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DOCUMENT MANAGEMENT

WHAT IS DOCUMENT MANAGEMENT?

The Document Management module brings a comprehensive document management feature
designed to cater to the needs of our customers in the DevOps environment, empowering users
with seamless document(s)/folder uploading, organizing, and managing capabilities. The
Document Management module streamlines workflows within ADO and MR4DO.

Collaborative work becomes effortless with the check-out and check-in functionality, ensuring
smooth version control. In a distributed environment where multiple stakeholders or teams are
working on different documents, versioning of the document not only provides efficient
baselining but also allows users to select any previous version and, if required, rollback to any
previous version.

Document Management also provides an additional capability to MS-Word documents where
users can compare all different versions of a document while viewing it at the same time.

The intuitive user interface enables viewing, renaming, and removal of documents and folders,
providing a streamlined and efficient document management experience for all Azure DevOps

users.
o - =00
n = Document Management BHoiscover 0ff  DHelp @ sign Out
+ Favorites Al | T Upload v 3 New Folder Y Filter by keywords
= Title Last modified by
B - myDocumen ts
& Business Requirement Document.docx o admin Updated Wed 530 pm

e

> Be Requirement t Documen ts @ =omin upastea 0z/22/2023

¥ Shared Documents

A &) Business Requirement Document.dacx o admin Updated 08/22/2023
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Document Management User Guide

INVOKING DOCUMENT MANAGEMENT IN MR4DEVOPS

Navigate to the boards option in your desired project and click on “Document Management.”

Document Management

Boards
[ Work items
E¥ Boards

= Backlogs

B4 DEDR+8 O

B Delivery Plans

Analytics views

ocument Mana Enl
& Impact Assessment ¢

B Version Package

B Smart Docs
E  Review

& Trace Analysis
& Baseline

& Diagram

B Simulation
£ Use Case

B Reporting
I FAQ

¥ Smart Note

&

Project stats

Boards

g

Repos

g 0

Members 1

0

Period: Last 7 days v
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UPLOADING A FILE

1. Click T Upload ~ on landing page of Document Management.

< °
@ = Document Management @ t @uep  [sionou
+  Faortes A1 | T Upiosd 2 New F
8 o .
=) My Do
<
a
r
2. Click on File from the dropdown.
o
= Document Management Goncover off Dy B 5ign Out

older
My Document

Shared Documents

>4 DEDR+8 0

3. The Upload File window appears.

= i
o] Document Management Upload File

ar Uple Mew Fol

a here, o clck o select §

-} My Documents

Shared Documents

<

a

L]

» s
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4. Click on the “Choose File” button and select your desired file(s) OR drag and drop the file(s).

i Document Management

Upload File

Upload ~ 3 Mew Foldsr

My Documents

Shared Documents

B4 DPED+@C

@ open x
L + ThisPC » Desitop + Document mana v O
Organize = Mewolder - o e
A Name ’ Date modified pe
# Quick sccess

Preyect Fies.
9 Business Requirement Dosument
= Document Clent Agproval

O Functional Requirement

) Reqivement Plan

Email Mortor b

Main Book

Settings tab under

& Onedime
= Tizpe
B 30 Objects
1 Deskiop
File name: [“Business Requirement Document” “Document Chent Approval” Funchonal Requirement” Requ | | AlFiles v
Gpen Cancal
» Cancel

B = Document Management Upload File
3 o5y
g '’ drop some files here. or click to select fles
Choose Fie

My Document
b Diocumants Business Requirement Document.docx - 3.6 MB Remove

Shared Document ts Document Client Approval.pdf - 2.2 MB Remove

Functional Requirement.xlsx - 6.0 KB Remove

Requirement Plan.png - 684 KB Remeove

>4 DED
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5. Select the desired location i.e. My Documents and Shared Documents.

Upload File x

- |

| MyDocument
L3

Drag 'n' drop some files here, or click to select files

| Choose File |

Business Requirement Document.docx - 3.6 MB Remove
Upload File %
MyDocument ~
> MyDocument k
T

SharedDocument

Remove

Business Requirement Document.docx - 3.6 MB

6. Click on the Upload button.

Upload File

‘ MyDocument

Drag 'n' drop some files here, or click to select files

‘ Choose File |

Business Requirement Document.docx - 3.6 MB Remove

Document Client Approval.pdf - 2.2 MB Remove

Functional Requirement.xlsx - 6.0 KB Remove

Requirement Plan.png - 684 KB Remove

=
:

Page 5 of 43
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7. The Files have been uploaded.

