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Purpose 

• A web-based content management system 

• Provides a central location for data sharing 
and collaboration 

• Allows for multi-user access 

• Ability to quickly search for content 

• Maintains a history of a document’s versions 

 



Definitions 
• User—A registered DocuShare user. 

 
• Group—One or more DocuShare users, groups, 

or both. 
 

• Collection—A container for storing objects. 
 

• Document—A stored document.  The icon can 
vary, depending on the document’s file type. 
 

• View in HTML – Provides an alternative viewer 
for certain document types. 
 

• Versioning – Allows users to check in/out a 
document for editing.  Maintains a viewable 
history of changes. 
 

• Lock/Unlock – Allows a user to temporarily 
disable a document’s Versioning function. 
 

• Comment – An informal commentary about a 
document. 
 

• Properties – Allows a user to view an object’s 
properties. 
 

• Favorites – Adds an object to a DocuShare user’s 
My Favorites list. 

• Notification—Email notification after a change 
occurs to a specified object.  
 

• More Actions – A drop down menu of more 
actions for the user to choose from. 

 
• URL—An Internet address for a web page. 
 
• Calendar—An online monthly or weekly 

calendar. 
 

• Event—A calendar entry.  
 
• Wiki—A collaborative web site. 

 
• Weblog—A simple web site for frequent 

postings. 
 

• Discussion—An online forum where topics can 
be posted. 
 

• Topic—A posting to a discussion.  

*More information available at http://infoshare.azwater.gov/docushare/en/help/user/pdf/user_guide.pdf 



Accounts/User Levels 

• Public/Login not required 

– Guest – Read & download 

 

• Accounts/Login required 

– User – Read, download & upload 

– Admin – Read, download, upload & delete 



Login 
• DocuShare is available via that web at: http://infoshare.azwater.gov 

• To access an account, right click the Login link under My Links   

 

http://infoshare.azwater.gov/
http://infoshare.azwater.gov/


Login 
• Enter your Username and Password* 

*Contact Karen Henriksen (kahenriksen@azwater.gov) to request a login 



My DocuShare 
My DocuShare is a personal workspace assigned to individual user accounts.  
It is customized to display a user’s Personal Collections, Favorites, Groups, 
Tasks and Calendars. 



Content 

• Adding 

• Viewing (object and its properties) 

• Searching 

• Editing 

• Permissions  

• Notifications 

• Changing location  

• Deleting (Admin. Only) 

 

 



Adding Content 
1.  Within a Collection, use the Add… drop down list to choose the item that you want 
to add to that Collection 



Adding Content 
2.  Complete the Add dialogue box, begin by using Browse… to upload your 
file 



Viewing Content 
Click hyperlink Opens document in appropriate software 



Searching Content 
• Searches metadata & document content 

1.  Type in your search criteria and click Search 

*View additional search options by clicking the More Actions     arrow  



Searching Content 
2.  Search Results appear 



Editing Properties 

 

 

1.  Click the object’s Properties icon 

2.  Select Edit from the left menu and complete the dialogue box then click Apply 



Permissions 

Reader: allows the user or group to read the 
content of the object and view its associated 
properties and permissions 
 

Writer: allows the user or group to change the 
object’s properties and add new objects, including 
new versions of documents 
 

Manager: allows the user or group to delete the 
object, and change the object’s permissions and 
owner. 
 



Permissions 

1. 

2. 

Click on the object’s Properties icon 

Select Permissions in the left menu, change user permission then click Apply 



Notifications 
• Add notification & create recipient list 

2. 

3. 

1. Click on the object’s Notification icon 

Select Notifications on the left menu and click the Create a New Notification link 

Click the Show Advanced Options link 



Notifications 
4. 



Notifications 
• Enable/disable notification 

1. 

2. 

Click on the object’s Properties icon 

Select Notifications from the left menu and click the Properties icon on the 
notification to be changed 



Notifications 
3. Select Edit from the left menu and change the Enabled property to Yes or No 



Changing location  

Options: 

1. Move an object using the Cut/Paste from the 
Edit Selected menu 

2. Use the Copy/Paste or Locations property to 
create a reference to an object in several 
containers (similar to creating a shortcut) 

 

 



Changing location  

Options: 

1. Move using the Cut/Paste from the Edit 
Selected menu 

 

 



Changing location  

Options: 

2. Create an object reference using Copy/Paste 
from the Edit Selected menu 

 

 

*An object reference can also be created using the Locations property 



View Locations  

Use the Locations property 

 

 

Add desired location into this box 



Deleting (Admin. Only) 

 
 

1.  Click the object’s More Actions      arrow and click Delete Document 

2. Confirm delete by clicking the Delete button 
 



Working with Documents 

• Versioning 

• Lock & unlock 

• Adding comments 

 



Versioning 

• Check out and edit an existing document, 
and check in the revised document as a new 
version. 

•  Ensures only one user at a time edits a 
document. 

 



Versioning 
1.  Click the document’s Check Out icon 
 

2.  The document opens in it’s native editor*, make your desired edits 
 

3.  Select Save As in the native editor to your local drive.  Do not change the 
name of the document 
 

4.  Click the document’s Upload a New Version icon 
 

*Items can only be edited with software that is compatible with the source item’s file type 



Versioning 
5.  Complete the dialogue box by browsing to your locally saved file and 
click Apply 
 



Viewing/Changing Versions 
In the document’s properties, view the Version History.  All versions are listed here 
and available for viewing.  Use the Change Preferred Version button to change the 
version. 



Lock & unlock 
• Lock keeps other users from editing a document 

1.  Select Lock from the More Actions drop down arrow 

*Other users can still view and download the locked document, but versioning is now disabled 



Adding comments 
• Definition: Informal commentary on a 

document   

• Example: when co-authoring a document, add 
helpful comments for other authors 



Additional Help 

• DocuShare tutorials & user guide 
http://infoshare.azwater.gov/docushare/dsweb/helpdesk/Documentation 

 

 

http://infoshare.azwater.gov/docushare/dsweb/helpdesk/Documentation


Questions? 

Sharon S. Morris 
ssmorris@azwater.gov 

Karen A. Fisher 
kafisher@azwater.gov 

Arizona Department of Water Resources 
3550 N. Central Ave. 
Phoenix, AZ 85012 

(602) 771-8500 


