

' Do not Impoart " Azsign file properties Select. |

Date Fields: Impart Created and Last Modified D ate figlds from file system
[~ Created Date I Modified Date

Invahd Character Mapping: Replace invald characters in filedfolder names with valid characters

f* Mo mapping = Apply character mapping Eeplace... |

Site and Library Permissions: |mport HTFS permizzions to SharePoint Sites and Libraries

i Do not import = Site and library £ Library cnly Bermissions. .. |

Document Status:

" Check-in ™ Check-out

=l

ok | LCancel |

1) Specify the schedule settings like Task Name (must be unique), Run As user
account and other task details as shown in the screen below. Click 'Set
Password' button to type the password for the Run As user account
x|

Task Mame : IT zk_ Dokl T Dlocurnentation

ok 2:06:14 P everns day, starting 11/13/2005

—HRun ds

|CRYSTAL\Administrator Set Password |

[ Domain Mamehlzer Mame |

Schedule Taszk Start time:

| Daily ~| |03:05PM = Advanced |

Ak Spstem startup
At Logon
when idle

I Enabled [Scheduled tazk runs at specified time]

Apply LCancel
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2) Click Advanced button to provide additional information about the task.

Advanced Schedule Options |

Start Date |1'.9 February , 2005

=
=

W End Date {19 February , 2005

L Repest task

Every |1III j IMinutes j
Urtil ;. Duration I:I 3: Haur(=] I:I 3: finuters]

™ lfthe task is Zill running, stop it &t this time.

Cancel

3) Click Apply to add the task to the scheduler. The scheduled tasks will be

displayed in a new window as shown below.
NOTE:

> If the password is incorrect, DocKIT scheduler will not be able to run the

task. Please verify the password is correct and synchronized with the user

account at all times.

> Use DocKIT application to manage (edit & delete) the scheduled tasks

| Schedule Manager

Tazk Name +| Created D ate Fiun &z Schedule Hewxt Bun Time Lazt Bun Time Status
A on Heve Mewer| HAS_MOT_RUM

05

[CRERE 11./20/2005 Mewer HAS _MOT_RUM

entalion ratar

Tsk_CondSitelpda 11/19/2005 CRYSTALVAminist | At 3:08 P

tion 31430 PM rator day, ztarting 308:00 PM
11419/2006
Tek_DocKITDocu 11/19/2005 CRYSTAL\Adminizt At 376 P every 1142172005 Mever HAS_MOT_RUN
mentation F17:22 PM rator taon, Thu of every F16:00 PM
week, starting
1141942008
Show History Shaw Status Show Settings Edit Task Delete Task LCloze

You can edit and delete the task details using the respective buttons in schedule main

screen.




CHAPTER-6-Working with Site-Import documents to a Site

6.8 Reading the Activity Log

DocKIT generates an Activity Log for each import session. The activity log is stored in

the “Log” folder of the application installation path. The activity log is appended with the

date

&

time stamp for each import session. E.g., C:\Program

Files\DocKIT2003\Log\ActivityLog_3_11_2004_11_24_05.HTM

The Activity log contains 3 main sections:

1) DocKIT header

2) Destination Site information

3) Library information

The details in section are as follows:

1) DocKIT Header:

This section reports DocKIT version used, the start date & time of the import
process, end date & time of import process and the time elapsed for the import to
complete. It also includes the Import Settings specified by the user at the time

of import as a reference.

2) Site URL - denotes the destination site URL

a) Security- This section explains whether the domain users or groups from the

NTFS source folders are assigned to site correctly. If all of domain
users/groups are added successfully to the site then “All users are assigned
successfully” message will be displayed in Remarks column. If for any reason,
the NTFS users/groups could not be added to the site, the list of user/group
accounts that could not be added to the site and the corresponding error
message will be displayed in the table. You can also view a detailed security
report showing NTFS permissions on the source folders/files and the

corresponding mapping to SharePoint Site security set through DocKIT.