= Document Management - t
@ File(s) uploaded successtully
Favorites Al T Upload ~ B3 New Folder
Title Last modified by

~ My Documents

& Business Requirement Document.docx @ =omin pdsted s few szconss a9
& Document Client Approval.pdf @ zamin Updsted a few seconds ago
& Functional Requirementxlsx @ =dmin posted s few seconds sgo
[& Requirement Plan.png @ =dmin pdsted s few szconss a9

B4 DED +8

~  Shared Documents
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UPLOADING A FOLDER

1. Click T Upload  on landing page of Document Management.

Document Management User Guide

+ 8 °

[powm ]

= Document Management BBoiscover 0ff  Drep  @hsigr
Favorites Al T Upload £2 New Folder v
ﬂ Title ’ Last modified by
-} My Documents
Requirement Docusnents 0
. & Functional Requirement.xsx 0 -
f 2 Requirement Planpng Q =
A Shared Documents
! @) Business Requirement Document.docx o adm
2. Click on the Folder Option from the dropdown.
BHoiscover off  Drelp  [@si

! Document Management

+ 8 ¢

favortes Al | T Upload ~ T3 New Folder

o

Title =l File
=¥
My camens Y
&) Business Requirement Lacument docx
Requirement Documents

Shared Documents

&} Business Requirement Dacument docx

B4 DaE

Last modified by

3. The Upload Folder window appears.

Upload Folder

x

‘ MyDocument

s ‘

Drag 'n" drop folder here, or click to select folder

[ choose Folder

© 2024 Modern Requirements

Cancel
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4. Click on the “Choose Folder” option and select the desired folder OR drag and drop the folder.

Document Management User Guide

J
B = Document Management
t T Upload ~  £3 New Folder
Lo @ SelectFolderto Uplosd
L] (1> ThisPC > Desktop » Decument mans
Onganize = Newefolder
o
L s Prjac s

Falder: | Project Files

o ]

Upload Folder

MyDocument

Drag 'n’" drop folder here. or click to select folde

%
| [ choose Folder |
N

5. Select the desired location i.e. My Document or Shared Documents.

Upload Folder

*

MyDocument

> MyDocument
~

SharedDocument

© 2024 Modern Requirements
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6. Click on the Upload button.
9 [foo ] =05 @

! Document Management

Upload Folder

T Upload £ New Folder MyDocument

Drag ' drop folder here. or click to select folder
Cheose Folder |

Project Files - 6.55 MB

B4 DAED

7. The Folder has been uploaded.

= Document Management

+ @8 ¢
P

Favorites Al T Upload v B2 New Folder

Title Last modified by
My Documents
@) Business Requiremant Document dece

Requirement Documents

o
o

Shared Documents

B4 DdDAED

@ Business Requirement Document docx

© 2024 Modern Requirements Page 9 of 43
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CHECKOUT A FILE

1. Click on “...” on the desired file.

= Document Management [2E] ok (De @ sigr

Favorites Al Upload 3 New Folder

Title Last modified by

My Documents

@} Business Requirement Document docx

P a&D +8C0

@ = Upamt Waaz30pm

»]

Requirement Documents admin

Project Files

Shared Documents

I

@} Business Requirement Document docx

2. Click on EI Check Out in the context menu.

Ge= ] -0 ®

9
B i Document Management Boiscover of  Drelp @ signout
t favorites Al | T Uplosd v 3 New Folder v
Title Last modified by
My Documents
& Business Requirement Bocument.docx 0 i

Requirement Documents
Project Files

Shared Documents

=4 DPDED

B CheckOut i

&) Business Requirement Document docx

3. A floating window of Check Out appears.

Document Management Check Out

Business Requirement Document.docx

Comment *

B4 DPDED+ @O

Caneel

© 2024 Modern Requirements Page 10 of
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4, Enter the Comments.

Check Out X

Business Requirement Document.docx

Comment *

Project File of Business Requirement Document.doc|

———

5. Click on the “Download and Check Out” button.

Check Out X
Business Requirement Document.docx

Comment *

Project File of Business Requirement Document.doc|

Download and Check Qut

© 2024 Modern Requirements Page 11 of
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6. The selected file has been checked out and downloaded on the local system.
5 . [fswn ] = o @

B = Document Management = —
@ Checked ou
t Favorites  All | T Upload v 3 New Folder
n Title Last modified by
@ savets ES Y
-] My Documents 2 &5 TisPC > Downloads
a & Business Requrement Bf  guanize v Newfolder =- @
Requirement Documents | b OneDiive Last week (2)
* Project Files I This PC |
a Sha mz =
Il oWtk ems Bevr i @ samin upasiesoszones
Page
»  Last month (3)
& Pictures
B videos [N N [nN N Y AN
= pelbm©) m= m= m= m= m= m= m=
= Local Disk (D)
i Hetwork - n Right pane impact OMS-Help@  DMS-Hep  DMS-Help(1)  Copilat Help )

~ Hid ol Cancl
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CHECKIN A FILE

