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Introduction

The information in this manual will show you how to:
» Manage documents

» Use workflows

» Create virtual documents

> Link MEGA documents to documents stored in the DLS
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Upload a Document

» Step 1: Navigate to a location in the folder structure by clicking on the left menus

Preferences Logout Help

Morgan Documentation Library System

Actions Workflow Document Properties

Document Repositary/Application Developrment/Ass - Choicel
DDP - DIRECT DEPUSITE]

E

IShow Files and Folders ;I
Baookrnarks

; sh it 1|50 =
] My Files ow iterms

|7 i‘ Tite

Ma iterns found.

i Cocurnent Repositary

LJ—}D Application Developrment

LJ—}D Aod - Chaice

- ACTIWE ASSETS ACC

- BUSIMESSCAPE [WEE
- ZHOICE BILLIMG 5%
- DIRECT DEPQSIT
- DIRECZT DEPOSTH

FME - FUME ESTIMAJd

}D Branch Support

o D

n

Size Uploaded Modified State

g - Statement:

The folder structure was custom designed for
(] Investor Consulting Services eaCh Of the Workstreams

MSD -
4 | »

Mo Messages

[ -]

View All Messages
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Upload a Document

» Step 2: Click on the Upload File(s) menu option in the Actions menu

Preferences Logout Help Searl:h:— Go  Advanced...
Morgan DOCH™ _.icauun — “*ary System

N Morgan Stanley ; Actions Workflow ™ocument Properties
CMUDEY : deduser

3 Inbos

Boaokrmarks

pn Developrmeant/ Asd - Choicel

Sh it f
My Filez o fems

Cocurnent Repasitary

[l]-[:] Application Development Upload File(s)

[l]-D Add - Choice
Alh - ACTIVE ASSETERN
BCP - BUSIMNESSCAPE R
ZBS - CHOICE BILLIMG Y
DR - DIRECT DERPOSIT
DS - DIRECT DEPOSIT S
FME - FUMC ESTIMATE

}D Branch Support

]—D Client Reporting - Staternent:

}D Client Support

]—D Cormpensation
:H:—l Cornerstone Funds - Manage:

S oo The Actions menu lets you perform different tasks

Qe depending on where you are

tH ] Infrastructure

]—D Investor Consulting Services
tH ] Law & Compliance

]—D Managed Futures

}D Margin

tH | MsD bl
4 | > |-

Mo Messages View All Messages

Titde Size Uploaded Modified State

o O s O e O sy O o I g B e oy e S proy I oy pr O e B
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Upload a Document

» Step 3a: The file selector — initial screen

DOP - DIRECT DERPOSIT

Upload: File Selection The folder you are uploading to

Selected Files:

The file selector allows you to:
*Upload a file
*Upload the contents of a folder

You can upload as many files or
[Next [ |[ cancel |[ Help | folders as you wish
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Upload a Document

» Step 3b: The file selector — select a file

@ Document 4

The file selector allows you
navigate your local hard drive
and
select multiple files at once

To select multiple files, hold down the
Ctrl key and click on each file

File: niame: I"Du:u:ument 2.doc" "Documert 4 doc"

Files of type: Igu File=

5

1K

Cancel
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Upload a Document

» Step 3c: View the files to upload

Upload: File Selection: DDP - DIRECT DEPOSIT

Selected Files:

Q Docurment 2.doc
Q Docurment 4.doc

After choosing the files you can:

* Click Next to add meta data to the documents (explained on pg 10-11)
» Get Help

e Cancel out of the transaction
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Upload a Document

> Step 4: Complete the document’s meta data

Upload: File Definition: CBS - CHOICE BILLIMG SYSTEM
File: testtxt
Document Mame: Ite sttrt H
Format: ITthDncument(Windnwsj ;I *
M5 DucumentTypE:lE-ackups and Copies ;I * Ea.Ch document haS a Set Of IndIVIduaI
Description: = information attached to it. This information
is called meta data
|

Application Name: Iaaa "’I #

[ start Wordflow

Ca cel

Click submit to upload the document

Morgan Stanley 0



Upload a Document — Meta Data Explained

» File: The file you are uploading
» Document Name: The file name that you want to appear in the DLS

» Format: The format of the file you are uploading (Word, Excel, etc..). The DLS
will automatically choose this for you. In the event that it does not recognize the
file, you may choose it yourself

» MS Document Type: The type of document you are uploading (data model,
process flow, etc..). The DLS will automatically display different document types
for different workstreams

» Description: A description of the file you are uploading

» Application Name: (Appears for Application Development documents only)
The name of the application associated with the file

» Workflow: Do you want to start a workflow for this file

11
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Upload a Document

» Step 5 (Multiple File Upload only): Default meta data confirmation

Confirm

Proceeding will apply vour changes to all rermaining files, If vou wish to apply individual changes to
different files press Cancel and walk through the files using the 'Mext' and 'Previous' buttons,

D

" Do not show this rmessage again,

If you choose to use the default meta data,
you will get a notice to confirm your action

Morgan Stanley e



Upload a Document

» Step 6: File Upload complete

Preferences Logout Help Seaﬂ:h:— Go  Advanced...

Morgan Documentation Library System

M Morgan Stanley Actions Workflows Document Properties
[l} CMUDEY : deduser Document Repositary/Application Developrnen
P 1nbox DDP - DIRECT DEQam

Boaokrmarks
My Files

-

bow Files and Folders ~ |

Show itermnz"

r i Titde Size Uploaded Modified State
|- Docurment 4. doc 11 KRB 10/22/04 7142 PM 10/22/04 7:43 PM Draft

Docurment Repositary
LJ—]-[:] Application Developrnenty

A;.:lj:(CZiIVE - r My First Doournent 11 KB 10/22/04 7:42 PM 10/22/04 7:43 PM Draft
] BCP - BUSINESSCARPE (WEE
] ©BS - CHOICE BILLING 5t
] DCP - DIRECT DEPOSIT
] 0DS - DIRECT DEPOSIT 5%
] FME - FUMD ESTIMATE
[]—[:l Branch Support
[]—[:l Client Repaorting - Staternent:
[]—D Client Support
[]—D Compensation
[]—[:l Cornerstone Funds - Manage-_
[]—D Custody
FH_] ECE . . . . .
B Futures Your files along with some important attributes are displayed
FHZ] Infrastruckure
[]—D Investor Consulting Services
FHZ] Law & Compliance
FHZ] Managad Futures
[]—D Margin
EHT] MsD _I;l
4 | » =
No Messages
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Edit a Document
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Edit a Document Business Rules

» In order to edit a document, you must have write or delete permissions.

» When you edit a document and uploads it back to the system, you will
be forced to version the document unless it is in “Draft” or “Review”
state

» You can not edit a document that is in “Review” state unless you are
assigned the document

» When you edit a document, it is “locked” (“checked out”). This means
that no other user can edit the document, he / she may only view it. The
document will be unlocked when you check it back in

» The DLS does not determine which application opens a document. This
Is determined by the settings on your PC

Morgan Stanley o



Edit a Document

» Step 1: Navigate to a location in the folder structure by clicking on the left menus

Preferences Logout Help Search:_ Go Adwvanced...

Mgrgan Documentation Library System

] Maorgan Stanle Actions Workflows Document Properties
E-ER ClUgs Docurnent Repository/Application Developrnent/asd - Chaoicef ;I
DDP - DIRECT DEPOSIT [#] | show Files and Folders + |

Bookrnarks
Show iterns: |30 x

Il i Tite Size Uploaded Modified State
[1]-[:| Application Developrnent r My First Docurnent 11 KB 10/22/04 7:42 PM 10/22/04 7:143 PM Drraft
—H Al - Choice
I- My Second Docurnent 11 KB 10/22/04 7:42 PM 10/22/04 2138 PM Drraft
- ACTIVE ASSETS ACCC

- BUSIMESSCAPE [WEB
- CHOICE BILLING 5%'5
- DIRECT DEPCQSIT
- DIRECT DEPOEIT 3

]—D Branch Support
Bpbllicnt Fopot

The taxonomy (folder structure) was custom
-] trvestor Gonsulting Services designed for each of the workstreams

MSD i
q | 3 d

No Messages Yiew All Messages
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Edit a Document

» Step 2: Choose the document to edit and select the Edit menu item

Preferences Logout Help -=arch: — Go | POwa.. .
Mor’ga n Documentation  'hrary System Check Out  Edit Add Te Clipboard ’

] Morgan Stanley Actions Workflow Do. wment Properties
CMUDEW ¢ deduser

’ Inbox

Bookrarks

N eveloprment’ass - Choice/

Sh it B
My Files au rams

Docurment Reposifiry Uploaded
11 KB 10/22/04 10:30 PM

Modified

State

= Application De Craft

EHT] Aas - choicd
EHC s -

11 KB 10/22/04 7:42 PM 10722/ 040638 Pm Crraft
Email as web-link

Bookmark

Alternatively, you can use the quick buttons

L] FHE - FUND ESTIMAT
[—:I-D Branch Support

H AAl - COMPULSORY
HCJ ALS - ACCOUNT ING
HC A1S - AUTOMATED 1t
HTTJ ALC - ASSET ALLOC:
HC ] BDM - BROADCAST |
H_] BIT - BRANCH INGU

The edit menu item is in the Actions menu

HC ©LF - CUST LIT FULl
H_] DES - DESIGHATED ¢
H_J] FPL - FINAMCIAL PLE

HTT] FPw - FINANCIAL PLY
1 | b -

No Messages View All Messages
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Edit a Document

» Step 3: Edit the document, save it, and close the application
Preferences Logout  Help Searl:h:— Go  Advanced...