3) Library Name - denotes the destination library name.

a) Security - If all of the domain users/groups are added to the library, then “All

users are assigned successfully” message will be displayed. If for any reason,
the NTFS users/groups could not be added to the library, the list of
user/group accounts that could not be added to the library and the
corresponding error message will be displayed in the table. You can also view
a detailed security report showing NTFS permissions on the source
folders/files and the corresponding mapping to SharePoint Library rights set
through DocKIT.
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b) Column Creation- If new Columns are created in the library using DocKIT,
the remarks of the new column will be displayed in this section. If the Column
already exists in the destination library, “Already exists” message will appear
in the Remarks section.

c) Document Import - This section states the source folders and documents,
file size, destination location and remarks. The Remarks section records the
status of the import process for each folder/document, along with the errors
(if any).

NOTE: If the user imports folders and documents into multiple libraries,

DocKIT Activity Log reports each library activity in separate sections

6.9 Create Site by Using DocKIT

Click Create Site in the connect window to create a new site or sub-site under the

current site. The screen below shows the Create Site window.

Create Site x|

Title: I

Description: ;I

‘web Site Address: | http://rdB2: 6876/

Permizsions: ' Use zame permissions az parent site © Usze unique permissions
T emplate: j

[Blark Site ate Cancel
Dacument Woaorkzpace

B azic Mesting Workzpace
Blank Meeting Workspace
Decizion Meeting 'Workspace
Social Mesting Warkspace
Multipage Mesting Workspace

1) Enter the title, description and web site address.
2) Select the permission type.

3) Select the site template, Click Create button.
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6.10 Create a Document or Picture Library by Using DocKIT

1)

2)

3)
4)
5)
6)

Right Click on the Document Libraries.
Destination : |http:##n:IEE:EEII:II:IaJ

¥ Connect |£]Figfreah |§&dd ¥ Eemove |E1mp|:|rt |_gJCreaIE

El--ﬁﬂ Team Web Site I ame | Dezcription
EBIEENE O oozt Librarias:
-] Picture Libraries Create Docurment Library

Create Pickure Library
Manage Sike Permissions

m

Documents  Share a document wit,

Mew Document Library 5'

Site Mame: rd&2; 5300

I ame; I

Description; LI
Document Yersions: 0 Yes i* Mo

Add to Quick Launch: % Yes " Mo

Dacument Termplate: Microgzoft Office wWord document j

Mone

:hicrozaft Office ord document
Microgzoft Office FrontPage Web page
Microgzoft Office Excel spreadshest
Microgzoft Office PowerPaoint prezentation
Bazic page

‘wieb Part Page

Enter a name and description for the new document library in the name
textbox.

Select Yes/No to maintain document versions for the library.

Select Yes/No to add the library in Quick Launch.

Select a Document Template from the drop-down menu.

Click Create button.

To create a Picture Library, Right Click on the Picture Libraries. And follow the
steps as above.

Destination : Ihttp:.-".-"rdEE:EHDEI.-"

*1 Connect |ﬁFi§fresh |%&dd ¥ Eemove |E1mp|:|rt |__._1]Crea15

Eﬁﬁ Team ‘Web Site M ame | Description
B#-{53] Document Libraries

Create Document Library:

Create Picture Library

Manage Site Permissions
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6.11 Manage Site Permissions

Click 'Manage Site Permissions' in the right click menu to manage permission for the

currently connected site.

Destination : Ihttpi.-".-"rdEEiEHDD.-"

Manage Site Permissions

#1 Connect | ] Befrash | S Add X Femove | W [mpoart | | Create
= _.JI Do Create Document Library Name — I Desep
F a1 Fie Create Picture Library IEE]| D.Dn:umer?t LIFI[EI[IES D.ncumer.

] Picture Libranies Picture Li

The screen below shows the Manage Site Permissions window. This window shows all

the users, domain-groups, site-groups and cross-site groups for the current site.

Manage Site Permissions ll

Site Mame: rd62:5300

Add Site Group...