1. Click on “...” on the desired check out file.

._—| 5 @

= Document Management Boiscover off  @Drelp @ sign out

Favorites Al T Upload ~ B New Foide

Title Last modified by

My Documents

£} @ Business Requirement Document.docx

P a&D +8C0

@ = Upamt Waaz30pm

»]

Requirement Documents admin

Project Files

Shared Documents

I

@} Business Requirement Document docx

2. Click on EI Check In in the context menu.

(@ sign out

! Document Management

+ @ o

Favorites Al T Upload 3 New Folder

Title Last madified by

My Documents

£ 3 Business Requiremant Documant doce B s¢min Updsted Wea 330 pm

D AD

Requirement Documents

A Checkd
Project Files a z i ],- PR

Shared Documents

B4

@ Business Requirement Document docx

3. A floating window of Check In appears.
<] ) °

Document Management
B = Doaume 9 Check In

T Upload -
Upload File/Folder

Drag 'n’ drop some files here, or click to select file
Choose File

Comment *

D aED

B b 4

Cancel

© 2024 Modern Requirements Page 13 of
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4. Click on the Choose File button and upload your desired file.

= S s/ Documert Marsgamen -0
i Document Management
. = Check In
t T Upload - E3 New Folder
- . o Upload File/Folder
= € Open x Drag ‘n' drop some fles her. or dlick to select files
= L « 4 &> ThisPC > Downlosds v o Seaich Downloads | Choasa Flle |
a Ouganice = Newfolder =- m @ Commert
* o Quick access v Today (1)
B Desktop * BN
A & Downlosds  + =
| Documents —
B = Pictuses
Busines:
ueo Requirement
4 Document
upé Vesterday (1)
upd .
& Onebine -
wJ
W This PC L)
10 Otjects
-'D kl" sugtopng
Jehe -+ Earlier this week (3)
il name: | Business Requirement Dacument -] [AiFies -
2]
[« 1
» ancel

5. Enter the Comments.

Check In X

Upload File/Folder

Drag 'n' drop some files here, or click to select files

| Choose File |

Business Requirement Document.docx - 3.6 MB

Comment *

Business Requirement Document

© 2024 Modern Requirements Page 14 of
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6. Click on the Check In button.

Check In X

Upload File/Folder

Drag 'n’ drop some files here, or click to select files

Choose File |
Business Requirement Document.docx - 3.6 MB

Comment *

Business Requirement Document

[ x==n

7. The file has been successfully checked in.

9 Pwe 1= 0 @
B = Document Management = —
@ check "
t | faortes Al T Upload v £7 NewFol
(] Title Last maified by
- My Documents
@ Business Requiremant Documant docx
Requirement Documents
L s s
a Shared Documents
B & Business Requirement Document doce © v v

© 2024 Modern Requirements Page 15 of
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DISCARD CHECKOUT

1. Click on “...” on the desired check out file in My Documents.

._—l

J
B = Document Management B piscover Off o sior
Tt Faorites Al T Upload v B3 New Folde 7
= Tite st morifed by
) My Documents
) @) Business Requirement Document decx L_] o i Lpdated Wee 530 pen
Requirement Documents k{ © i Loss

f Project Files o adm
A Shared Documents
A @1 Business Requirement Document docx o adm
2. Click on * Discard CheckOut in the context menu.
=] EE=N—

! Document Management B pise - 3 o sior

4P AD

Favorites Al T Upload ~ E7 Mew Folder

Title

My Documents
@ Business Requirement Document.doc
Requirement Documents
Froject Files

Shared Documents

@) Business Requirement Document.docx

Last modified by

3. The Check Out has been successfully discarded.

+ 8 0

P4 DED

= Document Management

Favorites Al T Upload B Mew Folder

Title
My Documents
£ @} Business Requirement Document.docx
Requirement Documents
Projact Files
Shared Documents

@} Business Requirement Document docx

Last madified by

© 2024 Modern Requirements
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DOWNLOAD A FILE/FOLDER

DOWNLOADING A FILE

1. Click on “...” on the desired File.

9
B ! Document Management ! ( sigr
t Favorites Al Uplosd ~ B3 New Folder v

Title Last modified by

My Documents

@ Business Requirement Document docx ] © =0min Upcsted et 530 m
Requirement Documents k admin Updsted 08/22/2023
Broject Files

Shared Documents

@} Business Requirement Document docx

a4 DdDAED

2. Click on ¥+ Download in the context menu.
=] . [P ] I -]

B = Document Management

Favorites Al T Upload B3 New Folder

Title Last modified by

My Documents
@) Business Requirement Document.doc
Requirement Documents
Project Files