MO rga n Documentation Library System Edit Check In Cancel Check Out  Add To Clipboard
™ Margan Stanley Actions Workfloww Document Properties
[l} CMUDEY @ deduser Docurnent RepositoryApplication Developrnent/Asd - Choice/ =
S Inbox DDP - DIRECT DEPOSIT [#] | ghow Files and Folders » |
Bookrmarks } =
My Files Show iterns: hs
Cocurnent Repository I_ 3 Titde Size Uploaded Modified State
[l]-D Application Developrnent p g @ My First Docurnent 11 KB 10/22¢/04 10:30 PM 1072204 10:30 PM Drraft
EH_ ] A8 - Choice
] r &R My Second Document 11 KB 10/Z22/04 7:42 PM 10/22/04 8138 PM Crraft
: =10 x|
© File Edit Wiew Insert Format  Tools  Table  Window  Help Type a question for help = X

NDEHRIISRAIVEIF ARSI -C-QEE|7 -@) e [
FlnaIShnwmgMarkup ~ show= | ¥} 25 v 6 - _]aj'| Ld}|_§!
: 44 Mormal ~» TimesMewRoman ~ 12 = | B 7 U|. EEiziz =% A-

]

This 15 my fiest domunent that T have edited! 1]

1 | Page 1 Sec 1 111 ak 1" Ln 1 ol 4 REC TRE EXT OWR English(us G v =

No Messages View All Messages

Morgan Stanley 1



Edit a Document

» Step 4a: Check in the document

Preferences Logout Help Seaﬂ:h:— Go  Adwvanced...

MO rga n Documentation |.":||'a|'3|I S}"Stem Edit Check In  Cancel Check Out  Add To Clipboard

N Margan Stanley Actions Workflows Document Properties

= CMUDEV : deduser Docurnent Repozitory/Application Developrnent/ass - Choice/ 1=
g 1nbax DDP - DIRECT DEPOSIT [#] | Show Files and Falders = |
Bookrarks

My Filasz

Cocurment Repository
[l]-D Application Develop
[L]-D Aadh - Chaoice
] Amd - ACTIVE
] BCP - BUSINESS YN
- CBES - CHOICE BILLI
- CCP - DIRECT DERPO
- CCs - DIRECT DERPO
] FME - FIUMD» ESTIMAT
tH_] Branch *
D1 The key icon denotes that the document is locked for editing

ient g

]-[:] Compensation J
]-[:] Cornerstone Funds - M
]-[:] Custody
fH_ ] EDE
]—[:] Futures

]—[:] Infrastructure

]—[:] Investor Conszulting Se
]—[:] Law & Cornpliance
]—[:] Managed Futures

]-D Margin
tH ] MsD =
4 | 3 -

Mo Messages View All Messages

Show iterns: | 50 x

Tite Size Uploaded Modified State
irst Docurnent 11 KB i0/22/04 10:30 PM 10f22/04 10:30 PM Draft

zcond Diocurnent 11 KB 10/22/04 7:42 PM 10/22/04 8:38 PM Crraft

oy T sy N oy N prg O oy O o O e O e O O B B r B |
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Edit a Document

» Step 4b: Choose the document to check in and select the Check In menu item

Preferences Logout Help Seaﬂ:h:— Go  Adwvanced...

MO rga n Documentation Library System Edit Check In Cancel Check Out Add To Clipboard

|»

M Morgan Stanley Actions Workflow Document Properties

[l} CMUDEY ¢ deduser tion Dewvelopment/Add - Choicel

S Inbox view
J Bookmarks Check In
My Files Show iterns:
Daocurnent Repaository Cancel Check Out Size Uploaded Modified State

LJ—:H:] Application Developrment 11 KB i1ofz2/04 10:30 PM io0/22/04 10:30 PM Dratt

EHCD A - Choice S 10/22/04 7142 PM 10/22/04 2138 PM Draft
: ’::': ’:EE:E;;E:: Email as web-link
(7] GBS - CHOIGCE BILLI LTS
L ore - oeer oere || TS The check in menu item is located in the Actions Menu
™ FME - FUND ESTIMAT Logout
[]—D Branch Support
[]—D Client Reporting - Stat:
I:]-|:—| Client Support
FH_] Compensation
[]—D Cornerstone Funds - M_
[]—D Cusztody
FH_] ECE
I:]-|:—| Futures
FH_] Infrastructure
P frester comeuttna o Hint: If you did not edit the document, you can
B undo your check out by choosing “cancel
argin
B s _|_| check out”
1 | 4 I
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Edit a Document

» Step 4c: Check in the document

No Messages

Version 1.1, CURRENT

Farmat msws

Check In: My First Document

Type ms_docurnent_appdev

Sawe as: { 1.1 (sarme version)

My First Document . .
@ ” You can choose the version to check in

Lo (rminor versia

2.0 (rhajor warsion)

User Comments: I

[+] Sheow options

ppene [ ok || cancel [ Help |

Attach Wordflow: [

| Comments about

the version are required upon check in

Morgan Stanley
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Edit a Document — Check in Fields Explained

» Save As: Users can check in a document as a version of the original.
The choices displayed to the user is based on system enforced
business rules. See the next slide for versioning guidelines

» User Comments: General comments about the new version.
Comments are required when a document is checked in

» Format: The format of the file you are uploading (Word, Excel, etc..).
The DLS will automatically choose this for you. In the event that it does
not recognize the file, you may choose yourself

» Attach Workflow: This enables the user to immediately send the
document through a workflow

Morgan Stanley 2



Versioning Guidelines

» The approach to versioning documents is as follows:

= Same Version (ex; 1.0 = 1.0) — Users should check in a document as
the same version only when the document is a draft

= Minor Version Increment (ex; 1.0 = 1.1) — Users should check in a
document as new minor version when the document has gone
through trivial changes such as a spelling error fix or a formatting
change. The document should be in “Review” or “Published” state

= Major Increment (ex; 1.0 =»2.0) — Users should check in a document
as new major version when the document has gone through a
substantial content change. EXx; a process document containing a
newly overhauled process. The document should be in “Review” or
“Published” state

23
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Check out a Document

» Choose the document to check in and select the Check Out menu item
Preferences Logout Help search: _ Go  Advanced...

Mo rgan Documentation Library System Check Dut  Edit Add To Clipboard

N Morgan Stanley = Actions Workfloww Document Properties

CMUDEV : deduser Edit tion Developrment/aas - Choice/
3 Inbox wiew

Boaokrmarks
My Files Check Out
Diocurnent Repository

[l]-|:| Application Develaprent
= Aaa - Choice Export
T s AT s " Alternatively, you can use the quick button
- ZBE - CHOICE BILLI ok Ik
| ] DDP - DIRECT DERPO
] 0DS - DIRECT DEPO
- FME - FLUMD ESTIMAT
]—D Branch Support
}D Client Reporting - State
]—D Client Support
]-D Compensation
FH Cor . . . .
-1 The check out menu item is located in the Actions Menu

&
£
B
£
£
B
FH_] EDE
£
&
£
£
&
£
3

i

Shaow items:

mModified State
10/22/04 11:40 PM Draft

Size Uploaded
20 KB 10/22¢04 11:40 PM

}D Futures

]—D Infrastructure

}D Investor Consulting Se
}D Law & Compliance
]—D Managed Futures

}D Margin

tH | MsD =~
‘ sl -

Mo Messages Yiew All Messages

MorganStanley 24
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Delete a Document

» Step 1: Navigate to a location in the folder structure by clicking on the left menus

Preferences Logout Help Search:_ Go Adwvanced...

