Armament ACE Desk Top Instruction
No. Armament ACE-IS-009


TITLE: Windchill Cabinets and Folders – Navigating the Windchill File Structure

DESCRIPTION: 

Provide instructions for navigating within Windchill using the Windchill features of cabinets and folders and the Personal Cabinet and Browse Cabinet tools.
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Instructions: 

Definition of Folders and Cabinets and Access Permissions

Windchill offers the capability to enter, store and distribute documents in their electronic form. To manage (store) these files, Windchill uses "folders" and "cabinets".

The folders and cabinets provide a method for organizing information. These should be very familiar to a user with experience on personal computers, because Windchill uses the same construct. 

The primary storage mechanism is the folder, which is similar to a paper folder. A cabinet is a special kind of folder that provides the top-level of organization in Windchill. The cabinet is similar to a physical file cabinet. A cabinet can contain subfolders, which contain information -or objects, such as parts and documents.

Cabinets can be owned by individual users or can be shared among a variety of users. As a Windchill user, you are the owner of a cabinet, called your personal cabinet, as well as all of the subfolders and information stored or created within it. Your personal cabinet also contains a Checked Out folder, which is the default location for the working copy of any information you check out from the database. In most cases, you will want to use your personal cabinet to store work in progress.

As with the file cabinet in any office, the big problem with a folder and cabinet scheme for information storage is the means available to find information when it is needed. Opening folders and going from document to document and folder to folder in search of information is called "navigation" of the files.

The following sections describe how the user can navigate the folders and cabinets to find the information that is needed. 

Access Control Rules

As a Windchill user, you will have a set of permissions that determine your access rights to Windchill cabinets, subfolders, and even objects within the subfolders. You will have an individual user ID, and you will be a member of one or more user groups (or IPT groups such as Combat Systems, C4ISR, Training Systems, etc.). When the Armament ACE administrator creates your Armament ACE account, it will be given specific permissions only to access specific information in a specified mode of read and/or write. Thus, a user may only access certain shared cabinets and folders in a read mode, but a user will be able to access certain other shared cabinets and folders in a write mode. The system administrator defines (that is, enters into Windchill) these permissions. 

A
If you have read permission to a shared cabinet, that cabinet will appear in the Windchill cabinet view. Consequently, you will be able to navigate to that cabinet and view a list of its contents. But, you must have modify permission to a shared cabinet in order to remove information from it, to move information to it, or to create information from within it. 

Viewing Contents of Personal Cabinet

To view your personal cabinet: 

	Click on the [image: image1.png]


 link on the Armament ACE home window to open the Search window, shown to right. 

From this window, click on the Personal Cabinet link.
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Your personal cabinet will open, as shown in Figure 1 below. In Figure 1, I have one item in my cabinet, a ‘Checked Out’ folder. 
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Figure 1: Contents of Personal Cabinet

I can double-click on any folder hyperlink to see what is inside of it. All users will have a checked out folder in their personal cabinet.

Let’s double-click on the Checked Out folder link [image: image4.png]oy Checked Out



. The contents will display, Figure 2. 

Notice I don’t have anything in my Checked Out folder (**This Folder is empty **). The Checked Out folder will display items that you have ‘Checked Out’ from Windchill. It works like the library system. When you want to update an item (Part or document), you must perform the checked out function to do so. Review the Armament ACE on-line instruction sheets for more information about Check Out.
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Figure 2: Contents of Checked Out Folder

View Parent Folder – Viewing All Cabinets

Notice that in the Checked Out folder (Figure 2) and the personal folder (Figure 1) there is the link [image: image6.png]View parent folder



. This option allows the user to navigate up the file structure. As you navigate up the file structure you will come to the Browse Cabinets window, shown in Figure 3. 

Click on [image: image7.png]View parent folder



 until the Browse Cabinet window opens (should click twice).

	Your personal cabinet will be in the list, as well as the cabinets for the IPT groups and administrative cabinets. 
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Figure 3: Browse Cabinets Window 




Only the cabinets that you have read or read/write permissions to will display, so your view may well be different than the view presented in Figure 3.

Viewing Contents of a Windchill Cabinet

	To view the contents of a Windchill cabinet, 
click on the hyperlink of any cabinet name displayed in the Browse Cabinets window (Figure 3). 

For this example, Figure 4, I clicked on the Demo Project cabinet. 

You may not have permissions to this cabinet (therefore you would not see it in your cabinet display), but you may click on any of the cabinets you can view to follow along.
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	The Contents of/ window for the selected cabinet will open, displaying folders that are in the cabinet, as shown in Figure 4. 
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Figure 4: Viewing Windchill Cabinets




Now the user may click on any cabinet displayed to view the contents of that folder. 

	All the objects in the selected folder will display on the Contents of/ selected folder window, shown in Figure 5. 

Note the title of the folder on top of the window. 

The user can keep navigating through the folders until you find the object, document, that you are looking for.
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Figure 5: Viewing Details of Windchill Cabinets




Opening a Document From a Windchill Cabinet

Once you navigate to the folder that you want, the user can click on any one of the items (objects) in the folder to display a detailed window for the selected item. 

	For example, if I click on the first document link (from Fig. 5), the properties window will open, as shown in Figure 6.
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Figure 6: Properties Window

Notice the hyperlinks on the left of the window. These present all the actions that can be performed on this object. See other Armament ACE Instruction Sheets for further review of these functions.
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