Shared Documents

B CheckOx
@ Business Requirerent Document.docx = _ OR/33/2023
L Download k

B4 DPAD

3. The file has been downloaded successfully.

B = Document Management

Last modifie by

o vidaFoldens =

© 2024 Modern Requirements Page 17 of
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DOWNLOADING A FOLDER

1. Click on “...” on the desired Folder.

@
o

ards ocument Management £ Search

ment Management

= Document Management -

Favorites Al T Upload E7 New Folder 5 Filter by keywords

Title Last modified by

~ My Documents

> Requirement Documents | 1 o admin Updated 08/22/2023

> Project Files admin Updated Fri 6:56 pm

~  Shared Documents

@ Business Requirement Document.docx o admin Updated 08/22/2023

>4 PDED +8 0

2. Click on ¥+ Download in the context menu.

B oiscover of @ Help (® sign out

agement Boards Document Management P Search

= Document Management

Favorites Al T Upload ~ 3 New Folder Y Filter by keywords

Title Last modified by

My Documents

@ adrmin Updated 0872212023
T Upload File

Project Files
{4 Download
~  Shared Documents :

= Rename

> Requirement Documents

Fri 6:56 pm

& Business Requirement Document.docx 08/22/2023

X Delete

B4 PDED +@ 0

3. The folder has been downloaded successfully.

B3 Requirement Documents (1)zip
Document Management L0 Searth KE + Done ] o

EBlpiscover off (D Help @ sign Out

Document Management

@

= Document Management

Favorites Al T Upload ~ [EJ New Folder 5 Filter by keywords

Title Last modified by

~ My Documents

> B Requirement Documents o admin Updated 08
> Project Files e admin Updated Fri 6:56 pm
~  Shared Documents

@ Business Requirement Document.docx o admin Updated 08/22/2023

m>4DAED +@ 0

© 2024 Modern Requirements Page 18 of
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CREATE A NEW FOLDER

1. Click =4 New Folder on the landing page of Document Management module.

|

! Document Management Boscower off Driclp Brsignout

Favorites Al

Title

Last madified by

My Documents

PaD+08

& Business Requirement Document docx
Requirement Documents
Project Files

Shared De

@} Business Requirement Document docx

I

2. The following New Folder window appears.

New Folder X

MName *

Enter name

Folder *

MyDocument K

Cancel

3. Enter a suitable name for the folder you want to create.

New Folder X

Name *

Project Requirement

Folder *

MyDocument i

© 2024 Modern Requirements Page 19 of
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4. Select the location where you want to place the folder.

New Folder

MName *

x

Project Requirement

Folder *

MyDocument

> MyDocument

SharedDocument

5. Click on the OK button.

New Folder

Name *

Project Requirement

Folder *

MyDocument

Cancel

6. The new folder has been created.

=]
B = Document Management
t favorites Al | T Upload “ E3 New Folder
] Tite
B - vy Documents
&) Business Requirement Document.dacx
Requirement Documents
A Shared Docr nts
@ Business Requirement Document.dooc

Last modified by

© 2024 Modern Requirements
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VIEW A FILE

1. Click on the name of the file you want to view.

= Document Management CHbiscover off  DHelp @ sign out
Favorites Al T Upload v B3 New Folder % Filter by keywords
Title Last modified by

~ My Documents

) Business Requirement Docurr Dmumi docx 7o (@ Steve Andrews Updated in s few seconds
> B Requirement Documents N @ =omin pasteaos

> B Project Files @ =omin Updsted 16 minute

~  Shared Documents

B4 DED +B O

& Business Requirement Document.docx @ =omin Updstea 0372272023

2. A window appears where the user can view the content of the file.

& @@y x
1. EXECUTIVE SUMMARY SNAPSHOT

Provide a brief executive summary (overview of your business requirements) here.

Your executive summary should be a “snapshot” of the purpose of your business requirements,

[ ]
+
=
)

including a brief description of any analysis, findings, project description, scope, business drivers,

proposed process, current process, and functional requirements. Here are the questions you
f should answer when writing your business requirements executive summary:
e Whatis the goal [purpose) of this business requirernents document (BRD) 2

o Who is the audiience for this business requirements document?

B B

2. PROJECT DESCRIPTION

In this section, describe the project for which you are writing this business requirements document.
Describe the project’s purpose, what the current process/solution is for the project, what the

challenges are, and why you need to undertake the project.

3. PROJECT SCOPE

Provide a high-level description of the project’s scope, including a list of project-specific goals,
tasks, deliverables, costs, deadlines -- everything that is “in” and "out"” of scope for the project. This
information provides team members with guidelines for the scope of the project, so they can plan

and resource accordingly.

IN SCOPE
The following are “in scope" for the project:
&
e In-scope item ] -
»

© 2024 Modern Requirements Page 21 of
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OR
1. Click on the “...” of the desired file.

