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Procedure

1. Start the transaction using the menu path or transaction code.
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2. Click the Document List object.
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3. Press [Enter] to continue.

The Navigation Panel displays several toolbar buttons to manage your folders and
categories.

Press [Enter] to continue.
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4. Press [Enter] to continue.

The Folder button displays your folders in the Navigation pane.
Press [Enter] to continue.
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5. Press [Enter] to continue.

There are two folder levels: My Folders and Public Folders.
My Folders store documents you have saved for your own personal use.

Public Folders store documents created and published for users throughout your
organization.

Note: If you attempt to perform certain tasks with Public folders or documents
contained within them, you may get an error message informing you that you do not

have the appropriate access rights. To obtain access to perform these tasks, contact
your System Administrator.

Press [Enter] to continue.
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6. Press [Enter] to continue.

Each folder level may contain subfolders.
My Folders is divided into My Favorites and Inbox folders.
The Favorites folder organizes any personal documents.

The Inbox folder organizes documents that have been sent to you.

Press [Enter] to continue.
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7. Click the + button before the Public Folders tree item.

8. Press [Enter] to continue.

Public Folders are organized according to users who have access to create Public
Folders.

Press [Enter] to continue.
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9. Click the Feature Samples tree item.

When you select a folder or category, the list of documents contained within it will
appear in the Workspace Panel.
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10. Click Show Categories.

Total: 3 ohjects

The list of documents contained in the Feature Samples folder appears in the

Workspace Panel.

The other way to organize documents is through categories.
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11. press [Enter] to continue.

Like folders, there are two levels of categories: Personal and Corporate.
Personal Categories classify documents for personal use.

Corporate Categories classify documents that are shared throughout your
organization.

Note: As with Public folders, if you attempt to perform certain tasks with Corporate
Categories, you may get an error message informing you that you do not have the
appropriate access rights. To obtain access to perform these tasks, contact your
System Administrator.
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Click the + button before the Corporate Categories tree item.
You can also have subcategories within the categories.

You can create subcategories in your Personal Categories. As with Public Folders, you
must have the appropriate security rights to create subcategories.
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13. Click Refresh the Navigation Panel.

It is possible that the System Administrator or other users may update folders,
categories, and document lists while you are working in InfoView. You can use the
Refresh button to ensure you are viewing the most recent folder and category lists.

In this example, the Human Resource Manager of your organization has been working

in InfoView at the same time as you, and has added a document that you want to
view in a new category.
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14. Click the HR Reports tree item.

A new category called HR Reports appears in the category list.
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The Web Intelligence document that you want to view appears in the Workspace

Panel.

Press [Enter] to continue.
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