Uzers | Uszer Mame | Site Group(z] / Permizsion(s] | E -k il |
Users |

€ CRYSTAL\administratar CRYSTALMadministrator Admiristrator adminizicrygtal, com

€ Paul b Adams CRYSTALYpaul b pSiteGroup paulizicrystal com
Domain eers/Groups

ﬁ CryztalhDomain Uszers CRYSTALYdomain users Reader, Contributor, “web Des. ..
Site Groups

A Reader CRYSTaALYdomain users WiewListltemz, Dpentaieb, Vie...

2 Contributar CRYSTaALYdomain users WiewListltemns, AddListiterns, E...

23 web Designer CRYSTaALYdomain users WiewListltemns, AddListiterns, E...

2 sdministrator CRYSTALsadminiztrator Fullkd azk.

A MySiteGroup CRYSTALNpaul WiewList tems, ManagePerson. .
Crozz Site Groups Owarer Site Groups

A testczgroup CRYSTAL\administratar Cantributor, Adrinistrator

Add Uszer.. LCloze

You can create a new site group or add a new user to the site using the respective

buttons at the bottom.
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6.12 Add a Site Group by using DocKIT

Click 'Add Site Group' button from "Manage Permissions" right-click menu for a site.

x
Site Mame: rd62: 5900
Site Group Mame: |
Diezcription: |
Lizt Rights: Site Rights: Perzonal Rights:
[™ tanage List Permission: [ Manage Site Groups ™ Manage Personal Wiews
[ anage Lists [ Wiew Usage Data [T Add/Femove Private Web Parts
[ Cancel Check-Out [ Create Subsites [ Update Perzonal ‘Web Parts
[T Add ltems [ Manage web Site [T Create Cross-Site Groups
[ Edit ltems [ Add and Customize Pages
[ Delete ltems [ Apply Themes and Borders
[ Wiew ltems [~ Apply Style Sheets
[ Browse Directories
[ Wiew Pages
I~ Select Al | Cancel |

Enter the Site Group Name and Description. Select the necessary rights before

clicking the 'Create’ button.
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6.13 Add a New User to Site by using DocKIT

You can add a new user and assign the user to site group(s) using this screen. Click on

Add user button, add user dialog is shown.

Newsiteuser x|

Site Mame: rd&2: 5300

Uszer Marne: I
For Example: DOMAIMYhame or cross-zite group names

E-Mail: I

Site Groups: Site Groups | Description |
O Reader Haz read-only access to the Web site.
O Contributor Can add content to exizting docume. ..
O web Designer Can create lists and document brari...
O &dministrator Haz full contral of the Wwieb site,
O tySiteGroup

: Cancel |

1) Enter the user name, or cross site group to the user name text box.

2) Enter the e-mail id (optional).
3) Select the site groups from the list.
4) Click 'Add User' to add the new user to the site
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6.14 View Column Details

Right click on the library. Select 'View Columns' from the menu to view the column

details.
x
Library ; withier
Colurmm | Type | Fequired |
Title Single line of hext Falze
K.epword Choice [Checkboxes) Falze
Test Date Date and Time Falze
Effective Date Date and Time Falze

Status Single line of hext Falze
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7 Schedule Manager

7.1 View schedule tasks

In the main DocKIT application window, Click Schedule Manager button in toolbar.

(f Document Import Kit for SharePoint 2003 {DocKIT) - |EI|£|

Fil=  Help

4] Befresh | [F15chedule tanager | O Conditional Import | ' Help

El--- by Camputer ~ || Name | Tupe | Total size =
--g B =4 Floppy Drive -
= G =Tn Lacal Disk 7GB
g =0 Local Disk 368
:g M: =E COROM Drive - —
=l v ek 26 -

H- @ Entire Netwark LI ﬂ | 4

Destination : |

¥ Connect |IP@fresh |Qﬁdd W Eemmve | & [mport |nCreale ~ Waldanage -

| | 13102005

New window will display the current status of the scheduled tasks and its related

settings.

103
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| schedule Manager x|

Mext Bun Time Lazt Bun Time
Mever| HAS_MOT_RLM

=] lon

Tzk_CondSitelpda

1142042005 Mever HAS_MOT_RLUN

tior 31430 P rator day, starting 30800 P

1141942008
Tsk_DocKITDocu 11419/2005 CRYSTALAdminist At 316 PR every 1142172006 Mewver HAS_MOT_RLUN
mentation F1F22 P rator tan, Thu of every 31600 P

week, starting

1141942005

Showy Histary Shmw Status Show Sethings Edit Tazk Delete Task Cloze

To view the History of currently selected/all scheduled tasks, Click Show History
button.

