
Introductory Tutorial on ScalIT File and Document Management 

 

Logging in to My Dashboard 

Log in to the ScalIT File and Document Management web application by entering in your user name (the part of your 

email address prior to the “@” sign) in to the field marked “User Name” and your password in the field marked 

“Password.”  Then, press the “Login” button. 

 

You are now at your own, personal, user dashboard.  This “My Dashboard” view presents you with a place to track all 

information relevant to you.  Your default dashboard consists of personal dashlets that can be customized and 

rearranged to your own preferences.  In most cases, ScalIT will have initially set up your dashboard based on your 

company’s initial set up requests, but you may find after using it a while that you wish to change it. 

 



Here is a summary of the dashlets available in the “My Dashboard” view of your workspace: 

My Calendar 

Your My Calendar personal dashlet contains a rolled up view of events that you have created as well as events 

for each site of which you are a member, providing quick access to each of them. This dashlet displays by 

default. 

Content I’m Editing 

Your Content I’m Editing personal dashlet displays the last three Document Library content items, Blog posts, 

Wiki pages, and Discussion forum posts that you edited. 

Getting Started 

The Getting Started dashlet gives you options to get started when you access Share for the first time.  Once you 

are familiar with Share, you can remove it. This dashlet displays by default. 

My Sites’ Activities 

Your My Sites’ Activities personal dashlet tracks the most recent activities that have been performed in any site 

of which you are a member. This dashlet displays by default. 

My Documents 

The My Documents dashlet enables you to view files from all Document Libraries that may be of particular 

interest to you, organized into three categories: Favorites, I'm Editing, and I've Modified.  You can click My 

Dashboard in the application toolbar from anywhere in Share to return to your personal dashboard. 

RSS feed 

By default, the RSS Feed personal dashlet displays the latest headlines from the U.S. BBC RSS feeds. You can 

configure it to personalize your feeds. You can also add and configure as many instances of this dashlet as you 

want. This dashlet displays by default. 

My Profile 

Your My Limited Profile personal dashlet contains summary personal details about you, based on your detailed 

profile. This dashlet displays by default. 

My Sites 

Your My Sites personal dashlet lists all sites that you have created or of which you are a member, providing 

quick access to each of them. This dashlet displays by default. 

My Tasks 

Your My Tasks personal dashlet displays any tasks you have on any of your sites. This dashlet displays by default. 

Web View 

Your Web View dashlet, by default, displays the ScalIT website but can be configured to display any website. 



My Workspaces 

Your My Workspaces dashlet displays all Document Workspace sites of which you are a member, providing quick 

access to each of them. 

 

 



Edit Your Profile 

The first time you access your “My Dashboard,” it is suggested that you set up you user profile.  Click on the “My Profile” 

icon at the top of your dashboard.  From here, you can edit your profile to include all of your relevant information, add 

an avatar to represent you in your workspaces, etc.  Do not change your password here, as it will only create problems 

for you.  If you need to change your password, please contact your company administrator, and have them contact 

ScalIT for any changes that need to be made. 

 

 

 



Create a Company Collaboration Site 

ScalIT has already created a company-wide collaboration site for your company, which is designed to be your company’s 

default site where all of your company’s users have access to the site’s resources.  This site can be located in your “My 

Dashboard” page, under the “My Sites” dashlet.  You may find that you need to create additional collaboration sites that 

are only available to specific users, or cater to a specific team or project.  If so, it is very simple to create additional 

collaboration sites.  Each site allows you the ability to share and manage content, schedule and manage team events, 

create online content to share with others by using a site wiki, write blogs, and have group discussions. 

First, at the top of your “My Dashboard” page, click on the downward pointing arrow to the right of the “Sites” icon, and 

select “Create Site” from the resulting dropdown list. 

 



A “Create Site” dialogue box will pop up in the center of your screen.  Fill in the fields as follows: 

Name  – Enter a descriptive name for your site, that will readily identify it for both you and your site’s members 

URL Name  – Enter an abbreviated descriptive name, without symbols, spaces, or special characters.  This will be used by 

the program to create the web address of this new site. 

Description – Enter a more detailed description of the purpose of this site.  Site members will use this not only to 

identify the site, but also to learn the purpose and objective of this site. 

