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Content Manager (CM)

Creating External Locations

This guide will assist in creating External Locations in Content Manager (CM). External Locations are
created so a record is kept in Content Manager as to who may have created, sent, received or is a
contact point for a record. People, businesses, organisations, volunteer groups, societies, centres and
companies, among others, can be an External Location.

There are two main ways to create an External Location, within the record that is being created and
creating the External Location before making the record then searching for it within the record being
created.

Before making any External Location, run a search to see if the External Location or another suitable
location already exists.

Searching for an External Location

1. Press CTRL + L, this will open a search window.

Search for Locations [m] X

Name  Address Miscellaneous Additional Fields Filter Sort Results Options

(®) Locations with names matching

(O Combine one or more of the following fields

Cancel Open Editor - Help |

2. Enter name to search for and click OK.

3. A star symbol ¥’ is a wildcard, for instance, if you type ‘Manag®, you will get results such as
‘Manager’ ‘Managers’ ‘Managerial’ ‘Management’ ‘Managing’ ‘Management and Science
University’. If you use the ** at the start, such as “*Manager’, the results will show ‘Content
Manager ‘Office Manager’ ‘Store Manager’ ‘State Manager’ ‘Office of the Manager’.
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4. Run through various search terms and variations. If you are confident no suitable External
Location currently exists, then create a new External Location.

Creating an External Location

1. Press CTRL + N, select the Location Tab.
2. If you are creating an External Location for a person, choose Person. For all other location
types select Organization. Click OK.

Content Manager - New O had

Document Store Mestiog External Link Other
Record Workflow m Record Type Document Queue Origin

| Storage Provider

3. Creating an External Location is the same for both a Person and Organization, albeit Person
has the Personal Details Tab extra. We will use Person as an example in this guide.

4. Personal Details Tab, add the person'’s first and last name in the required fields. Title is optional
but if you want to add, click on arrow and select appropriate title. An organization’s title will be
entered in the General Tab.
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Title [/]

General First Names Ferd
Address

Electronic Addresses Initials I:I I:l
Associations Last Name Prefix |

Network Login
Profile

Access Controls Suffix |

Il.nst MName | Leigh

Active Personal Details
MNotes

Job Title |
Governance

Additional Fields Date Of Birth | dd/mm/yyyy

Gender | Mot Known

Salutation |

5. General Tab, if known add the person’s email and related phone numbers to the required fields.

Personal Details Name | Leigh, Ferd
Unique Name |
Address
Electronic Addresses | | D Number [
Assodiations Dlintemal
eroeon oo (s 7]
Profile
Access Controls Foreign Barcode
Adtive |mait adaress ferdleigh@gmail.com
Notes
Governance GPS Location
Additional Fields BSesphone
| 021 7400-7200 [=]
No
Mobile Phone Image
[ 0400 040 040 [=] available
Fax
| I=|
Home Phone
| I=|
<.

6. Address Tab, if known, on the Address Type field, click on the black arrow to the right and
select ‘Street’ or ‘Mailing’.
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L[’

Personal Details

[Jsame As

General
Address
| Electronic Addresses

Address Type
Street/Box

88 street

Network Login
Profile

Access Controls
Active

Notes
Governance
Additional Fields

| 28 Borger Street

City

[Mervourne

State/Province

Postal Code

[we

~] [2000

Country

Region

| Australial

o |

/| Keep a history of address changes for this location

Date of change of address
20/10/2021 5]

7. The only mandatory field is the name of the Person or Organization, the other fields are
optional. Click OK.

8. The External Location has been created. If there are mistakes, right click on location and select

Properties, make edits as required.

e - Derern | ek Notes

v % Name ~ Additional Fields

&) Leigh, Ferd Other Location Fields

Modify Email

Manage Associations

Set Active Date Range

Mail To

Security and Audit »

Deactivate
Reindex
X Delete

<

Name A Leigh, F
Organization
Email Address | hd ferdleigh

Notes rd

Send To 3

Show »

i Properties Alt=Enter

Searching for an External Location within the Record

1. This example will use the Document record as the example, but this will work in other records
types as well.

2. The New Document window is open. Add Title and check File Number is correct.

3. Inthe Author field, click the blue magnifying glass to the right.
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[
e Title (Free Text Part)
= [ Title

Notes

Record Actions
Related records
Contacts

Title Notes

Provenance

File Number Document Mode
e |

Document Date Document Category
= 2011022021 | 1:226em |[5) [

Author Addressee
\ -l
Current Location

w Craig, Andrew (Mr)

[“Electronic Only?
[ Enclosed? (always tick box if electronic only}

[ pedare as Final

4. A window will open where you can search for locations.
5. Under Search by field, select Display Name. Under Matching criteria enter name to search for
and click the blue magnifying glass on the top right.