B = Document Management - BHoiscover o @Drelp @ sign out
aF Favorites Al T Upload v Ej New Folder Y Filter by keywords
] Title Last modified by
B - MyDocuments
& Business Requirement Document.docx I I o admin Updated Wed 530 pm

> I Requirement Documents k! @ zemin Updsted 0872272023
L 4 » B Project Files @ =min Updsted 16 minutes sgo
A ~ Shared Documents
! & Business Requirement Document.decx o admin Updated 0872

2. Click on the © View option in the context menu.

¢J  Suppon Document Managemes Board Document

B = Document Management

t Favorites ANl | T Upload 3 New Folder

Title: Last modified by
My Documents
&) Business Requirement Document.docx
Requirement Documents.

Project Files

Project Requirement

Shared Documents

4D AED

& Business Requirement Document.decx

3. A window appears where the user can view the content of the file.

& a @t o«
1. EXECUTIVE SUMMARY SNAPSHOT

Provide a brief execufive summary [overview of your business requirements) here.
Your executive summary should be a “snapshot” of the purpose of your business requirements

including a brief description of any analysis, findings, project description, scope, business drivers

PaD+a@

proposed process, current process, and functional requirements. Here are the questions you

should answer when writing your business requirements executive summary:

o What is the goal (purpase) of this business requirements document (BRD) ¢

. Who

g

2. PROJECT DESCRIFTION

In this section. describe the project for which you are writing this business requirements document.
Describe the project's purpose, what the current process/solution is for the project, what the

challenges are, and why you need to undertake the project.

3. PROJECT SCOPE

Provide a high-level description of the project’s scope. including a list of project-specific goals,
tasks, deliverables, costs, deadlines - everything that is "in" and “cut” of scope for the project. This
information provides feam members with guidelines for the scape of the project, so they can plan

and rescurce accordingly.

IN SCOPE

The following are “in scope" for the project:

© 2024 Modern Requireme Page 22 of
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RENAME A FILE/FOLDER

RENAME A FILE

1. Click on the =F Rename option in the context menu of the file you want to rename.

= (Pree e
B ! Document Management EBoiscover off @riep @ sign out
t Favorites ANl | T Upload 3 New Folder 7
[ Title Last modified by
-] My Documents
. &) Business Requirement Document docx
Requirement Documents
0 Project Files o
a Project Requirement T
B Shared Ds s :
L equirement Document. docx - 5
=b Rename
X Delete ¢

2. The Rename File window appears.

Rename File X

MName *

Business Requirement Document

Cancel

3. Add a new suitable name for the file.

Rename File P'Y

Name *

Business Requirement for ABC Corporation|

© 2024 Modern Requirements Page 23 of
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4, Click on the OK button.

Document Management User Guide

Rename File

Name *

Business Requirement for ABC Corporation

Cancel

5. The File has been renamed.

! Document Management

Favorites Al T Upload

New Folder

Title

My Documents

Requirement Documents
Project Files
Project Requirement

Shared Documents

B4 DPDED

& Businass Requirement Dacument docx

@ Fie renamed successhuly

Last madified by

© 2024 Modern Requirements
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RENAME A FOLDER

1. Click on the =F Rename option in the context menu of the folder you want to rename.

Management Board Document Management P search 5 @

= Document Management EBlviscover off  (DHelp @ sign Out

Favorites Al T Upload ~ E3J New Folder 57 Filter by keywords

Title Last modified by

My Documents

Requirement Documents a admin Updated 08/2
Project Files T Upload File | Fri 6:56 pm
i Download
~  Shared Documents
i
@ Business Requirement Document.docx llos/22/2023
X Delete

4 DPDED +0 O

2. The Rename Folder window appears.

Rename Folder X

Name *

Requirement Documents

Folder Path

MyDocument

‘ Cancel ‘

3. Add a new suitable name for the folder.

Rename Folder X

Name *

Requirement Documents ABC Corporati0h|

Folder Path

MyDocument
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4, Click on the OK button.

Document Management User Guide

Rename Folder

Name *

Requirement Documents ABC Corporation

Folder Path

MyDocument

N

Cancel ‘

5. The Folder has been renamed.

Document Management
= Document Management -

Favorites  All T Upload v B3 New Folder

Title

~ My Documents

| > Requirement Documents ABC Corporation

Project Files
~  Shared Documents

@ Business Requirement Document.docx

>4 PDED+0 0

ument Management

©
I

o Folder renamed successfully

Last modified by

o admin Updated a few seconds ago
o admin

o admin Updated 08/2

© 2024 Modern Requirements
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DELETE A FILE/FOLDER

Document Management User Guide

DELETE A FILE

1. Click on the “...” of the desired file.

+ 8 °

! Document Management 1 (# sigr
ﬂ Title B Last modified by
-} My Documents
@ Business Requirement for ABC Corparation.docx
v —
A Project Requirement
.}
2. Click on the X Delete option in the context menu.