Type – Select “Collaboration Site.” 

Access – Select “Private.”  DO NOT SELECT “PUBLIC.”  The “Public” option exists only for very rare, specific 

circumstances, where the information stored in your site needs to be made available for external use, and made 

accessible to the entire internet.  If “Public” is selected, then the security and access to this site is greatly reduced.  It is 

highly recommended that you do not select “Public” for this very reason. 

 

Click on the “OK” button. 

 



Modifying Your Site’s Layout 

You are now at your new site’s user dashboard.  This “Site Dashboard” view presents you with a place to track all 

information relevant to your site’s team/project.  Your default dashboard consists of dashlets that can be customized 

and rearranged to your own preferences.   

Here is a summary of the dashlets available in the “Site Dashboard” view of your workspace: 

Getting Started 

The Getting Started site dashlet gives you options to get started when you access Share for the first time. Once 

you are familiar with Share, you can remove it. This dashlet displays by default. 

Recently Modified Documents 

Your Recently Modified Documents site dashlet lists all documents that you have created or modified in the last 

7 days, providing quick access to each of them. This dashlet displays by default. 

Site Activities 

Your Site Activities site dashlet tracks the most recent activities that have been performed in the current site. 

This dashlet displays by default. 

Site Profile 

Your Site Profile site dashlet displays summary details about the current site. This dashlet displays by default. 

Site Colleagues 

The Site Colleagues site dashlet displays all members of this site and their assigned role. This dashlet displays by 

default. 

Site Calendar 

Your Site Calendar site dashlet contains a rolled up view of events that you have created, as well as events for 

each site of which you are a member, providing quick access to each of them. 

Site Wiki 

Your Site Wiki site dashlet enables you to display content from the Wiki page component. You can configure this 

dashlet to select the page you want it to display. 

RSS Feed 

By default, the RSS Feed personal dashlet displays the latest headlines from the U.S. BBC RSS feeds. You can 

configure this dashlet to personalize your feeds. You can also add and configure as many instances of this 

dashlet on the site dashboard as you want. 

Web View 

The Web View site dashlet, by default, displays the Alfresco website but can be configured to display any 

website. 



Site Links 

The Site Links site dashlet displays the web links relevant to the current site. This dashlet displays by default. 

Image Preview 

The Image Preview site dashlet displays a thumbnail of each image contained in the site's Document Library. 

 

The dashlets on your new site are easily configurable, so that all members will have a uniform view of your team or 

project workspace.  In order to modify the layout of your “Site Dashboard,” click on the “Customize Dashboard” button 

in the upper right hand corner of your screen. 

The resulting screen allows you to modify the layout of the “Site Dashboard” (number of columns, column width, etc.) 

and the dashlets appearing on your “Site Dashboard.”  Click the “Change Layout” button to modify the layout of your 

“Site Dashboard,” or click the “Add Dashlets” button to modify the dashlets appearing on your “Site Dashboard.”  The 

“Add Dashlets” panel allows you to rearrange your dashlets by dragging them to a different column or sequence, 

removing them by dragging them to the trash can, or placing additional dashlets on you “Site Dashboard” by dragging 

new dashlets from the “Add Dashlets” library and dropping them into the desired location (see below), and pressing the 

“OK” button. 

  

 



 

 

 

 



Invite Users to the New Collaboration Site 

While viewing your new “Site Dashboard,” click on the “Invite” button appearing in the upper right hand corner of your 

screen.  This new screen allows you to invite users to access your new collaboration site, and establish user access rights 

to the features within this new site.  The top portion of the screen allows you to search for users that exist within your 

company, while the bottom portion of the screen allows you to give access to your site to users outside of your 

company.  Once you have selected the users you would like to give access to your site, choose their appropriate access 

level from the “Set All Roles to” drop down box. 

The selected “Role” defines what this new user can access on this site when they are logged in.  The role descriptions are 

as follows: 

Administrator  

Has all permissions for this site. 

Coordinator  

The coordinator gets all permissions of “Collaborator” and “Contributor, plus site modification permissions.  

Collaborator  

All of the permissions of “Contributor,” plus the ability to write new content. 