Mgrgan Documentation Library System

] Maorgan Stanle Actions Workflows Document Properties
E-ER ClUgs Docurnent Repository/Application Developrnent/asd - Chaoicef ;I
DDP - DIRECT DEPOSIT [#] | show Files and Folders + |

Bookrnarks
Show iterns: |30 x

Il i Tite Size Uploaded Modified State
[1]-[:| Application Developrnent r My First Docurnent 11 KB 10/22/04 7:42 PM 10/22/04 7:143 PM Drraft
—H Al - Choice
I- My Second Docurnent 11 KB 10/22/04 7:42 PM 10/22/04 2138 PM Drraft
- ACTIVE ASSETS ACCC

- BUSIMESSCAPE [WEB
- CHOICE BILLING 5%'5
- DIRECT DEPCQSIT
- DIRECT DEPOEIT 3

]—D Branch Support
Bpbllicnt Fopot

The taxonomy (folder structure) was custom
-] trvestor Gonsulting Services designed for each of the workstreams

MSD i
q | 3 d

No Messages Yiew All Messages

Morgan Stanley 2°



Delete a Document

» Step 2: Choose the document to delete and select the Delete menu item

Preferences Logout Help [P
Morgan (rmeEtIER e Users can onIy delete:
N Margan Stanley Bl Actions Workflows Document Py A document that is in “Draft”

CMUDEY ¢ deduser tion Develop

or “Review” state
« A document that the user owns
or has delete rights on

Z0 KB 10722704 11+40 PR 10/ZZ/04 1140 FM Craft

Bookrnarks

My Filez Check Out

Cocurnent Repaositary

[‘—]—[:] Application Developg
BHT] Afé - Choice STPIGE
) . Delete
Email as web-link

11 KB 10722704 7142 PM 10/22¢04 2138 PM Draft

(] BCP - BIUSIMESSCSE

(] ©BS - CHOICE BILLT
- DOP - DIRECT DEPO
- DoE - DIRECT DEPO
(] FME - FUMD ESTIMAT
FH_] Branch Support
[]—D Client Reporting - Stat:
[]—D Client Support
I:]-|:—| Corpensation
[]—D Cornerstone Funds - M—
FH_ Custody
FH_] ECE
[]—D Futures
£

E

E

[+

[4

£

%;:jj:; The delete menu item is located in the Actions Menu

:H:I Law & Compliance
tH_] Managed Futures

]-D Margin

tH | MsD hal
4 | 3 E

Mo Messages View All Messages

MorganStanley 2



Delete a Document

» Step 3: Choose the version to delete

acond Docurment

Yersion:
o Selected Yersiaon

7 all versions

You can choose to delete this version or the entire document

In order to delete all the versions of a document, you must
have delete rights on every version

Morgan Stanley 2



Delete a Document

» Step 4: Document is deleted

Preferences Logout Help Searl:h:— Go Adwanced...

Mgrgan Documentation Library System

] Margan Stanley Actions Workflows Document Properties

[l} CMUDEY : deduser Docurnent Repositary/Application Developrnent/asd - Choices 1=
b Inbox DDP - DIRECT DEPOSIT [#] | Show Files and Folders = |

JBookrmarks

My Files Shaow iterns: |30 =

Docurnent Repasitary |l 7 Tide Size Uploaded Modified State
f—}D Application Developmeant I- My First Document 20 KB 10/22¢/04 11:40 PM 10/22 04 11:40 PM Crraft
[‘—]—|:| AAL - Chaice
- smi - BCTIVE ASSET
] BCP - BUSIMESSCAP
] CBS - CHOICE BILLI
| ] DDF - DIRECT DEPO
- ODsS - DIRECT DERPC
- FME - FUMD ESTIMAT
EH:—| Branch Suppart
EI-|:| Client Reporting - Stats
EH:‘] Client Support
EI-[:| Cormpensation
EH:] Cornerstone Funds - M
EI-[:| Custody
+H_ ] ECE
EH:—| Futures
EI-|:| Infrastructure
EH:‘] Investor Consulting Se
EI-[:| Law & Compliance
EH:] Managed Futures

EI-[:| Margin

FH ] MED =~
4 | > =

[My Second Document’ deleted successfully. View All Messages

MorganStanley 2



Move a Document

» Step 1: Navigate to a location in the folder structure by clicking on the left menus

Preferences Logout Help Search:_ Go Adwvanced...

Mgrgan Documentation Library System

] Maorgan Stanle Actions Workflows Document Properties
E-ER ClUgs Docurnent Repository/Application Developrnent/asd - Chaoicef ;I
DDP - DIRECT DEPOSIT [#] | show Files and Folders + |

Bookrnarks
Show iterns: |30 x

Il i Tite Size Uploaded Modified State
[1]-[:| Application Developrnent r My First Docurnent 11 KB 10/22/04 7:42 PM 10/22/04 7:143 PM Drraft
—H Al - Choice
I- My Second Docurnent 11 KB 10/22/04 7:42 PM 10/22/04 2138 PM Drraft
- ACTIVE ASSETS ACCC

- BUSIMESSCAPE [WEB
- CHOICE BILLING 5%'5
- DIRECT DEPCQSIT
- DIRECT DEPOEIT 3

]—D Branch Support
Bpbllicnt Fopot

The taxonomy (folder structure) was custom
-] trvestor Gonsulting Services designed for each of the workstreams

MSD i
q | 3 d

No Messages Yiew All Messages
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Move a Document

» Step 2: Select a document to move and click the “Add to Clipboard” quick button

Preferences Logout Help Searl:h:_ Go Advanced...

Mo rgan Documentation Library System Check Out  Edit Add To Clipboard

|»

™ Morgan Stanley Actions Workfloww Document Properties

LJ‘} CMUDEY : deduser Document Repository/Application Developrment/Add - Choice/
ﬁ Inbaox DDP - DIRECT DEPDSIT [#]
Bookrmarks
My Files
Docurnent Repository ri Tite Sizre Uploaded
EI-D Application Develaprment r Another Docurnent =ik Draft

BFCD s - Choics My First Dacurnant Use the quick button to Drat

(] At - ACTIVE ASSET p .
£ BCP - BUSINESSCAR add a document to the clipboard
- CBS - CHOICE BILLI
- DOP - DIRECT DERC
(] DDs - DIRECT DEPC
- FME - FUMD ESTIMAT
:I-[:| Branch Support

]-[:| Client Reporting - State
]-D Client Support

:I-[:| Compensation
:I-[:| Cornerstone Funds - M

A
[
[
[
A
EEE;;“” If a document is moved while in a workflow,
[
£
[
[
[
£
£

Show Files and Folders «

Show iterns: ISD 'I

mModified State

10 Futures the workflow will be terminated and the

:I-[:| Infrastructure

[ 5] Tnvestor Consulting Se document reverts back to “Draft”’ state

tH_ ) Law & Compliance
:I-[:| Managed Futures

:I-[:| Margin

tH | MSD =
4 | » (E

Mo Messages View All Messages

Morgan Stanley >



Move a Document

» Step 3: Navigate to another folder and select the “Move Here” menu item
Searl:h:_ Go  Advanced...

Preferences
Morgan

™ Margan Stanley
CMUDEY ¢ deduzer

, Inbosx

L Bookrmarks
My Files
Cocurment Repository
[l]-D Application Developrnent
] Add - Chaice

- ACTIVE ASSET
- BUSIMESSCARP
- CHOICE BILLI
- DIRECT DEPC
- DIRECT DEPC
- FUMC ESTIMAT
EI-D Branch Support

EI-D Client Reporting - State

+H_] Client Support

Logout Help

o

H)

Documentation Library System

Actions Workfloww Document Properties

tion Developrment/Ads - Chaicef

| RPPLICATION) [#]

Move here
Show iterns:

Tite Size Uploaded Modified State

Wl Uploa File(s)

H 1]
e The “Move

Here” menu item is located in the Actions Menu

EH:—I Futures

EH:] Infrastructure

EI-D Investor Consulting Se
EH:—I Law & Compliance
EI-D Managed Futures

EI-D Margin

H ] M5O =
4 | >

No Messages

[
[
[
E
[
[
[+ ECE
[
[
E
[
[
[
[

View All Messages

MorganStanley
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Move a Document

» Step 4. Document is moved

Preferences Logout Help Sear\ch:_ Go  Advanced...

MOr’gaﬂ Documentation Lihrﬂl‘j’srﬁtem
N Morgan Stanlay Actions Workfloww Document Properties
B CMUDEV : deduser Documnent Repository/Application Development'ass - Chaoice/
ﬁ Inbox BCP - BUSINESSCAPE {WEB APPLICATION) k| IShow Files and Foldaers ;I
Bookrmarks - -
My Files Show iterns: hal
Document Repositary I_ 7 Titde Size Uploaded mModified State
[L]-D Application Developrnant I- Another Docurnent 11 KB 10/23/04 12:25 AM 10/23/04 12:239 AM Craft

EHT] Aé8 - Choice

] At - ACTIVE ASSET
- BCP - BUSIMESSCAR
] CBS - CHOICE BILLI
- LOoP - DIRECT DEPOC
- LOS - DIRECT DEPO
] FME - FUMD ESTIMAT
E]—D Branch Support .
BHC] Client Reporting - St The system notifies the user of a successful move
E]—D Client Support
E:H:I Cornpensation
EFH_] Cornerstone Funds - Mo
FH] Custady
EHZ] EDE
EH Futures
FH_] Infrastructure
E]—D Investor Consulting Se
E:H:I Law & Compliance
EFH_] Managed Futures

Yiew All Messages
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View Inbox

» Your Inbox is a list of tasks for you to complete

Preferences Logout Help Sear\ch:_ Go  Advanced...