-
o + @ s

! Document Management

+ 8 ¢

Favorites Al T Upload * B3 New Folder

Title

My Documents
&) Business Requirement for ABC Corporation.docx
Requirement Documents
Project Files

Project Requirement

4P AED

Shared Documents

@ Business Requirement Document.dooc

Last modified by

3. A Confirmation window appeatrs.

Confirm

Are you sure you want to delete 'Business Requirement for ABC

Corporation.docx’ File

© 2024 Modern Requirements
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4. Click on the OK button.

Confirm

Are you sure you want to delete '‘Business Requirement for ABC

Corpeoration.docx’ File

5. The File has been deleted.

[« =l ]
B = Document Management ™ - =
t Favorites Al
n Title Last modified by
& My Documents
Requirement Documents @ somin upestea oezzi2023
Project Files - @ aomin y
€ Prjec Rsuiement Q
A - Shared Documenss
! ) Business Requirement Dacument.docx ° 3N Updated 08/22/2023
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DELETE A FOLDER

1. Click on the “...” of the desired folder.

DBiscover off (@DHelp @ sign out

ument Management Board: Document Management R search

= Document Management -

Favorites Al T Upload ~ E3J New Folder 57 Filter by keywords

Title Last modified by

My Documents

> [0 Requirement Documents ABC Corporation | o admin Updated a few seconds ago
Project Files o admin Updated Fri 6:56 pm

~  Shared Documents

@ Business Requirement Document.docx o admin Updated 08/22/2023

B4 DPDED +8 O

2. Click on the X Delete option in the context menu.
ment Management . Boards Document Management £ searc th o

BBoiscover off (D Help (® sign out

= Document Management -

Favorites  All T Upload E7 New Folder 5 Filter by keywords

Title Last modified by

My Documents

> Requirement Documents ABC Corporation ﬂ admin Updated 10 minutes ago
: T Upl
Project Files T Upload File | Fri 6:56 pm
i Download

~  Shared Documents
=D Rename
108/22/2023

@ Business Requirement Document.docx
X Delete ! |

=4 PBDEDR+0 0

3. A Confirmation window appears.

Confirm

Are you sure you want to delete 'Requirement Documents ABC

Corporation’ Folder
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4. Click on the OK button.

Confirm

Are you sure you want to delete 'Requirement Documents ABC

k ]

Corporation’ Folder

5. The Folder has been deleted.

i
B

Document Management Boards Document Management £ search
o P a— Y ~ar—
= Document Management - o “
o Folder removed successfully.
Favorites Al T Upload ~ E3J New Folder
Title Last modified by

~ My Documents
> Project Files o admin Updated a few seconds ago
~  Shared Documents

@ Business Requirement Document.docx o admin Updated 08/22/2023

=>4 DED+8 0
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ADD FILES TO FAVORITES

1. To add a file to favorites, hover on the desired file and click on the "%" icon.

o

= Document Management piscover of  @DHelp @ sign out
Favorites Al T Upload B3 New Folder Y Filter by keywords
Title Last modified by

~ My Documents
Project Files @ admin Updated Wed 622 pm

Shared Documents

& Business Requirement Document.docx idmin Updated 08/22/2023

B>r4DEDR B0

2. The file has been added to favorites.

J
. = Document Management g
@ Added to favourites
t Favorites Al T Upload B9 New Folder
p
Title Last modified by

My Documents
Project Files @ admin Updaea w

Shared Documents

D aAD

&9 Business Requirement Document.docx * o admin Updated 08/22/2

B> &

3. The file added to favorites can now also be accessed by clicking on the "Favorites" tab.
|2 S ]

= Document Management EHoiscover off  @elp  @sign 0
Favorites | All T Upload EJ New Folder ¥ Filter by keywords
Title Last modified by

My Documents
Project Files o admin Updated Wed 6:22 pm
Shared Documents

&) Business Requirement Document docx % @ admin Updated 072212023

B4 DPDEDR -8 0
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4. Files added to favorites will appear in the favorites tab.

Document Management User Guide

= Document Management -
Favorites Al T Upload EJ New Folder
Title Folder

My Favorites

| @3 Business Requirement Document.docx %  Shared Document

B4 DPDEDR -8

Hoiscover off  Duelp [ sign out

7 Filter by keywords

Last modified by

o admin Updated 08/22/2023

© 2024 Modern Requirements
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VERSION MANAGEMENT

The Version Management feature in Document Management module enables users to:

¢ View different versions of a document

¢ Download the desired version of a document

* Delete undesired versions

* Rollback the current version with any of the saved versions of that document

® Users can invoke Version Management feature by clicking on the respective option in the context menu.

