Mu2E DocDB Access Reference
The following are general instructions for accessing DocDB in the secure (private) mode which will give access to all documents in the database (both public and private) as well as allow you to schedule meetings and view events.

Login Procedure:

Go to:

http://mu2e-docdb.fnal.gov/
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You will see a screen with three access options:

public

private

certificate

Choose the "private" access method.  You will be prompted for a user name and password.  The user name is mu2e.  The password is the canonical one used for most mu2e information (ask someone if you don't know it yet, we are not supposed to send it out on email)

You are now logged into DocDB.

To View Meetings/Events and documents associated with them:

To view an event either select the "Calendar of events" which will bring up the current month's calendar with all scheduled events, or select "Events" from the List of Authors, Topics, Groups....area.
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From the calendar click on the event of interest and it will bring up all information associated with this event.
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From the "events" view, select the event from the list and it will also bring up the information assocaited with the event.
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----------------------------------

To View a document:

Select the name or number of the document from the documents list.
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You will be shown all files associated with this document.  Most documents will have a PDF version that can be viewed directly by selecting the file.
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Other document types (Word, Powerpoint, LaTeX, Postscript, Source Code, Graphics) will require the appropriate viewer to examine them.  Clicking on the document however will let you save the document to your local machine.

----------------------------------

To Search for a document:

1) Log in to DocDB

2) Use the "Search" option and search for a word in the title of document, or a document number
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3) You will see a list of documents that match your search.  Select the one you want.

4) For more complex searches use the "Advanced" search option.

----------------------------------

To Create a document:

1) Log in to DocDB

2) Select the top option "Create or change documents"

3) Select one of the create options (i.e. create a new document from XX files on your local computer)
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4) Enter information into all the fields shown on the next screen including the Title, a brief Abstract, any keywords, notes etc... [image: image9.png]& Document Modifications - Mozilla Firefox
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5) Choose the files you want to include (Local File Upload options) and enter a text description for each one and be descriptive(i.e. "Mu2E Powerpoint presention on maximum instaneous rates (.ppt file)")  This is what people will see when they view your document.
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6) In the next area select the type of document you are submitting (e.g. Tech Document, Internal Report, etc...)

7) Select your name from the submitter and author's lists.

8) Select the security level you want for this document from the "VIEW" list and "Modify" list (Public documents ANYONE can see, "mu2e" is private, the mu2eadm and docdbadm are administration accounts for maintence.)

If in doubt choose "mu2e" for both VIEW and Modify to set the document type to fully private.

9) Select any topics that your document should be filed under.

10) If the document should be associated with an event, select that event from the event list.

11) Use the "Submit Document" button to commit the document to the database.
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To Create an Event:

1) Log in to DocDB

2) Select teh "Create or change documents" option (just like for making a new document)

3) Select "Create a new event"

4) Fill in the relavent document information

5) Associate any documents already in DocDB with the event from the talks area near the bottom.

6) Use the "Modify Event and Sessions" button at the very bottom of the screen to commit the document to the database

---------------------------------

To add an Author:

1) Log in to DocDB

2) From the main screen choose the "Authors" option from the List area.

3) You will see a list of all current authors.

4) Choose the "Add a new author" option

5) Fill in the information