Morgan Documentation Library System

Actions Workflow Document Properties
|
Inhos L. ’ ents) =1
Users can search their inbox for
‘ Search Inbaox f k d kerns: |10«
g . specific tasks or documents ...
r E E| Approver Review CMUDEY 10/29/04 3:17 PM Darmant
Attachrments: Forms Gallery Deletions, i
r E E| Approver Review CMUDEY 10/26/04 4:07 PM Darmant
Attachrments: Zip Files Ock 26, zip
I_ E CMUDEW 1026704 4:07 PM Cormmant
ﬂ-@ sycDevcMdhb
B @ =vcbevRmdb M= CMUDEY 10/26/04 4:05 FM Dormant
Attachrnents: Document 2.do
I_ k h I pprover Review CHMUDEY 10726704 1:07 PM Corrmant
C IC ere to Ocate Bttachrnents: DLS Release notes 10_I§ 04.doc
th IS pag e pprover Review CMUDEY 10/26/04 10:47 AN Darmant
Attachrments: Work Package - Setup & Configuration w2, pdf
— - Approver Review - Cormmant
r=t The name of the file for
Attachrments: Estate Accks, SOL
I- E El Approver Review yOU to approve Cormmant
Attachrments: General SGQL —
r E H Approver Review CMUDEY 10/20/04 1:46 PM Darmant
Attachrments: DRP QA testing2.txt
— = [4] Approver Review CMUDEY 10/20/04 1:44 P Dormant 7
No Messages
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View Inbox — Fields Explained

» Priority Icon| = . The priority level of the task

» Message Icon: The type of inbox message. Possible values are:
= [ Workflow Task
= ™ System Notification

» Subject: The name of the task
» From: The user that sent the task
» Received: When the task was received

» Status: Whether or not the task has been accepted. The two possible
values are:

= Dormant — Task not yet accepted
= Acquired — Task accepted

36
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Inbox Search

» Step la: Enter criteria to filter the Inbox by

Inbox Search:

Marne:

Warkstream:

| =l

Cocurnent Type:

| =l

Date Created:
Frarm: IDate vl
Tot IDate vl

Azsigned By:

A celect User I
Status:

ID-:-rmant vI
| clear |} cancel § Help |

MorganStanley >



Inbox Search — Fields Explained

» Name: The name of the document to search for

» Workstream: The workstream that the document is associated with
» Document Type: The document’'s Morgan Stanley document type
» Date Created: When the task was created

» Assigned By: Who sent the task

» Status: The status of the task (Dormant or Acquired). This is set to
Dormant by default.
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Inbox Search

» Step 1b (Optional): Select the user who sent you the message or task

Choose a user:

Recenty User

Starts with: Icmudeu|

Show iterns: |10 =
Name
adrmingroup

dls_ad_aaa_apvr

(e assets accounts approver

dls_ad_aaa_content_rma SearCh for the user kent rmanager

dls_ad_aai_apwr
dlz_ad_aai_content_rmanager
dls_ad_acx_apur
dls_ad_acx_content_rmanager
dls_ad_adc_apur

dls_ad_adc_content_rmanager

EEEEEEEEEE

dlz_ad_aec_apvr

IShu:-w Users,Sroups And Roles ;I

33l - compulzory approver

aai - compulsory content manager

acx - non acats account transfer approver

acx - non acats account transfer content rmanager

adc - account deferred cormmpensation approver

adc - account deferred compensation content rmanager

IecC - s COMp approver

0% Mame Owner

swcbewicM
SwsAdmin
SwsAdmin
SwsAdmin
SwsAdrnin
SwsAdmin
SwsAdmin
SwsAdmin
SwsAdmin

SwsAdrmin

Morgan Stanley
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Inbox Search

> Step 1b (Optional): Select the user who sent you the message or task

Choose a user: CMUDEVY

Al CMUDEY

Starts with: Icmudeu m

Shaow iterns: I 10 TI

Mame Descripton 05 Name Owrner

I
o s

ISh-:-l.-.l Uzers,Groups And Roles ;I

MorganStanley 0



Inbox Search

» Step 1c: Search your Inbox

Inbox Search

Marme:

| T

Workstreamn: The more criteria your search for,

| =l the more restrictive the search will be
Cocurnent Type:

| =]

Date Created:

From: |o-:t 27, 2004 vI
To |o-:t 30, 2004 vl

Assigned By:

A select User [CMUDEY
Status:

ID-:-rmant vI
clear | cancel | Help

Morgan Stanley 4l



Inbox Search

» Step 2: View your results

Preferences Logout Help

Sea h: — ED ndval-.CEd-"
Morgan Documentation Library System
=]

N Margan Stanley Actions Workflows Document Properties

[l]‘ CMUDEY 1 dsapwr

ﬁ Inbax
Bookriarks
My Files

=

Search Again

Show items: |10 =
Lrocurnent Repository

Subject From Rﬂceived% Status
Data Services r [.,ﬂ Approver Review CMUDEW 10/29/04 3:40 PM Cormant
| . Contract
" Production Support Attachrmants: DRP Ock 29.ppt
[ Regulator Il ! E{l Approver Review CMUDEW 10/29/04 2:17 PM Darmant
. Strategic Attachrmants: Forms Gallery Deletions. if
dsapur

[}@ suchevcMdb
[}@ swchevRMdb

If your search returns no results, you can
always search again with different criteria

&

No Messages

View All Messages
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Workflow

Workflow Definition:

» Workflow is the process a document goes through in order to get
published to the DLS

Workflow Facts:

» Each workstream has a unique workflow which was determined during
the design phase of the project

» The DLS automatically knows which workflow to use for a document

» Without a document going through workflow, other users will not be able
to view its’ contents

44
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Workflow Diagram — Application Development, Data Services, Infrastructure

Reject
@ > @ > @ >
Upload Approve Publish
User Approver Document Control
Department (DCD) Document

I

Repository

Reject

If a user is an Approver or DCD member, the workflow will begin from that step

45
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Workflow Diagram — Business Process

If a user is a Dept. Manager, Group
Manager or DCD member, the workflow

Approve
will begin from that step

Group Manager

t

Forward

Reject Approve

Upload .

Approve Approve Publish
User Department Manager Group Manager Document Control
Department (DCD)
Document
Repository

< Reject Reject 46
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Start a Wor

kflow

» There are two ways to start a workflow

Upload: File De

File:
Nane:

Format:

M5 Document Type:

Drescrpbon:

Sarbanes Oxley:
Keywords:

Finish Cancel

V' attach wordfow

finition: Batch Timeline

Docurnent 2.doc

IM',I First Workflow Document

IMicr-:-s-:-Ft Word Document ;I

I API documentation

[ L Ll

Mo -

keywordOl a
keyworddz
kegwordd2
keywordOd

kevwordds ;I

#1 When you upload a document

Morgan Stanle

y
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Start a Workflow

» There are two ways to start a workflow

Preferences Logout Help
o
Morgan

M Maorgan Stanley
[l]- CMUDEY @ dzapur

ﬁ Inbaowx
Bookmarks
My Files
Cocurment Reposzitary

[l]-."; Data Services

[l]—! . Contract

HH[ AR Request

[#
BH . Ad Hoc Rptg - 55 - ¢
EHL BIS

Documentation Library System a document is in “Draft” state

Actions _«forkflows Documen. Properties

r =e
-
v
-

| Start Workflow Zorn@act/Challenge Goal Phase IIIY

Titde
@ A Docurment

Size Uploaded Modified

11 KB 10/29/04 6:12 PM 1072904 6112 PM

@ Ancther Workflow Docurment 11 KB 10/22/04 6:11 PM 10/29/04 6111 PM

@ My First Workflow Docurnent 11 KB 10/29/04 &:10 PM 10/29/04 6111 PM

B[ APT t4

= eralen #2 \When the document is already in the repository

| Batch Tireline
[~ Database Securit
=l Data Dictionaries
[ Data Madels

L Data Quality Met
=l Design Dacumen
[~ Distributed APT d
[~ Entity Relationzh
[ Enwironrnent Refi
I~ ETL Dacs

[~ Infrastructure Di:
[~ Mainfrarme APT d
- Mapping Docs

. Meeting Minutes
. ELE]

Workflow has been started successfully.

The DLS will display a message
that workflow has started successfully

=

View All Messages

A workflow can only be started if

Morgan Stanley
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Approve / Reject a Document

» Step 1: Choose a Task

Preferences Logout Help SEaI‘Ch:_ Go  Advanced...

