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FACT SHEET

Shared document management with a state-of-art information management system
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Easy-to-use, yet powerful tools for managing libraries, folders, and documents

Library keeps track of different document versions

Access rights can be granted folder-by-folder basis

Libraries are accessible with standard Web browsers
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Organizing shared documents

Teamware Library is an electronic information management system that enables people to organize and share documents. Teamware Library can be used as an effective workgroup tool. Important up-to-date version controlled documents can be stored in Teamware Library for reference and easily found exactly when needed. 

Library is a part of the modular Teamware Office( groupware suite. Like the rest of Teamware Office Library supports use with both a Windows client and with an html-based WebService client used through a standard Web browser. 

Integration with other Teamware Office applications is also provided, as Teamware Library documents can be sent by Teamware Mail or posted to Teamware Forum without the user having to exit from the Teamware Library application..

More information on Teamware Office and its other components can be found in separate fact sheets.

Teamware Library

Documents stored in Teamware Library are logically organized into folders; each document contains one or more individual files, where the actual information is stored. All kinds of files can be stored in Teamware Library.

Teamware Library can also be used to make centralized backups of the documents stored in it.

Building libraries

The Teamware Library server can contain several separate libraries, with each one being dedicated to a specific theme or topic.

The documents in a library are arranged in folders, which can be created according to the needs of the users. A folder can contain subfolders, and the hierarchical continuity of nested folders is practically unlimited.

The structure of a library is visually presented in the main window of the Teamware Library user interface. This makes it easy for the user to find files and get a quick overview of the contents of an open library. It is even possible to view several libraries simultaneously.

Managing library documents

A library document consists of a properties sheet and the body of the document. The properties sheet contains administrative information about the document - for example: name, version, creation time, latest modification time, owner, authors, search keywords, contents, expiration date, retention date, and access control lists. Likewise, custom attributes can be defined for Library documents. All of this information can be used in searching for documents.

The body of a library document comprises of one or more files, which contain electronic documents that can be created, viewed, and updated by any productivity tool.

Searching for documents

The Teamware Library user can apply many different methods to locating a document or documents. For a quick view of what a certain library or folder contains, a user can browse through document lists in the main window of the user interface. After choosing a document, the user can view its profile to check the document version. Teamware Library also allows the immediate viewing of the contents of the files included in a chosen document.

The basic search offers possibilities to search documents based on e.g. owner, author, title, date or keyword. The basic search can be enhanced with optional SearchPro component. SearchPro is an enhancement tool that enables advanced free-text searching, giving the user a more flexible and sophisticated way to search for information.

Controlling access and user rights

In addition to the normal Teamware Office password protection, in Teamware Library you can define different access rights to different libraries and folders. Each individual Teamware Office user can be granted the right to read, update, or only insert documents on a folder-by-folder basis. Alternatively, they can be granted no rights at all. The users can also be organized into user groups, and the user rights concerning libraries and folders can be defined for an entire user group.

Handling different versions

By default, Teamware Library displays the latest version of a document. The versions are arranged by document date, and although the latest one will be opened when a document is selected in the document list of a folder, the user can also view any of the older versions.

When updating an existing document, a user can lock it from other users to secure version handling and preserve consistency during the update.

WebService Library

Users can access Library with a standard Web browser ranging from very light PDA browsers up to the latest and state-of-art browsers. The variety of features and functionality available depends on the type of browser.

When using a state-of-art browser users have a large variety of features available to them including browsing libraries and folders, creating, modifying, and deleting libraries, folders, and documents and managing rights to these, placing references to Library objects in html documents, set references to other Library documents in document profiles and many more.

Technical requirements 

See Teamware Office 7.1 Ed 1 fact sheet for the description of the technical environment.
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