Schedule History screen will be displayed as below. Schedule History summarizes the
task details such as start date/time, end date/time, status of the task and links to the
metadata extraction error log and activity log for each task. To view the {Error Log}
and {Activity Log} associated with a specific import task, Click the respective

hyperlinks to view the log information.

Schedule History

Shaw histary far If-‘-.ll j

Taszk Mame +[ Start Time | End Time | Status | Fiemarks | dsctivity log

Tak_ARKSPDocumentation  12/03/20051:3818 P 12/03/2005 1:38:25 P Complete. Wi
1240342005 13909 P 12/03/200581:33:13 P Complete, Yigw

Tsk_CondSitel) pdation 12/03/2005 1: 3333 PW 12/03/2005 7:38:38 P Complete, e

Tsk_DockITDocumentation  12/05/2005 1:353:54 P 12/03/2005 1:38:57 P Complete. Wi
12/03/20051:3939 P 12/03/20051:39:42 Pt Complete. g
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NOTE: The Status of an import process will show as 'Incomplete’ if:

» Software evaluation period expires.

v

Metadata file is not found in the specified location or not accessible.

» There is a mismatch in the column list from the time of creating the import
task and metadata extraction.

> Metadata file is not in expected format (‘Path' not available in first column).

> Any errors returned by SharePoint during the upload process
To view the current status of the running schedule
Click the task name, which enables the "Show Status"” button, if it is running.

Click Show Status button to view the status information as below:

15 DocKIT Import Status x|

URL: http:fird62-81/SampleSitef .
=
DockIT @

Vin e gt R
o Sharwl ot 3011

Importing documents...

From: O ADockl TT et FOOD0E, txt

To: Shared Documentz\Dock] T T esth\FOO00G. kxk

wharking with itemn 5 of 91003

|mpart starked: 01122005 2:50:15 P

NOTE: Status information shows the process item out of total number of items.
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7.2 Edit & Delete a Schedule Task

Click on Schedule Manager in toolbar to launch the schedule settings screen.

ll|schedule Manager |

Tazk Mame 4| Created D ate Schedule Hext Bun Time Last Bun Time Status
SPD oL ] At 3:16 PM on Mewver| HAS_NOT_RUN

entation 31648 19/
Tgk_CondSitellpda 11/19/2005 CRYSTaL\vadminist &t 3:08 PM every 11/20/2005 Mewver H&S5_NOT_RUN
tion 3:714:30 PM rator day, starting 3:08:00 Pr
11/19/2005
Tgk_DocKITDocu 11/19/2005 CRYSTaL\vadminist &t 3:16 PM every 11/21./2005 Mewver H&S5_NOT_RUN
mentation 31722 PM rator kan, Thu of every 316:00 PR
week, starting
1141972005
Show Higtor | Shov Status Show Settings Edit Tazk Delete Tagk LCloze

1) To edit a task, select the Task and Click Edit Task button.

2) Task details window will appear. Make necessary changes and Click Apply to
save task information.
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| Schedule Settings for "TSK_DOCKITDOCUME ﬂ

Tazk Mame : ITsk_D okl TDocumentation

A 30614 P every day, starting 11/19/2005

—Bun Az
|CRYSTAL Administrator Set Password

[ Domain MamesUser Mame |

Schedule Task Start time:
IDaiI_I,I - ||:|3;|:||3 PH — Advanced

Al

M anthly

Orice

Al Spstem startup
At Logon

YWhen idle

W Enabled [Scheduled task runs at specified time)

Apply | LCancel |

NOTE:

» Conditional Schedule screen will appear for tasks created using pre-set
conditions for import.
> You can modify schedule details and conditions only.
3) To delete a task, Select task from DocKIT Import Schedule Manager Window

and Delete Task button to delete a schedule task.
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8 Conditional Import
8.1 Create Conditional Import Task

DocKIT allows you to import files from multiple folder locations to a destination library, if
certain conditions (or rules) are satisfied. You can run the import process at scheduled
intervals. You can define rules based on file created date, last modified date field, file
type filters and metadata values. After specifying the folders to import and the
destination library, you can define the rules to be satisfied for DocKIT to import files to
the destination library. DocKIT will automatically import only the files that satisfy the

conditions (or rules) at predefined intervals.

