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TITLE: Using the Windchill Create Document Form and Updating Content

DESCRIPTION: 

Provide instructions for creating a document in Windchill and updating its content.
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Instructions: 

Any user can create a document in a Windchill personal cabinet, or in a Windchill shared-cabinet that you have write privileges to. A user can load any type of file into Windchill (doc, .xls, .ppt, .pdf, .txt, etc. or even a drawing model) using the following instructions.

     Furthermore, a document in Windchill is made up of two parts:

1) Windchill Document – an “object” that contains information about the attached data (files), for example title, description, creator, etc.

2) Attached Files – the real physical data that is represented by the Windchill Document, like Word or Excel files.

Step 1: Access Document Window

Access the Windchill document window from any Windchill window. 

a.
From the Armament ACE Home page: Select the  [image: image1.png]


button.

	b.
The Search window will open. Click on the Create Document hyperlink from the Search window.

  Note: The Create Document hyperlink is found on every Windchill window.

You may also select the [image: image2.png]


 icon.
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Step 2: Create Document

After selecting the Create Document option, the form displayed in Figure 2 will appear. To load your document for the formal release process, continue as follows.

1.
Select or enter information into form (Fig. 2) as explained in Table 3. Also,

· Refer to Figure 2 for an example of a form. 

· Refer to Figure 3 for an example of a completed form.

3.
Add attachments, a reference document or specify the structure as described in later sections. 

4.
To submit the form, click on the [image: image4.bmp] button. A notice will appear that says your document is being created, as shown below.

[image: image5.png]Creating document MyTestDocument123 (MyTestDocument)...




Note: The system may request permission to access the desktop file (by displaying the Grant Privileges window). Sometimes this window opens behind your main window. Click on the ‘Remember this Decision’, then GRANT button to continue the process.

5.
A properties window will appear, as shown in Figure 4, showing the user all the information that was entered on the form. A notice will be at the top of the window saying your document was successfully created. The document is now stored in the Windchill repository.
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Figure 2: Example Form for Document
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Figure 3: Completed Example Form for Document

Table 3: Fields for Completing Create Document Form

	Section
	Field
	Definition

	General
	Primary Content

File or 
URL or 
No Primary Content options
	The file or URL that constitutes the primary content of the document.
Select [image: image8.png]@ File



, and select file location, as follows:

1. Click on [image: image9.png]Browse.



 button to get the file location - Save window.
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2. Locate document to upload.

3. Click on Save button. The file location\name will display.
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Or, you can select [image: image12.png]& No primary content



 and load the Primary Content document at a later date.

	
	Number
	Required: For a document, enter the significant document number assigned by Armament ACE Document Management. The number will be unique (within Windchill database). 

	
	Name
	Required. The title (name) of the document, up to 60 characters long. Each version (new, A, B, C, etc.) of a document has the same title. 


	
	Title
	You can enter a title that is a maximum of 60 characters in the text field.  Although each version of the document has the same name, each may have a different title.

	
	Type
	Required: You must select a document type (for example Requirements or Specification) from the drop down list.  The value cannot be changed once its set.  


Table 3: Fields for Completing Create Document Form, continued

	Section
	Field
	Definition

	
	Department 
	Required. You must select a department from the drop-down list (for example, Accounting).

	
	Description
	You can enter a text description of the document.

	General, cont’d
	Location
	Required. You must specify the cabinet and/or folder path where you will store the document.  You can enter or browse for the location.  You can choose any location for which you have the necessary access permissions.  

If you enter the path name, the syntax must be as follows:

/CabinetName

/CabinetName/FolderName

/CabinetName/FolderName/FolderName… 

	
	Life Cycle
	Required. You must assign a life cycle to the document by selecting it from the drop-down list.

	
	Team
	You can assign a team to the document by selecting it from the drop down list.

	
	[image: image13.bmp] Button
	Click on the [image: image14.bmp] button to submit the information and create a document when all information is complete. Note: Be sure to make attachments and add any reference documents before clicking on this button.

