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) The document principle

Document types

Q Creator templates ﬂ

(Step lists, Video, ... )

Producer document

(E-Learning, Documentation, Guide) ) E ]
Any other uploadable file X4 @
(PDF, Excel, ... ) E

Placeholders ﬂ

Plain meta data, no content yet — used for planning

Hyperlinks E
Document ‘ (e.g. to SharePoint or the intranet)
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Creator content Producer document Third-party document Placeholder document Content type “link”

Can only be edited with the Producer
client installed.

Dcoument-based templates (*), like Based on its own document type that
step lists, videos, ... Does NOT YET contain content, is must exist.
ol e.g. PDF, Office files, ZIP... used to structure content that is yet to
The possibilities depend on the ’ be created. My also be used “creatively*
template used. (e. g. ,mailto:*).
Export formats look like this (see
below):

= e
A

Steplist Video @ @ ﬂﬂ? Eﬂg Iﬂ—j @h E'j
Create a steplist Upload and embed a video & |

(*) There are also Creator templates that can be used as embedded content in processes or topics (cf. the Open Training on Business Guidance).
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DEMO

Creating documents




solutions

Checking out /
checking in
documents




tt digital adoption
solutions

Only the author who has checked out the document,
or an administrator, can unlock the document.

This keeps other authors from editing the same
content simultaneously, which might result in version
conflicts.

Checked-out documents can easily be spotted as
State Checked out Wed, 15 January 2025, 2:22 PM their date appears in red print. If the date is written
In green, the document is available on the Curator.
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provides access to all documents stored on the Curator, even those that are not used in any structured view
(topics, courses, processes)

allows you to delete documents for good (permissions required)

provides additional information on all properties of each and every document, including its creation process,
variants, versions, etc.

lets you perform batch processing (search & replace, republish, etc.)

Tip: There (s a shortcut available to display a u Navigating in the usir -
INterrace @
document you encounter in a structured 1% Edit properties
. . . . |__: Edit content
view directly in the document view: Kk Replace content

9 View content (without checkout)

|g] Create variant

q i Display in document view
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. Meta data, Document types and Workflow

The workflow controls Document types serve as The document type defines
“who can do what with a containers for documents. which metadata are
document. and when® Each of them is subject to available in addition to the

exactly one workflow. basic metadata.

Otts 13
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revive
Workflow action

rework

Workflow status

In progress Quality Assurance Released Archived

Workflow action to QA

release archive

* There is a defined initial status for documents and at least one status in which the document is visible to employees (released).

» Changes to the workflow status of a document are triggered by workflow actions.
 |If documents are revised, the last document version with the status Released remains visible to end users.

* If documents are archived, the released version is withdrawn and the document is no longer visible to the employees.

Otts 14
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My inbox
Your own inbox is fed dynamically from documents for which you have been entered as responsible as a logged-in user. You

must also have editing rights for these documents.

Group inbox
All documents that have a workflow status in which you have editing rights as a logged-in user are displayed in the group

inbox. Documents for which another user has been explicitly specified as responsible are not displayed.

Checked-out documents

All documents that you have checked out as a logged-in user and have not yet returned are listed here.

My documents

This list contains all documents for which you are registered as the owner. These are usually all the documents you have

created.
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A few more
hints...

... for working with documents
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Third-party documents can be overwritten directly without having been checked out.

Use the "Replace content” function for that.
Do avoid the “View without checkout” and the “Undo checkout” functions unless you know what you're doing.
The document properties can be customized and complemented by tts performance suite administrators.

On the “Tools" tab, tts performance suite provides a wealth of report options, allowing you to generate Excel files

or search result trees that contain e. g. all unused documents.
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' Where do | find more information ... and help?

F1 help

a - |')
" Show Hel
MATIM L 2

b

| Fl|

%9 Send support reg

Online help portal

Knowledge Base

Logging in and creating
documents

Facing technical problems?

support@tt-s.com



https://docs.tts-cloud.com/publisher/dispatch.do?node=8900&preview=false&language=en-us
mailto:support@tt-s.com
https://content.tts.university/performancesuite/dispatch.do?node=221057&tree=course&usecase=deeplink&language=en
https://app.ttps.university/dispatch.do?node=221058&tree=course&usecase=deeplink&language=en
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