Conditional Import is an independent tool in DocKIT to enable users to import files from
specific folder locations periodically to the destination library, based on certain

predefined rules.

1) Click the Conditional Import button in toolbar in application main window.

2) Task - You can create a new task for conditional import.

Conditional Impork

Task | Rule=s I .-'l'«ctic-nsl Schedulel Wisw Summar_l,ll

Task Name |Tsk_CondSitelpdation

Source Add
D:ACurPictDioc
D\PDES Browse, ..
Bemove

¥ Create top level folders

' |mpart files and retain source folder stucture

£ Impaort filez and ignore source folder structure
[Set appropriate action for duplicate file names)

= Impart files in the top level folder anly

Destination Ihttp:.-".-"ru:lEE:B'I.-"Shared Documents Brawsze... |

v Apply Irpart S ettings Irmport Settings

LCancel |

108
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a) Enter unique Task Name for the new task. You will receive an error message,
if a task with the same name already exists.

b) Enter source path in the textbox and click Add button to add source path to
the list. Adding source path does not check the existence of the path and will
be checked at task run time only.

c) Click Browse button to select source folders you wish to import files from.
You can select any number of source folders. To remove a folder from the list,

Select folder name from list and Click Remove button.

x

Click the folder checkbox to zelect the folder to be imported:

=124 My Computer .
=D A

& C

= D

#-{07 &l Documents
-5 CurPictDoc
&3 01000

|03 Dockit Help
{7 DockitChap
{03 DockITInfo
{7 DockITTest
|3 DockITUpload
{07 Elink

-7 GMigrate

-0 InvalidCharacters
|07 Outlnok Express
-5 PDFS

&#-|C3 Program Files
|03 RECYCLER
&7 SampleSitel
&7 SampleSite?
AT SamnleSite LI

NOTE: You can also remove the selected folder by deselecting the selected
folder in the browse window.

> Select Create top level folders checkbox to create the folders that were
added for import.

> Select Import files and retain source folder structure option to import
the files and the folders by maintaining the folder structure as in source.

> Select Import files and ignore source folder structure (Set appropriate
action for duplicate file names) option to import only the files and ignoring
the folder structure.
NOTE: Ensure that you have selected appropriate action to be performed if
the file already exists in the library, in the Action tab to handle the situation

where the sub-folders have files with same name.
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>

d)

e)

Select Import files in the top level folder only option to import the files
that are directly under the added folder(s). This ignores the sub-folders and
files in them.

Click Browse button to specify the destination Folder. You can specify only
one destination library in a conditional import task.

Select Apply Import Settings checkbox and Click Import Settings to
specify the Site Import Settings or Area Import Settings. The import settings
allows you to specify the external metadata file to associate with the import,
map NTFS permissions to destination site/area and library, date settings and

document status.

3) Rules - Specify the rules based on which import process is executed.

Conditional Import

Tazk  Rules |.-'1'-.n::tin:|r'|s| Snzhedulel Wigw Summar_l,ll

[mpart if the following rules are zatisfied.

¥ Created date v Modified date

[ Changed fram the last impart. aMD |V Changed from the last impart.
. | Changed within this week.
V¥ Since |n1x12xznna -]

[ Date range OR [ Date range

[~ Changed within this manth.

e
[24r11/2008 =] - |mnzezo0s =] |2ar11/2008 ] -|mmzra008 >

File Type Filter

Ize thiz filker if wou want to import files bazed on their file exstensions [file formats].