Contributor  

Includes the read, adding new information to existing content, and the ability to check out documents.   

 



After the new member has been invited, they will receive both an email notifying them of the invitation to join this new 

site, and a notification of the invite will appear on their “My Dashboard” screen, under “My Tasks,” letting them know 

that they have been invited to join a new site (see below, bottom right hand corner under). 

 

Upon returning to your own “My Dashboard” screen, you will notice that your new site appears in the “My Sites” 

dashlet.  You will also see when other users accept access to your site under the “My Site Activities” dashlet. 

 

In order to return to your new site, click on the link to the site that appears within the “My Sites” dashlet.  When the 

invited members have accepted their invitations to your new site, you will see them listed under “Site Colleagues.” 

 

 



Prepare your Site for Collaboration 

Click on the “Wiki” link, appearing under your site name in the upper left hand corner of your screen.  On the resulting 

screen, click on the “Edit Page” link. 

 

The resulting screen provides you the ability to determine the initial entry in your new site’s corporate wiki.  Create an 

entry that not only welcomes your users to the site, but lays the foundation as to what the site will be used for.  The wiki 

allows for many options in layout and design (see below).  Once you have written your new entry, press the “Save” 

button. 

 

 

Your site’s wiki is now created.  People can add and modify content as your project evolves by using this wiki. 

 



Return to your “Site Dashboard.”  On your “wiki dashlet,” click on the “configure” link.  In the resulting pop up dialogue 

box, select “Main Page,” and click on the “OK” button. 

 

Your collaboration site’s “wiki dashlet” is now configured (see below). 

 



Adding Documents to your Site’s Library 

From your “Site Dashboard,” click on the “Document Library” link towards the top of the page. 

 

 

The resulting screen allows you to upload content into your site’s document library, as well as to preview and checkout 

existing content.  Click on the “Upload” button to put content into your document library. 

 

Click on the “Select file(s) to upload” button to choose what you would like to upload into the site’s document library.  

Using your keyboards CTRL and SHIFT keys allow you to select multiple items to upload.  Once you have chosen your files 

to upload, click on the “Upload File(s)” button.  When the documents have finished uploading, click on the “OK” button. 

 



 

 

 

The documents you have uploaded now appear in your library.  If the document is a recognized file type, a thumbnail 

preview is generated, and the content within the document is indexed for future searches of the document library.  In 

the future, simply typing key words for the document you are looking for, whether they are in the document name, or 

within the document content, will bring a similar screen to this one displaying the documents that meet your search 

criteria. 

 



Documents within your library can have their metadata easily modified, to help make future searches even easier.  

Simply click on the “Edit Metadata” link to the right of the document you want to modify. 

 

On the resulting pop up dialogue box, you can add a more complete description of the document in the library, modify 

the name or title (if needed), and even add a tag to the document.  Tags enable quick and easy bundling of documents 

for easy searches and grouping.  For example, you could create a tag by topic, customer name, or anything that works 

for your specific group’s needs. 

 

 

 



From within your “Document Library” screen, click on the link of a document’s name. 

 

The resulting screen allows you to preview your document without opening its associated program, quickly and easily.  

 

You can even scroll through your document’s pages within this screen: 

 



Comments regarding the document may be added here: 

 

 

Team members (with appropriate permissions) can assign workflows to documents for other users.  While in the 

document preview screen, click on the “Assign Workflow” link: 

 



Then, select the desired workflow, team member, due date, and instructions (comment).  Click on the “Assign 

Workflow” button. 

 

The next time the person assigned the workflow logs in to the ScalIT File and Document Management application, their 

“My Dashboard” screen will show them this new assignment waiting for them (see below). 

 

 



As this tutorial has outlined, sharing and storing documents and collaborating with others in your company has never 

been easier.  Other features of collaboration sites include blogging, team calendars, shared links, and group discussion 

spaces.  These features can be accessed from the top of any “Site Dashboard,” and are easily modified.  Use these 

features, along with all of the others explained earlier, in order to better run and organize your company file system.  

Almost everything you can create or add to company sites can be easily searched for, as well as tagged for easy searches 

and bundling. 

Now that you understand how the ScalIT File and Document Management application works, you will wonder how you 

ever got along without it! 
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