Morgan Documentation Library System
q Morgan Stanley i Workflows Document Properties
[l} CMUDEY @ dzapur =
ﬁ Inbos Inbox IShow Tasks (Attachments) ;I
Bookmarks
M Fil Search Inbox Displaying 1 to 10 of 13 m nll of 2 u u Show items: |10 =
y Files
Docurnent Repository r Subject From Receivedg Status
Diats Services |- Approver Review CMUDEY 10/29/04 3:40 PM Driorrmant
¥
4 dsapur ftachrnents: DRP Od
B @ svcDevcMdb M= [ aeprover CMUDEY 10/29/04 3117 PM Dormant
E}@ swchevRMdb =
Attachments: Forms@allery Deletions, if
r = [.ﬂ Approver Review CMUDEY 10726704 4:07 PM Cormant
[—J
Attachrnents: Zip Filas OXQE. zip
r — [‘_.ﬂ Approver Review CMUDEY 10/26/04 4:07 PM Dormant
[—3
_~=d4 Click on atask to open it
|- 5 [:{I Appro 10/26/04 4:05 PM Driorrmant
Attachrments: Docurnent 2.dac
r — [,ﬂ Approver Rediaw CMUDEY 10/26/04 1:07 PM Darrmant
[—
Attachments: DLS Release notes 10_11_04,doc
r = [.£| Approver Review CMUDEY 10726704 10:47 AM Cormant
[—J
Attachrnents: Weork Package - Setup & Configuration w2, pdf
M = [.ﬂ Approver Reaview CMUDEY 10/22/04 11:10 AM Dorrnant
[—]
Attachrnents: Estate Accks, SOL —
r E [‘_{| Approver Review CMUDEY 10721704 3:05 FM Dormant
Attachrnents: General. SQL
— = v Approver Review CMUDEY 10720704 1:46 PM Dormant =l
No Messages ¥Yiew All Messages
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Approve / Reject a Document

» Step 2: Accept the task

Task Manager: Info

| DD Document Appraval 2]
Description: Business Process_workflow 2004-12-07

From: CMUSTG The document to approve / reject

Received: 12716704 11:29 AM

Info Instructons Approved Document Types
Mane
Attachments
Format Modified
Microzoft Excel Warksheet 12/7/04 11:36 AM

-

Manme
Qi Dec Foxls

lose

Tasks are sent to user groups. When a user accepts a task,
it is removed from the other group members’ inboxes

Morgan Stanley >0



Approve / Reject a Document

» Step 3a: View Task Information

Task Manager: Info
E| Group Manager Approval £

Description: Business Process_workflow Z004-12-08

Frorm: CMUSTS .
Recaived: 12/6/04 2126 PM Users can perform any normal action on the document
Info Instructons Approved Document Types

Comments Hene
Progress

Attachments

Manme Format Modified
I— apple.doc Micrasoft Word Docurnent 1z/6/04 2126 PM

Reject To Doc Ovmer Forward To DCD m m

relegate

Choose if you want to forward or reject the document

Morgan Stanley >



Approve / Reject a Document

» Step 3b: View / Add Task Comments

Task Manager: Comments
E| Group Manager Approyval 7]

Description: Business Process_workflow 2Z004-12-08
Fror: CMUSTS
Received: 12/5/04 2:26 PM

>
apple.doc: Comments

Comments
nana

Users can add comments for other users
who are part of the workflow to see

Reject To Doc Owner (| Forward To DCD Delegate m m

Morgan Stanley >



Approve / Reject a Document

» Step 3b: View / Add Task Comments

Add Comment:

Cormrent

Pleasze review thiz docurneny ﬂ

C Faor subsequent recipients

" Far next recipient(s] anly

Comments can be for only the next user or all users

Morgan Stanley >



Approve / Reject a Document

» Step 3b: View / Add Task Comments

Task Manager: Comments

E] Group Manager Approval £

Cescription: Business Process_workflow 2004-12-06&
Frormm: CMUSTS
Received: 12/5/04 2:25 PM

Comnments

Fomment Ruther oate &

Please review this docurment Matthew Yahes 1713705 9:58 AM

-
apple.doc: Cormmments

Reject To Doc Owner ° Forward To DCD Delegate m m

Once comments are added, they can be edited or removed

Morgan Stanley >



Approve / Reject a Document

» Step 3c: View Task Progress

Task Manager: Progress \

] Sroup Manager spproval & el Task Progress enables you to see what tasks were
Fro T 5i2e B already completed and what tasks are coming up next
Up coming...
Forwrard Performer
Progress Forward Ta DCD CMUSTS
Reject To Doc Owner CMUSTS
History
Event Performer Date%
Finizhed: Initialize Warkflow CMUSTG 12/6/04 2126 PM
Acquired: Group Manager Approval Matthew vahes 1276504 2:26 PM

Reject To Doc Dwner || Forward To DCD Delegate m m

Morgan Stanley >



Delegate a Task (Business Process Only)

> Step 1: Log on as a group manager and accept a task

Task Manager: Info

| DD Document Appraval 2]
Description: Business Process_workflow 2004-12-07
Frorm: CMUSTS
Received: 12/16/04 11:29 AM

Info Instructons Approved Document Types
Mane
Attachments
Mame Format Modified
r QA Dec Toxls Microzoft Excel Worksheet 12/7/04 11:36 AM

| Accept [ close | Help |

Only group managers can delegate a task

Morgan Stanley >0



Delegate a Task (Business Process Only)

» Step 2: Delegate the task

Task Manager: Info
E| Group Manager Approval £

Description: Business Process_workflow Z004-12-08
Frorm: CMUSTS
Received: 12/6/04 2:26 PM

Info Instructons Approved Document Types
Mane
Comments
Progress
Attachments
Manme Format Modified
I— apple.doc Micrasoft Word Docurnent 1z/6/04 2126 PM

Delegate

Reject To Doc Ovmer Forward To DCD

Click here to delegate

Morgan Stanley >



Delegate a Task (Business Process Only)

» Step 3a: Select the user to delegate to

Delegate
El Group Manager &pproval (7]

Description: Business Process_workflow 2004-11-01
From: CMULDEY
Recajived: 11/1/04 11:38 AM

Delegate Task

Taszk will be delegated ta: (click ta assign)

Click here to choose the user

Mo Messages
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Delegate a Task (Business Process Only)

» Step 3b: Select the user to delegate to

Choose an item:
sty Recently Use~”
Show iterns:
Manue Description 0% Mane Owner
ﬁ- adrningroup swchiawicM
ﬁl dls_ad_aaz_apwr @aa - active assets accounts approver Swzadrmin
ﬁl dls_ad_azas_content@nanager aaa - active assets accounts content rmanager Swzadrmin
H’ dls_ad_aai_apur aai - cormpulzory approver Swziadrmin
ﬁl dlz_ad_aai_content Bnanager aai - compulsory content manager Syshadrmin
@ dlz_ad_acx_apur acx - non acats account transfer approver Swusidrmin
@ Search for the user gtz account transfer content rmanager SwzAdrmin
H. L e e muc—=ecoort deferred compensation approver SwsAdmin
ﬁ' dls_ad_adc_content_rmanager adc - account deferred compensation content manager SwzAdmin
ﬁ' dls_ad_aec_apwr asc - ae comp approver SwzAdmin
IShow Users,Groups And Roles ;I —
Mo Messages
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Delegate a Task (Business Process Only)

» Step 3c: Choose the user to delegate to

Choose an item: bpgapvr

All CMUDEY
Recenty Used
Starts with:  |bp o

Shaow iters: I 1o TI

MNane DescHpton 0% Mame Ouvrner

Il i bpdapur bpdapur bpdapur
el
|l H bpuser bpuser

IShow Users,Groups And Roles ;I

Only Group Managers should be chosen. If another user is chosen,
he / she will not be able to view the document

MorganStanley *0



Delegate a Task (Business Process Only)

» Step 4: Complete the delegation

Delegate
H Group Manager Approwval (7]

Description: Business Process_workflow 2004-11-01
From: CHMUDEY
Received: 11/1/04 11:38 AM

Delegate Task

Task will be delegated to: bpgapwr

Mo Messages

Morgan Stanley o



Next Topic

Virtual Documents
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Virtual Documents

What is a virtual document?

> A virtual document is a document that links to other documents in a
similar fashion to a table of contents

Virtual document details

» Any document can become a virtual document

» Virtual documents can link to any document that you have access to

» Virtual documents enforce any permissions set on the linked document

» Users can perform any normal action on a document contained in a
virtual document

> Virtual documents can link to other virtual documents

MorganStanley
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Virtual Documents

» Step 1: Navigate to a document that you have access to

Preferences Logout Help Searl:h:— Go  Advanced...

Morgan Documentation Lihrﬂr]’srﬁtem
™ Morgan Stanley Actions Workfloww Document Properties
LJ‘]' CMUDEV : bpgapwr Document Repository/Business ProcessfAadmin Svecsf
ﬁ Inbos Controllers E] IShow Filas and Folders ;I
Bookmarks
. Sha e - |
My Files
Docurnent Repository M =& Tite Size Uploaded Modified Statez}
bpgapwr r Context Map 11 KB 10729704 7144 PM 10/29/04 7144 PM Published
Business Process - 8
I— @ Busziness Process Docurment 11 KB 10/29/04 7:49 PM 10/29/04 7:49 PM Raviaw
f—}! . Adrmin Secs

I:I—'l ! Busz Dew I- My First Virtual Docurment 11 KB io/29/04 7141 PM 10/29/04 7141 PM Crraft
I Busziness Continuity
BFH Communications
—| . Controllers

—'l ! DRP Admin

Il Finance

[ HR

EH . Internal Control

. Le=arn . i .
- swed DOCUMenNts in any state can be converted into a virtual document
FH Data & Cheorerp

B[ Field Sves

EH[ Trade Proc Svcs
[]—@ suchevsMdb

[}@ suchevRMdb

-

Best practice for a “Published” document is
to create a new version before converting it

« | ]
Mo Messages View All Messages

Morgan Stanley o4



Virtual Documents

» Step 2: Convert a document to a virtual document

Preferences Logout Help Search:_ Go Advanced...