" Allfile types ¥ Selected file types File Types

Metadata Filter

I1ze thiz filker if yau want ta impaort files bazed on certain metadata values [document properties]
zpecified in the external metadata file.

i~ Mo ketadatafiker 1% Assign Metadata filker Filter... |

LCancel |

a)
>

Created Date:

'Changed from the last import' - DocKIT imports only new documents added
to the source folder since the last import. DocKIT tracks the documents
imported during the previous import session (using conditional import tool)
and imports the newly added documents.

'Since <date>' - DocKIT imports documents created after the specified date
value.

'Date range' - DocKIT imports documents created between the date range

values.
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b) Modified Date:

>

'Changed from the last import’' - DocKIT imports documents modified in the
source folder since the last import based on last modified date field. DocKIT
tracks the documents' last modified date in the previous import session (using
conditional import tool) and imports documents that have been modified since
the last import.

'‘Changed within this week' - DocKIT imports documents modified within the
week.

'‘Changed within this month' - DocKIT import documents modified within the
month.

'Date range' - DocKIT imports documents modified between the date range

values.

NOTE: Rules between Created Date and Last Modified Date can be a logical
{OR} / {AND}. You have to check Created Date & Last Modified Date
checkboxes if you wish to build a rule based on both date fields. Use {OR}
operator if any one date field condition needs to be satisfied. Use the {AND?}

operator if both date field conditions have to be satisfied.

c) Apply File Types: DocKIT imports document based on the specified file

types. By default, all file types will be selected. Click {File Types} button to
specify the file types (e.g., Word documents, PDF, Excel etc.) you wish to
import as shown in the screen below:

Select File types |

Specify the file typez baszed on which the files should be impoted

* lmport Do not import files that have the following extensions

File Type | Dezcrption | -
323 H.323 Intemet Telephary b
386 Wirual device driver
ACH ticrozoft &gent Character File [HT TP format]

ACF Microzoft Agent Character File [HT TP farmat]

ACL AutoCorect List File

ACS icrosoft Agent Character File

aDE Microsoft Office Access Project Extension

A0M Microzoft Office Access Blank Project Template

aDP Microzoft Office Access Project

A Al File j

o PTTo -

—Mew File Type

File Type: I—

Dezcription: I Add

[¥ Select Al 4 Cancel
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NOTE:

>

d) Metadata Filters: DocKIT allows you to import documents based on

metadata values (from external metadata file) you have provided for current
import session. You can use this feature if you like to import documents based
on its properties e.g., Author='John Doe', Department='Sales& Marketing'.
Please ensure you have referenced the external metadata file in Import
Settings screen if you like to build rules based on metadata values. Click

{Filter...} to view the metadata filter window as shown below:

Metadata Filter

Specify the conditiohz bazed on which the filez zhould be impuﬁrted. Click. "5 how
Metadata' to wiew the metadata file contentz. Click “enfy' to view the lizt of entriez after
the metadata conditionz have been applied.

& |rnpart " Do not import documents that satisfy the following conditions

|Upload Date === || 22-Feb-2005

ano | oR I(I)I&I}:I_I_I

[[Document Uzer] = ArkTestuzer']
AMD [[Upload D ate] »="22-Feb-2005")

Shiow Metadatal Werify | ok LCancel

You can specify the conditions by selecting the column name and by selecting
the corresponding values with necessary operator. You can specify the
mathematical operators such as >, =, >= etc. to define your query. Complex
queries can be generated with the help of brackets '(* & ')' and logical
operators '"AND' & 'OR’.

Click {Show Metadata} button to view the metadata values defined in the
external metadata file. You will see the metadata values given in
Excel/TXT/CSV in a grid format.

Click {Verify} button to view the list of items that satisfy the rules specified
in metadata conditions.

Finally, Click {OK} button to apply the conditions

Except Created Date and Modified Date fields, all other fields use a logical {AND}
between them i.e., if you opt for File Types and Metadata Filter, DocKIT import
documents only if both conditions are satisfied.
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> DocKIT creates one additional version if the files get imported along with the

metadata due to system environment constraints.

4) Action - Specify the actions to be performed by DocKIT during and after the

import process.