= Update DM Team - iscover off  Drelp  [@sign out
+ Favorites All T Upload ~ EJ New Folder 3 Filter by keywords
ﬂ Title Last modified by
=) ~ My Documents
3 Report3an @ Steve Andrew Updated a minute ago
L View
£ Fiscal ¥ @ Steve Andrew Updated a minute ago
v [&2 Annual @ Steve Andrew Updated a few seconds ago
& CheckOut
A ~  Shared Doct
E B version k
Y Download N
= Rename
X Delete
&
»
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e Version Management options are accessible through the toolbar that appear in the Version
Management window.

+ 8

i

Version Management

A View Version & Download Version [} Delete Version ) Rollback Version

Version Versioned By Comments

Steve Andrew 4 minutes ago File Upload.

4P aE

Steve Andrew 3 minutes ago Checkin V2
Steve Andrew 2 minutes ago Checkin V3

Steve Andrew a minute ago Check in after changes

»

e With the "View Version" option, the user can view any desired version of the document.

+ 8

1]

Version Management

/O View Version ﬁ Download Version El Delete Version (:J Rollback Version
:k;

Version Versioned By Comments

o v Steve Andrew 14 minutes ago File Upload.

4D &

Steve Andrew 13 minutes ago Checkin V2
Steve Andrew 13 minutes ago Checkin V3
Steve Andrew 11 minutes ago Check in after changes

Steve Andrew 8 minutes ago Changed image

»
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g Compare to v o @ 1 X
+ 1 MODERN.
F Requ'remems Meodern Requirements4DevOps Admin Configuration Guide — Modem Requiem ents}oe
Document Revision History
&
Rev. # Date Details [T p——]
By By
Version | 31 August, *  Added the following sections under Review Section Syed Hira Sharif
f 31 2023 o Configuring MR Credentials Expiry Hammad
e Configuring e-Signature email address
e« Configuring Blocked User Duration
A *  Added the following sections under General section:
«  Copilot4DevOps Organization Settings
'. «  Configure E-mail Settings
Version | 237 May, + Ul Changes Updated Syed Hira Sharif
30 2023 «  Below sections have been updated: Hammad
*  Document Generation —Apply Table Properties
*  Consider Work item Links for Comparison
s Work ltem Configuration
«  Work ltem Display Fields for Comparison
+  Below new sections have been added:
e« Version Package Metadata
«  Configuring Submit Comment Settings
*  Management of MR Approval Accounts
Version | 5% '+ Added “Document Define Properties” under the General Syed Hira Sharif
23 December, section. Hammad
2022 +  Updated “Disregard Read-only fields when copying work
items from baseline/other places” section for Smart Docs
clone functionalit
Version | 157 August, |e Added “Document Generation — Apply Table Properties” Syed Hira Sharit
@ 22 2022 under the General section. Hammad
+  Added “MR Credentials for Approver” under the Review
>> section -

e Users can perform comparison between the selected viewed version and any of the other versions using
the "Compare to" option as shown in the below image.

o

£ Search

Ch

Ub Compare to ’—/\‘l Q @ I 1 X
+ # Label Created Date Created By
V2 Wed Jan 24 2024 Steve Andrew
ﬂ V3 Wed Jan 24 2024 Steve Andrew
E V4 Wed Jan 24 2024 Steve Andrew
g V5 Wed Jan 24 2024 Steve Andrew
Ve Wed Jan 24 2024 Steve Andrew

o

Modern Requirements4 DevOps

Admin Configuration Guide
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e Click on the "Download Version" option to download the selected document version.

+ 8

1]

Version Management

/O View Version J; Download Version D Delete Version C) Rollback Version

LS

Version Versioned By Comments

D &

Steve Andrew 14 minutes ago File Upload.

Steve Andrew 13 minutes ago Checkin V2

I

Steve Andrew 13 minutes ago Checkin V3

Steve Andrew 11 minutes ago Check in after changes

Steve Andrew 8 minutes ago Changed image

»

* The file has been downloaded successfully.

G Support Update DM Boards / Document Management [ Recent download history ® i 0
o)

Modern Requirements4DevOps Admin
Configuration Guide (2).docx
81 M5« Done

@] Modern RequirementsaDevOps Admin
Configuration Guide 1 (1).docx
83 M8 + 8 minutes ago

+ 8

Full download history

[}

Version Management

A View Version L Download Version [} Delete Version () Rollback Version

Version Versioned By Comments

Steve Andrew 18 minutes ago File Upload.

Steve Andrew 17 minutes ago Checkin V2

4P

Steve Andrew 16 minutes ago Checkin V3

Steve Andrew 14 minutes ago Check in after changes

Steve Andrew 12 minutes ago Changed image

>
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* To delete a particular document version, select the version and click on the "Delete Version" option.