Morgan Documentation Libra=" Z,5cem Check Duy  ~ %t Add To Clipboard

] Morgan Stanley Actions Worl .0ow Document Properties -
CMUDEY : bpgapwr Sl e £ Virtual Documents  »| Convert to Yirtual Document

’ Inbox Controllers [#]
Ll Bookrarks
My Files Show iterns:
Docurnent Repositary - | i ad State
Il__‘__g bpgapur I- Business Process Docurment 04 7:49 PM Review
[l}Busmes.s Process r Context Map ¥l KB 10729704 7144 PM 10/22/04 2:04 PM Publizhed
[ Adrmin Sucs
[]—l | Bus Dew F My First Virtual Docurnent 11 KB 10/29/04 F:41 PM i0/29/04 5:01 PM Draft

I Business Caontinuity
BH[ . Communications

| . Controllers

—[./ DRP Admin

—I Finance

—[. HR

[} - - -

-| The Convert to Virtual Document menu item is
) located in the Document menu

BH Field Sucs

[}I . Trade Proc Swcs
[}@ swebewCMdb

[}@ sucDevRMdb

« | o
No Messages ¥Yiew All Messages

MorganStanley o>



Virtual Documents

» Step 3: View the virtual document

Preferences
Morgan

N Maorgan Stanley
CMUDEY : bpgapur

’ Inbaox

Boakmarks

Logout Help

Documentation Library System

Docurnent Repository/Bus ¥irtual Documents
Controllers [#]

My Files

Docurnent Repository

bpgapur
Business Process iy - -
f—}! Adrmin Secs I_ )
G Buz Dev (] E‘i‘] My First Wirtual Docurnent
I Business Continuity

BFH Communications
—| . Controllers
[ DRP Admin

—l . Finance

r=e

|- Buziness Process Document

Titde

Actions Workflow Document Properties

Search:

Check Out  Edit

]

Convert to Simple Document
Yiew Yirtual Document

11

11 KB 10729704 748 PM

11 KB 10/29/04 7148 P

204 749 PM
10/23/04 8:04 PM

10/23/04 §:08 PM

Go Advanced...

Add To Clipboard

Show iterns:

State

F.aview

Fublished

Draft

—[ HR
EH

—[. Learning & Developrmg

. Internal Control

—! . Support Sucs

View the virtual document through the menu
or by clicking on the document’s title

[ Data & Client Rpt

A virtual document has a unique icon

I-'
@ suchevRMdb

« | ol

Convert to ¥irtual Document operation successful

Yiew All Messages
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Virtual Documents

» Step 4a: Add children documents

Preferences Logout Help Seaﬂ:h:— Go  Advanced...

Morgan Documentation Library System

q Morgan Stanley Actions Workfloww Document Properties

CMUDEY : bpgapur ol 0 = e el Yirtual Documents

g Inbosx t2| ¥irtual Document Manager: ¥iew Componel
Bookrarks

My First Virtual Document L Ty
; Add Child »| From Clipboard
My Files | @ Version 1.0 e

Docurnent Repository From File Selector

Date Modified Octz3, 2004 2:05:53 PM
Ilj——z bpgapur

Business Process

[l}! | Aadmin Sucs r Manme Binding Rule Size Format Modified
EH[ - Bus Dev

—I Business Continuity
EH__.. Cornrmunications
—! Contrallers

— DRP Adrmin

—I Finance

—[ HR

B tnternal Contro You can add documents by choosing them
ettt from the document repository or from the document clipboard

—! Support Sucs

BH ! Dats & Cliant Rpt Sucs
[]‘!__'. Field Sucs

-] | Trade Prac Sves

[}@ zvcDevcMdb

I:EI—@ zycDevRMdb

d | »
Mo Messages View All Messages

MorganStanley
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Virtual Documents

» Step 4b: Select a document from the file selector

Choose an item:

All CMUDEY/ Business Process/ Admin Svcs

Starts with:

Manme

|+ Bus Dew

. Busziness Continuity

|+ Caormmunications

| . Cantrollars

| Imternal Contral

Selected

Click on the breadcrumbs to
navigate up a folder

% seairguiish |- Learning & Developrent
Grdfs e .
Navigate the folder structure to locate any document
[ show all I
[ 0k || cancel J{ Help |

Mo Messages

MorganStanley
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Virtual Documents

» Step 4b: Select a document from the file selector

Choose an item:

All CHMUDEY/ Business Process/ Admin Svcs/ Communications
seectnd
Starts with: | E
Show iterns: |10 -
Mame Mame

I_ My First Docurment

[show Al =l [ Add - |

< Qtziauye

Select a document and add it to the document list

No Messages

MorganStanley *



Virtual Documents

» Step 5: Documents are added

Preferences
Morgan

| Maorgan Stanl

Crocurn

l_;t bpag

Busz

—
EH
EH
R

4]

Logout

[l]—! | Adrmin Swes
B[
[
[
B

B

Help

ey

ent Repository
apur

inezsz Process

Busz Dev

Buziness Continuity

Cormrnunications

Contrallers

! DRP Admin

Finance

. HR

Internal Contral

Learning & Developrme
. Bupport Suecs

Data & Client Rpt Swues

Field Svecs

Trade Proc Swecs

Documentation 1 ihrary Suetam

fActions Workfloww Document Properties
CMUDEY / Business Process / Admin Svios [/ Controllers

y First Yirtual Document

Show iterns: |10 -

Binding Rule Size Format Modified

Mame

@ My First Docurnent Mone: Default to CURREMT 11 KB Microsoft Word Docurnent 10/29/04 2:20 PM

@ Contextd

Mone: Default to CURRENMT 11 KB Microsoft Woaord Docurmment 10/2%/04 5:04 PM

Once all the documents are associated with the
virtual document, check in the document by clicking on
any location outside of the “Virtual Document Manager”

Add child operation successful.

View All Messages

Morgan Stanley
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Virtual Documents

» Step 6: Check in the virtual document

Commit Changes: My First virtual Document

Document needs to be checked in in order to save changes made in ¥DM view. Click OK to commit changes.
Click DISCARD to discard attribute and virtual document changes in VDM view, DISCARD

s
Eﬁ My First Virtual Document

Yersion 1.0, CURRENT

Type ms_docurnent_business_proces

Format msws

Save as: {0 1 (same version)

Users have the option to discard all changes made in the
“Virtual Document Manager” (VDM)

User Comments: ﬂ
[ |
Format: IMicroso'Ft Word Dacument ;I

[+] Show opticns

Mo Messages
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Document Linking from MEGA
What is MEGA?

» MEGA is a fat client tool that is used to created process maps

MEGA / DLS integration details

» In MEGA, there is the ability to link process steps to external
documents. The two systems have been integrated to allow you to
browse the DLS and link to a document stored in the repository

» Prior to working with MEGA, you will log in to the DLS. This ensures
that each time you browse the repository from MEGA, you do not have
to log in

73
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Document Linking from MEGA

» Step 1: Log in to the DLS. After logging in, minimize the window

Morgan Documentation Library System

[+] Mare Options

[ Login |l Help |

MorganStanley “



Document Linking from MEGA

» Step 2: In MEGA, open the properties of a process

5Ei Car Pickup - Flowchart *IAIHI%I;%INI < | e ll
Diagram Edit Wiew Insert Format Tools Drawing  Help _I_I
De k009 @malelesr vipw=E==
]E = Car Picker ){) Car Manager L
2| | 0 _ : |
P e meaes | RIGNT Click on the process to get this menu
% " .
= Check Reservation E
) r Status i .
= =
; ! Mew 1 ﬁ
, Connect 3 @
0 Simulate 3 E
T& Add A Animate 5;5'
% Dr Duplicate gy
G 3w o
5 [y copy =
= Display =
ﬁ Graphical Options =
[ @ Explore ;
————— Rented Car ——————— x D_9|9t9 :
List
—
—
= | o |
| oneration Car Pickun::Check Reseryvation Skatu H- 353125 [P 1168vn59

MorganStanley =



Document Linking from MEGA

» Step 3: Select the References tab and click the “new” button

22 Car Pickup - Flowchart |*|AIHI%|‘%IMI ql =] e
Diagram Edit  Wiew Insert Format Tools  Drawing  Help
o xbovemalele | u b =Es
IE Car Mana
== Car Picker i S —
g ke ol
o SI=TE =
* - Rent Commenk E
o arichics | Messages | Risks | Ohijectives & Requirements | Simulation | Complements | !i
|1 2% X 0| 2
> “q
2 Keywords I Address I E
@ Impacks |::
ﬁ Hiskary o
(7} ranslatio '@‘
New Button i
*r* References o
#3*: -
0 =
=
P4
&>
=
=
]
References Tab
| QK I Cancel Aol Help
y =