@, Select from Record contact - Locations - favorite - No Locations found.

Search by
+ Irem Leigh !V\Eﬁll .
New

s'r Name .,- User Type .,- Organization @ Supervis

@ No Locations found.

Press F7 to refine your search criteria,
Favorites

Me

Iy

My
memberships
All

Jump

Q

Saved
Searches

Uit Ln [oc ][ concel | [ sewer || reb |

6. A star symbol *’ is a wildcard, for instance, if you type ‘Manag®, you will get results such as
‘Manager’ ‘Managers’ ‘Managerial’ ‘Management’ ‘Managing’ ‘Management and Science
University’. If you use the *’ at the start, such as *Manager’, the results will show ‘Content
Manager’ ‘Office Manager’ ‘Store Manager’ ‘State Manager’ ‘Office of the Manager’.

7. Run through various search terms and variations. If you are able to locate a suitable External
Location, highlight and click OK.
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A1 Select from Record contact - Locations - name:"Ferd Leigh” - 1 Location [m] *

Search by Matching criteria

+ [y rame S [Ferateion FB ®

= Mame !- User Type S‘- Organization El Supervis

Favorites

a

Me

memberships | € >

Name 1 Leigh, Ferd ~
QOrganization
Email Address | & ferdleigh@gmail.com

All
w Notes ’
Jump
Save

Searﬂ:’es W
@ Pmpu‘tiesKNutes/
| ser oo [Coc |l conce [ s [ v

8. The Author field should populate with selected External Location.
— New DOCUMENT EET

Title (Free Text Part)
= | Title

Record Actions
Related records
Contacts

Title Notes
Provenance

File Number Document Mode
. | 2021/6631 Iv |q| |

Document Date Document Category
= [201072021 | 12216 em [[3]] |

Author IAddressee

| Leigh, Ferd |v |q|

Current Location
Craig, Andrew (Mr)

] Electronic Only?
[/ Enclosed? (always tick box if electronic only)

DDedare as Final

9. Click OK to create New Document.

10. If you are confident no suitable External Location currently exists, then create a new External
Location.
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Creating an External Location within a Record

1. This example will use the Document record as the example, but this will work in other records
types as well.

2. The New Document window is open. Add Title and check File Number is correct.

3. Inthe Author field, click the blue magnifying glass to the right.

eenl Title (Free Text Part)
Notes " |Titie
Record Actions
Related records
Contacts File Number |Document Mode
Title Notes
| 2vav/6631l Y|
Provenance
Document Date Document Category
. |zni1mzoz1 | 1:22:16 PM ||‘1'|| |
Author Addressee
| MY |
Current Location
w Craig, Andrew (Mr)
[ Blectronic Only?
E Enclosed? [always tick box if electronic anly)
[JDedlare as Final
< >

4. Another window will open. Right click in window and select New Location, then select either
Person or Organisation.

@ Select from Record contact - Locations - favorite - No Locations found. m] X
Search by Matching criteria
+ IDisplayNune IvIQ“FerdLeigh Iv} |§]
New
3‘- Name 2‘- User Type 2‘- Organization @ Supervis

@ No Locations found.

Press F7 to refine your search criteria.

s
a » New Organization
Me “New Person T
New Position
& New Committee
nem:‘e{shlps New Project Team
New Group
% New Venue 2
4l New Workgroup
w New Storage Provider
Jump

Q

Saved
Searches

5 .

User ub@

5. Follow steps 4 to 8 in the above Creating an External Location process.
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6. The new External Location should appear in the window.

A Select from Record contact - Locations - name:"Ferd Leigh” - 1 Location ] e
+ |Displarum |vIQ||FemLe|gh IVJ @
New

g Name s'- User Type 2'- QOrganization @ Supervis

Favorites

&
&

memberships | ¢

Name A Leigh, Ferd
Organization

Email Address b ferdleigh@gmail.com

All
@ Notes 4
Jump

i P

Searches v

Properties A Notes

|U£@ o] ome [ s [ v |

Title (Free Text Part)
m | Title

Notes

Record Actions
Related records
Contacts

Title Notes

File Number Document Mode
= [ 202176631 Ml |

Provenance

Document Date Document Category
. |zoz1or2021 1:22:16 PM |[1‘||

Author Addressee
[ Leigh, Ferd I~ el
Current Location

Craig, Andrew (Mr)

Electranic Only?
[“] Enclosed? (always tick box if electronic only)

[ peciare a5 Final

8. Click OK to create new record.
9. This new External Location now exists and should appear in the location table.

Contact Us

For further support or questions, please contact Records Services on 8313 5334 or
records.services@adelaide.edu.au
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