	Attachments, Referenced Documents or Structures
	Attach File, URL, Description
	Optional: The Attachment tab is where the user would attach any supporting files that are pertinent to the primary file. See Attachment section for a complete explanation for using the Attachment. The Referenced Documents tab allows user to add reference files. See Referenced section for instructions.  The Structure tab is where you can specify the structure.  See Structure section for instructions.
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Figure 4: Properties Window of Newly Created Document

How to Add Referenced Documents 

A document can reference other Windchill documents that contain essential information related to the document.

· A referenced document is not part of the document object, it is just ‘associated with it.

· References are maintained when you create new versions and iterations of the document that it is attached to. 

· Similarly, when a new version or iteration of a referenced document is created, the information in the referring document is updated accordingly.

Note: It is recommended that the user complete all the information on the main form (as previously described) before adding reference documents. 

1.
Click on the Referenced Documents tab at the top of the form (ref. Fig. 2 and shown below). The window will display, as shown below in Figure 5.
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Figure 5: Referenced Documents Tab on Create Form

	2.
Click on the [image: image17.png]Add References B



 hyperlink to search for the referenced document. 
The search window – Find Documents for References -will open, shown to the right.
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	3. 
Enter any known search criteria into the fields, for the example I selected Doc. Type = Requirements Document.

4. 
Click on the [image: image19.png]


 button. A list of item(s) will display in the ‘Search Results’ window.
	[image: image20.png]Type: v
orefon

State: [Requirements Document
Speciiication Document
Team: |Template
abinet: [TestPlan

‘ormat: ]






	5.
In the Search Results window - click on the box [image: image21.png]


 next to the item you want referenced.

6. 
Click on the [image: image22.png]Add Selected tems



 button (found at bottom of window). The selection will appear, as shown in Figure 6.
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7. 
Enter Comments to explain the references/relationship.
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Figure 6: Adding Referenced Documents

8. 
If the user is satisfied that the information is correct on the main form, he/she can click on the [image: image25.bmp] button when viewing the Referenced Documents window, or click on the General tab and submit the form by clicking on the [image: image26.bmp] button there. 

How to Remove Referenced Document 

The user can delete (remove) the item by clicking on the remove box [image: image27.png]Remove  Number

o [ MYTESTFILE123



.

Note: If a user wants to delete a reference after the document is created, you will have to access document properties window and use the Check Out function. Then use Update function. Then use Check In. 

How to View the Referenced Document from Properties Window

	The referenced document can be viewed from the properties window of the original document by clicking on the References hyperlink (top, left on window), as shown to the right. 

The referenced document will display at the bottom of the properties window, as shown below. The user may open the referenced document properties window by clicking on the Number title hyperlink.
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How to Add Attachment Documents 

The user can add an attachment document that contains supporting material for the original document. An attachment might be an appendix to your document, or if your document has multiple volumes, the volumes should be attachments.  Note: It is recommended that the user complete all the information on the main form before adding attachment documents. 

	1. Click on the Attachment tab at the top of the form (ref. Fig. 2). The window will display, as shown in Figure 7.
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Figure 7: Attachments Tab

	2.  Locate a file by clicking on the [image: image31.png]Browse.



 button. The Choose File window will open, where the user can locate the file attachment on your desktop. Click on Open button when file is located. The file location/name will appear on the form.
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	3.Click on [image: image33.png]Add Attachments




4. The file will display, as shown in Figure 8.

5. Continue to add more attachments by repeating steps 2 and 3.
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Figure 8: Attachments Tab


6.
If the user is satisfied that the information is correct on the main form, he/she can click on the [image: image35.bmp] button when viewing the Attachments window, or click on the General tab and submit the form by clicking on the [image: image36.bmp] button there. 