Morgan Stanley °



Document Linking from MEGA

» Step 4: Select the URL Address radio button

321 Car Pickup - Flowchart |*|A|H|%I‘%|ul = | — Iﬂlil

Diagram Edit  Wiew Insert Format Tools Drawing Help

e xbbwemalele s 7 ukbp ==

-
[h L] Car M.
— Car Picker ))} = s —
g Tk I
E Properties of Operation Check Reservation Status -0l =| T
— Rent —
& ) Comment | r
= General | Characteristics | Messages | Risks | Ohijectives & Requirements | Simulation | Complements | L
= eliimist Zj Create external reference x| 5
= Motes I 9
2 Keyworc Type — E
@ Impacts I'I@ " File [&
Histar -
bd (S| ' URL Address to)
= Translati B
*:t Referenc 5
!.;i b =
| =T Creation of a reference to an Internet (URL) address or =
(| to a document stared on your hard disk or on the
network of your enterprise.
i P =
S &
Mext = | Cancel | Help | i
=
= i -
[o]'4 I Cancel | Al | Help |
4 —
-
4] | 3
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Document Linking from MEGA

» Step 5: Input any URL into the text box

3% Car Pickup - Flowchart |*|A|H|%I‘%INI ‘l == x|
Diagram Edit  View Insert Format Tools Drawing Help
Be xobvemaele sz un@ ===
W 3 Car Manager
— Car Picker 2, —
z l'n1 L5 =
Y IS[-TE -
* [~ Rent: Carmment E
= General | Characteristics | Messages | Risks | Ohjectives & Requirements | Simulation | Complements | !i
= i x| 5
e~ Motes I 9
s e Predefined URL address: =] .l — E
0 Impacts =
(=3 URL Address: ;y
i AMY URL WILL WORK] s
& =
3 S
0 =
=
_ URL address example {InternetiIntranet) @http : /i, mega.com ;
2
. ¥
< Previous k= Cancel Help L
j E
&) e
1 1 1 1
-
4] | 3
| [ ]
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Document Linking from MEGA

» Step 6: Name the external reference

3% Car Pickup - Flowchart |*IAIH|%I;%INIV|;IEILI
Diagram Edit  View Insert Format Tools Drawing Help
B xbovemaeo|s s vpy ===
W * Car Manager ]
s Car Picker £ - =
2| | x5 e
Y _inix] -
* — Rents - Comljnen.t | E
= General | Characteri Objectives & Requiremel omplements | E
] &
P 9
e I My External Reference| E
i Hetory Eredefined Folder: (Mone) :l?
(7 Translati :;
i;.t Referenc Complete address: =I:I
*';* Dacurner AMY LRL WILL WORK =
| Z
=
i I
g _ by
= Previous | Cancel Help | E
P -
H H b
An external reference’s name must be unique
< | _’ILI
| = BE /
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Document Linking from MEGA

» Step 7: Open the DLS Browse window

32 Car Pickup - Flowchart |*|A|H|%I‘%INI ‘l == x|

Diagram Edit  View Insert Format Tools Drawing Help

Be xbolvemale e|s s b ==

-
by Car Manager
b Car Picker ik o —
= T i
== A Properties of Operation Check Reservation Status 1Ol =| T
% — Rent: —
* Comment n
= General | Characteristics | Messages | Risks | Ohbjectives & Requirements | Simulation | Complements | !i
= Administration .
a — " i 5
= Mokes °q
Address —
2 Keywords
"4
0 AR LIRL W Bﬂ
&=
p Histary =
) A
(7 Translation :y
*:t References 5
— |
*‘Ji Documents -
0 Administer =
= =
[4] Praoperties —
. &
=
—
-\?) External reference 3
An external reference allows you ko associate an object with a docum®E outside the repositary, Faor
example, you can create references to regulations concerning safety ofBhe environment, legal issues, LI
D o A e Bl b s btk e ko 4 i b 1 U0
. I I el I

Right click on the external reference and select “Set DLS URL”

-
< | »
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» Step 8: Browse the DLS in the same fashion as normal

a http://10.90.98.135:9080/dls/component/mega - Microsoft Internekt Explorer

_(O] x|

Document Repository

=

(x| A& o] 2:]ea] m] 150 xI

Show iterns: |20 |

Application Developrment 10719704 1:34 PM

Data Services 10/19/04 Z:0Z PM

10719704 12:3Z PM

mathew_vahes

=lol x|

Simulation I Complements I

|

Users will only see what folders they

have acces

s to

-

External reference

-
An exkernal reference allows you to associate an object with a document outside the repository, For A
example, you can create references to regulations concerning safety or the en\.-'lronment legal issues, vI
i e LAEL

ebe Thl b —bic cF b A i e b i b e o Bl ok e Wb o

Ok I Cancel

Aol Help |

my~muyoggnalseld oo

A

4]
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Document Linking from MEGA

» Step 8: Locate and select a document

3 http://10.90.98.135:9080/dls /custom,/mega;/mega.jsp - Microsoft Internet Explorer = |EI|1| - | *I A IHI %‘I z’%lwl N |;|i|l|

Cocurmnent Repository/Application Development/Ass - Chaicef ‘l
CBS - CHOICE BILLING SYSTEM IShow Files and Falders 'I

shaw itams: |20 x| =

Another Docurment Micrasaft Waord Document 10/23/04 12:40 AM

1o x|

Sirulation | Complements |

mEsc)d e nH|

s

Once adocument is located, click on the title to select it

=

|“-\

External reference il
An external reference allows you to associate an object with a document outside the repositary, For
example, vou can create references to regulatlons concerning safety or the environment, legal issues, ;I

be Th lemmbice o bhie ek moe b il A o (Bl ol e Wl e, ol comi e Hoe (LIELL

oK I Cancel Apply Help |

4

)

-
< | 3
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Document Linking from MEGA

» Step 9: The URL to the document is associated with the external reference

3% Car Pickup - Flowchart |*|A|H|%I‘%INI A | == x|
Diagram Edit  View Insert Format Tools Drawing Help
Be xobvemaele sz un@ ===
E Car Picker ))} b Dduge) =
z l'n1 L0 =
Y 1ol -
* - Rent Carmment E
= General | Characteristics | Messages | Risks | Ohjectives & Requirements | Simulation | Complements | !i
= Adminiskration 5
= =
A s A - oo col R o 10.50.05, 155:9050) e/ oboct13/050009a1 3000 ]
© 5
';*: Hiskory .
(& Translation :;
it References -
& =
+ Documents .
0 =
=
2
. ¥
L . . =
| —e
4 The URL was inserted into MEGA
EXampIe, ¥Ou Can Creale Feferences [0 Feguiations ConCerning sarely oF the envIronment, 1egarl 1ss0es, LI
Tk s mbime ~F bhic decirsmebk mom ks iedic sbmd —m = Film mmbb ;e Wm b mmmm mdAvmmm 1 miem ibkm I
QK I Cancel | Apply | Help |
4 —
-
4] | 3
| S s
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Using DRP Documentation

What is DRP Documentation?

» DRP Documentation provides a
reference and backup for the
documentation of ApDev Systems.

= Application Architecture - Context Map, Job
Flow, Code Analysis.

= Data Architecture - Data Models, Data Flow
Diagrams, Data Dictionary.

= Supporting Documents — Error Messages,
Utilities, Backup/Recovery,
Predecessor/Successor Table.

» The homepage for each system is
kicked-off via the DLS.

» DRP Documentation is a menu
driven HTML package.

» PDF’s are provided to print DRP
Documentation files.

A PLX. - Gain and Loss - Financial Performance Reporting - Microsoft Internet Explorer

LB

Fle Edt ‘iew Favortes Took Help -:,'
\ A ™y \ ; 3 2y A f b2
e Back - _) |ﬂ @ lj 7 ) Search \‘}/'\'( Favarites e Media ﬁ} [: = hd _J ﬁ @
Address |@ w%_PACKAGE_FILES|PLY DRP PackagelCopy of htmliindesc.htm V| Go  Links
Google - | v| o searchweb » gD 1097 blocked ] options & -
- -
MorganStanley
One client at a time.
3 PLX - Gl-Performance
Ela application Documents
EHEY application Architectun b
@ Job Dependency Diz
@ Revaolve Code Analy
MY Data Architecture
@ Logical Data Model - . -
8] Physical Data Hade (PLX) Gain and Loss - Financial
{81 205 Dsta Dapendan Performance Reporting
@ Data Dictionary D t t.
EH2Y Supporting Documents ocumen a Ion
@ Error Messages ) L . )
The PLX system generstes the Gain and Loss Summary, which is included in the client's monthly
@ Utilities statement and Annual Summary Statements (for 2843) to provide an easy way to review reslized
@ and unrealized gains and losses.
Backup/Recovery
@ Job Dependency Tal ¥!| The Gain and Loss Summary festurs is a free service that allows clients to easily monitor their
' | 3 investmerts. t detailz the purchase date, purchasze price, market value of postions and sales
= — proceeds in the clierds' accourts, allowing clierts the abilty to reviews and track daily and monthly
[ Open All Folders ] unrealized and realized gaing and lozses for informational purposes anly.
v
| Close All Falders | {< B
I@ \:J Local intranet

Morgan Stanley
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Using DRP Documentation

» Step 1: Navigate to the desired system documentation package within the Application
Development folder structure and click on the folder.