Conditional Impork

Tazk I Fules Achions | Schedulel Wigw Summar_l,ll

Specify the actions to be performed by DocklT during and after the import proces:.
1. If a file with the zame name already exiztz in the destination location

" Don't ovenarite

" Dvenarite file

¥ Create a new version

2. Delete sub-folders and files from the source after impaort process

If file iz already checked out by,
— currently logged on user

% Leave azis
" Checkin the file & create new version

™ Cancel Checkout the file & create new verzion

—another user
% Leave az iz

" Cancel Checkout the file & create new version

 Yes * Mo

; Cancel |

a) Action to be performed if a file with the same name already exists in the

destination location:

Don't overwrite - DocKIT won't import the document, if it already exists.
Overwrite file - DocKIT will delete the destination file and create a new
file. All file versions will be deleted.

Create a new version - DocKIT will create the file as a new version. In
order to create a new version, suppose the file is in checkout state, then
Checked out by currently logged on user

Leave as is: DocKIT will not import the file.

Check in the file & create new version: DocKIT will check in the file and
create the source file as a new version. Hence, two versions will be
created.

Cancel Checkout the file & create new version: DocKIT cancels the
checked out version and will create the source file as a new version.

Hence, only one version will be created.



Chapter-8-Conditional Import

Checked out by another user

Leave as is: DocKIT will not import the file.

Cancel Checkout the file & create new version: DocKIT cancels the
checked out version and will create the source file as a new version.

b) Delete imported sub-folders and files from source: Delete the source sub-
folder & files after the import process is complete. This clean-up may be useful if
you do not want to import the same set of files over again in the next schedule
import process.

5) Schedule - Specify schedule details for the conditional import task.

Conditional Import

Task I Rules I Actions  Schedule |‘-.-’iew Summar}ll

& 3:04:03 P every Mon of every 2 weeks, starting 11./193/2005

Run a3 [CRYSTAL\Administrator
[ Diomain M armehUzer Mame | m
Schedule Task IWeekI}l j
Stark time: 0204 P ﬁ Advanced |
—Schedule Tazk Weekly
Exvery |2 =] wesklslon: W Mon | Thu [ Sun

™ Tue I Fii
™ wed [ Sat

¥ Enabled [Scheduled task uns at specified time]

Cancel |

6) View Summary - Task summary of the conditional import process settings.
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Conditional Impork

Tazk I Rules I .ﬁ.ctinnsl Schedule  Wiew Summary I

Title Deszcription £
Taszk Details
Tazk name Tzk_CondSitellpdation
Source DACurPictDoc
DAPDFS
Desztination hitp:fird62:81/Shared Docurments
External Metadata CikdetadataFiles\betadata =z (Sheetl)
File Propertiez Subject-> Subject
Category -» Category
Comments -> Comments
tanager-> hanager
Company -> Comparny |-

Date Fields Created Date -» Created

Lazt Madified Date -> Qriginal last modified date
Irevalid Character Mapping n-z

I-*1]

-1

{-=
Site and Library Permizzions Fermizzion azzigned far both Site and librane
Docurment status Check-out LI

Cancel

7) Click OK to save the conditional import task or Click Cancel to close this screen.
NOTE: The conditional import task will not run if the password is incorrect for the

given user account.
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9 References
9.1 Troubleshooting

If and when a problem arises, please forward the following files to support@vyapin.com
to revert back to you with a solution. These files will be available where DocKIT is
installed.

1) Activity Log file - e.g., C:\Program Files\DocKIT2003\Log\DocKITActivityLog-16-
09-2002_12-16-34.html
2) Error Log File - e.g., C:\Program Files\DocKIT2003\Log\DocKITErrorLog.txt

NOTE:

For Schedule and Conditional Import Processes, the Activity Log and Error Log files will

be generated under the respective task folder in Schedule folder.

1) Activity Log file - e.g., C:\Program Files\DocKIT2003\Schedule\schtaskl_9-23-
2004_10-46-00_AM\ActivityLog_9_23_2004_10_46_01.html

2) Error Log File - e.g., C:\Program Files\DocKIT2003\Schedule\schtaskl_9-23-
2004_10-46-00_AM\DocKITErrorLog.txt
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