+ 8

i

Version Management

P View Version & Download Version | [ Delete Version | © Rollback Version

a
Version Versioned By Comments

Steve Andrew 14 minutes ago File Upload.

Check in V2

4P aE

Steve Andrew 13 minutes ago
Steve Andrew 13 minutes ago Checkin V3
Steve Andrew 11 minutes ago Check in after changes

Steve Andrew g minutes ago Changed image

»

* The version has been deleted successfully.

G Support Update DM Boards / Document Management

Il
[m:}
o

+ 8

[}

Version Management

View Version Download Version Delete Version Rollback Version

Version Versioned By Comments

Steve Andrew 21 minutes ago Checkin V2

Steve Andrew 21 minutes ago Checkin V3

>4 DA

Steve Andrew 19 minutes ago Checkin after changes
Steve Andrew 16 minutes ago Changed image

Steve Andrew 2 minute ago Rollback Version: V1

»
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* To rollback a document version to its initial state, click on the "Rollback Version" option from the toolbar.

'j Support Update DM Boards Document Management

+ 8

[ 1]

Version Management

P View Version L Download Version [} Delete Version

L3

18 minutes ago

Version Versioned By

4 B &

Steve Andrew

Steve Andrew 17 minutes ago

I

Steve Andrew 16 minutes ago

Steve Andrew

14 minutes ago

Steve Andrew 12 minutes ago

»

¢ Selected version has been rollbacked.

) Rollback Version

Comments

File Upload.

Check in V2

Checkin V3

‘Check in after changes

Changed image

a @

J

Support Update DM Boards Document Management

+ 8

1]

Version Management

View Version Download Version Delete Version

D &

Steve Andrew 21 minutes ago

Steve Andrew 20 minutes ago

[ S

Steve Andrew 20 minutes ago

Steve Andrew

18 minutes ago

Steve Andrew 15 minutes ago

Rollback Version

File Upload.

Check in V2

Checkin V3

Check in after changes

Changed image

Steve Andrew in a few seconds

Rollback Version: V1

»
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COMPARING DOCUMENT VERSIONS

¢ Click on the view option from the context menu.

Document Management User Guide

R4 PDEDR -8

»

= Update DM Team

Favorites  All T Upload

Title

~ My Documents
j1 Report.3gp
[ Fiscal Year 2023.png

[& Annual Report 2023.png

& Modern Requirements4DevOps Admin Configuration Guide.docx

v Shared Documents

£ New Folder

|/O\/iew k |

N

B Checkout

3 Version
+ Download
=0 Rename

X Delete

BHpiscover off D rielp

<Y Filter by keywords

Last modified by

@ Steve Andrew Updated Wed 4:30 pm
@ Steve Andrew Updated Wed 4:30 pm
@ Steve Andrew Updated Wed 430 pm

@ Steve Andrew Updated Wed 4:40 pm

(@ sign out

* The "Compare to" option appears as visible in the image below.

R4 PED -8

Compare tof

vla a2

#] MODERN_
F Requirements

Lo

Modern Requirements4 DevOps

Admin Configuration Guide

3 x
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e From the "Compare to" option select the version with which you want to compare the viewed document.

Update DM Boards

o

P4 DPDED

>

Document Management £ Search

Compare to ~le & 27 3 x

# Label Created Date Created By
V2 Wed Jan 24 2024 Steve Andrew
V3 Wed Jan 24 2024 Steve Andrew
\Z Wed Jan 24 2024 Steve Andrew
V5 Wed Jan 24 2024 Steve Andrew
V6 Wed Jan 24 2024 Steve Andrew
' Thu Jan 25 2024 Steve Andrew

L

Modern Requirements4 DevOps

Admin Configuration Guide

* The comparison between the two versions is displayed and the changes will be marked in red.

R4 PED+8

>

Compareto V2 ~

MODERN
rq equirements Modern Requirements4DevOps Admin Configuration Guide ~ Madem reauirementsZhoevops

ADMIN CONFIGURATION AT LEVEL

RIGHTS MANAGEMENT

Rights Management in Modern Requirements4DevOps 2024 is managed using Permissions. It is used to provide
particular rights to relevant stakeholders of the current project. Rights management is done project wise and is not
applicable on Azure DevOps' Organization (TFS Collection).

Note: The Permission Tab (for rights management) is visible to the Collection Administrator. From this tab, the
collection administrator can grant relevant rights. Due to the inherent nature of his work; the Permision tab is
visible to the Collection Administrator, even if he is not a member of the current project. However a Project
Administrator can only view the Permission Tab of his own projects.

This feature is currently implemented for 56 modules: Smart Docs, Baseline, Review, Reporting, & Trace Analysis,

Document Management & Impact Assessment
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