How to View an Attachment File from Properties Window

The attachment will display at the bottom of the properties window, as shown below. The user may click on the File Name hyperlink to open/view the attachment document.
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How to Delete an Attachment File

The user can delete a file while on the Create Document form, as follows: Click on the ‘Select’ box next to the file name, and then click on the [image: image38.png]


 button.
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The file will be removed from the list, as shown below.
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Note: If a user wants to delete an attachment after the document is created, you will have to access document properties window and use Check Out. Then use Update to delete attachment and then use Check In. 

How to Specify Document Structure

The user can use the structure option to add content files as sub documents to the document object.  This creates a structure or hierarchy of content files within the document object.

1. Click on the Structure tab at the top of the form (ref. Fig. 2). The window will display, as shown in Figure 9.
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Figure 9: Structure Tab

	2. Click the [image: image42.png]Add Uses B



 hyperlink to search for the referenced document. 
The search window – Find Documents for Structure -will open, shown to the right.
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	3. Enter any known search criteria into the fields. For example, ‘*wind*’ 

4. Click on the [image: image44.png]


 button. A list of item(s) will display in the ‘Search Results’ window
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	5. In the Search Results window – click on the box [image: image46.png]


 next to the item you want referenced.

6. Click on the [image: image47.png]Add Selected tems



 button (found at bottom of window). The selection will appear, as shown in figure 10.
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Figure 10: Adding Structure

7. 
If the user is satisfied that the information is correct on the main form, he/she can click on the [image: image50.bmp] button when viewing the Structure window, or click on the General tab and submit the form by clicking on the [image: image51.bmp] button there. 

How to Remove the Structure

The user can delete (remove) the item by clicking on the remove box. [image: image52.png]Remove  Number
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Note: If a user wants to delete a reference after the document is created, you will have to access document properties window and use the Check Out function. Then use Update function. Then use Check In.

How to View the Structure from Properties Window

	The referenced document can be viewed from the properties window of the original document by clicking on the Structure Usage hyperlink (top, left on window), as shown to the right. 

The structure will display at the bottom of the properties window, as shown below. The user may open the structure properties window by clicking on the Number title hyperlink.
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Step 3:  Update Document

In order to modify the content of any attached file, you MUST check the document out from the Windchill database.

Because the document files in Windchill are under configuration management, changes must be tracked through a formal update process (versioning/iterations).

	1. In the right menu bar, click on the “Check out” link. A message stating that you have “successfully checked out a document” will appear.
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2. When you check out a document object:

· You have the opportunity to download its content files, so you can modify them.

· A Working Copy of the document object is placed in your personal cabinet Checked Out folder.  See figure 11. 

· The Working Copy document icon in your Checked Out folder displays a pencil, [image: image57.bmp] indicating that the document is checked out.

· A white check mark [image: image58.bmp] appears over the document icon in the shared cabinet, indicating to others that it is checked out.

3. Once the document is checked out:

· You can make modifications to the document object and content files.

· Others cannot check out the document object.  Consequently you are preventing them from making modifications.
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Figure 11:  Checked Out Folder

	4. When you are finished with your updates, click ‘check in’ to check the files back in.  
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	5. The following check in screen will appear. 

6. You may add some relevant comments, and then click [image: image61.bmp] to check the document back in.

7. A message will appear that it is being check in.
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8. If your document was successfully checked in you will see a message at the top of your screen like this one:
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 Undoing a Checkout

You may have circumstances where you do not want to check the document back in:

· You might have checked out a document object and decided not to work with it.
· You have made changes to the working copy, but do not want to keep those changes.
If you fall into one of these situations, you would not want to check the document back in because you would create an unwanted iteration of the document object.

Use the following steps to undo a Check Out:

1. Locate the object by browsing or searching in Windchill explorer. (For more information on searching please refer to Armament ACE-IS-004)

	2. Select the object, and then click Undo Checkout.
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	3. You will see a message at the bottom of the screen that asks if you are sure you want to undo the checkout, click [image: image66.bmp].
	


Your document will be checked back in, but you will lose any changes you made to the working copy.

A pencil is displayed
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