Preferences Logout Help

Documentation Library System

[EHEE] Docurn it Repository ”~

Titde
l:l @ ATA ALTS TRAMSFER

Version 1.3
Wersion 1.2

Actions Workflowwy Document Properties

ATA - AUTOMATED TRADE ADJUSTMENTS (]

Docurmnent Repositoryfapplication DevelopmentfTrade Processings

Seaﬂ:h:_ Go  Adwvanced...

Show Files and Falders V|

ize Uploaded mModified
MB 3/24/05 12:53 PM 342405 12:59 PM

Shaow iterns:

State
Published

. Managed Fu
]—I . Margin

fH[ MSD

]-I | Muotual Funds
[ Mew Accounts

[ ©ther DocurnentWon
B[ Retirement - 523
FH . Sales

ACCOUNTING EQI
ACTIVITY MAMAT
- AUTOMATED TRA
- BLOCK ALLOCATI 4

No Messages

The documentation package will be
listed with other significant system

documents

Yiew All Messages

MorganStanley
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Using DRP Documentation

» Step 2: Click on the latest version displayed

Preferences Logout Help Seaﬂ:h:_ Go Advanced...

Mo rgan Documentation Library System

=] Document Repository ~ Actions Workfloww Document Properties

E‘t Application Develaprment Docurmnent Repositoryfapplication DevelopmentfTrade Processings
[ AAA - Choice ATA - AUTOMATED TRADE ADJUSTMENTS (] Show Files and Folders v|
[ Branch Support

tHH[ | Client Reporting - Statern:
[ Client Support |:| =g Tide Size Uploaded Modified State

}I . Cormpeansation l:l @ ATA ALTS TRAMSFER 20 MBE 3/24/05 12:53 PM 342405 12:59 PM FPublished

Show items: | 20 %

E:

[+

[+

[+

E

I:]-I__. Cornerstone Funds - Man: wersion 1.3
BH[ Custody Version 1,2
EH EDB
[]‘l . Futures
EFH . Infrastructure

[ Investor Consulting Servic
EFH Law & Compliance =
EH . Managed Futurss

E
E
[+
E:

+[) Marain Example: For ATA Auto Transfer, the

[ MED . .
3 Mutual Funds latest version is 1.3
]'l . Mew Accounts

[ ©ther Docurmnentation

B[ Retiremnent - 529

FH . Sales

EH ! Trade Proceszing

AES - ACCOUNTING EQI
AME - ACTIVITY MAMAS
ATA - ADTOMATED TRA
BAS - BLOCKE ALLOCATI s

< | >

No Messages Yiew All Messages

#
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Using DRP Documentation

» Step 3: Select the desired document from the left frame.

Application Architecture
«Context Map

«Job Dependency Diagram
*Revolve Code Analysis

2 ATA- Automated Trade Adjustments - Microsoft Internet Explorer |:||E|E|
File Edit View Favortes Tools Help :,'

) | AL O o ] ) B _
O O MR G Peet Yoo @i @ -5 B LE @3
Address |@ http: [ feai. msdwis, com/crmufapplication®:SFview) applications/application s SFDevelopment) Trade% SFProcessing A TAYSF %% 2D % SFAUTOMATED %% SF TRADE %:5FADIUS TME. V| (=) Links *

GOOS]C - | ~ ‘ ﬁ Searchweb - @ El 1072 blocked E Options @

~

[ «

Data Architecture

*Data Models

«Job Data Dependency File
*Data Flow
*Data Dictionary

Morgan

One client at a time.

3 ATA - Automated Trade A

=423 application Documentatio
Ea Application Architectun

@ Context Map

@ Revolve Code Analy

Supporting Documents
*Error Messages

Utilities

*Backup/Recovery
*Predecessor/Successor Table
*URLs

Pata Architecture

¥#] Logical Data Model

[8) Physical Data Hodel (ATA) Automated Trade Adjustment Documentation

i @ Drata Flow Diagram

@ Data Dictionary = ]

The Automated Trade Adustment System, (ATA), allows the user to access trades that require trade adiustments by Brovesing an account number snd

= a Supporting Documents

wewne | Click the ‘Open All’ button to display
@ o all available folders

ame day, for the same

@ Backup/Recovery
@ QOPCA Predecessor ™
@ User Manual

cess various types of

PDF Print Files

on Architecturs

e Context Map iz a graphical representation of the processing logic of the application. The context map is deweloped with the Megs tool and is
eratchically structured — the first diagram is general with links provided to access more detailled information diagraims. The detailed elements of the context
I are hyperiinked to the elements in the Code Analysis enabling the user to view and analyze the code associated with & job. After opening the Context
pp incdex page from the option in the l=ft frame, click the Company Applications option to open the diagram tree. Mavigste via the tree or within the

Open All
Close All

5
g
s
5
F]
%

‘a Local inkranet
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Using DRP Documentation - Application Architecture - Context Map

» The Context Map or Job Flow is a hierarchical representation of the system processing
flow based on the OPCA Scheduler table.

-+ Click the Application Tree icon to
navigate to specific diagrams

ATA Environment Architecture Diagram

File Edit ‘View Favorites Tools  Help

eﬁatk -Q @ @ (h pSaar(h *Favnntes & e B- ,;, - \_J ﬁ P b 3 Pa0
adhess | ] r\4_PACKAGE_FILESIATA DRP Packagelhtmlindox.hem
Google - | v Epseahweh - i A0 boded 5 cuon Bl options 2

A | GENERAL  QueR;

eeeeeeeeeeeeeeeeeeeeee

M=

Morgan

One client at a time.

£ ATA - Automated Trade A
E+43 Application Docurmentatio

B application Architectur

5 SEC

e
B
B
B
B
B
B
Fvsical bata model %:jz CPS ATA Systerm -
JY ©ats Flow Diagram . SEC
®| Data Dictionary = Eﬂ'rps
e
e
B
B
.
B
B

S supporting Documents
~{@] Error messages

18] utilities

18] Backup/Recaver, ¥
(@] oPCa Predecessor 1
18] User Manual

MY PDF Print Files 2 .
& = | 3 MSD |

hAS
Open All
Close All | ]

C < S E— —  Click the link(s) to drill to deeper
levels and view source code

CRS ATA Systern
aaaaaaaaaaa

annual FIS

MorganStanley %



Using DRP Documentation - Application Architecture - Job Dependency Diagram

> Replacing the context map in some systems, this diagram depicts the sequential
job flow. It is based on predecessor/successor extracts from the OPCA Scheduler.

2 PLX - Gain and|Loss - Financial Performance Reporting - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

eEack - d @ @ (h pSearch ‘-{T;\?Favorites Q\Media -@ B- C Jab Schedule = PPLXMOMNTHLY#001 }

Address |@ Wiy _PACKAGE_FILESIPLY DRP PackagelCopy of htmliindesx.htm
Google - | v @hseachweb v g3 EN1090blocked 5] Auorl
Ea application Docurnents «BHide Gelllepe ol IJ;(';‘P
Ela application Architectun | PP‘L:T:IML'I‘#DD'I :PFLIT:IBB-Z
~[8] J0b Dependency it [PPLxMONTHLY#OD1 ~|8 EPLEDAILY#O0] :PPLXDAG] EPLXDAILY#00 1
[Pan and zoom PRELXDAILY#001 -PPLYXDSRO PRLXDOIAPPL
rza@ Rm'\: Cods analy | KSIKUERRE | 0 PETSMONTHLY#100 :PSTSMAD3 | PPLXDAILY#001 :PPLXDATS PPLADAILY#011
- Data Architecture —— r
@ Logical Data Model 9 l L X r l‘
@ Physical Data Model : PPLXMSZ0 PPLXM S84 FPLEMI41
@ Job Data Dependem : -
@ Data Dictionary :
=3 Supporting Documents E PPLAWEEKLY#D02 : PPLXW IS0
‘@ error Messages - PPLXYEARLYS201: PELEMSZ1 ¥
@ wilities Q PPLXYEARLY8201: PELEYION | pPixpaLysool: _ |
@ Backup/Recover v EFLEMSIE
@ Job Dependency Tal
“[#] URLs
E4Z3 POF Print Files @
Pan and Zoom : - -
tools provided for Active hyperlinks to access job
VI el . .
na 'gat'on and s details and to view source code
Vi | o
readability
T . 1 ]
@ ‘ﬂ Local intranet
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Using DRP Documentation - Application Architecture
Context Map & Job Dependency Diagram

» At the deepest level, both

JeL details the Context Map and Job
Name PATADUNL JCL 1
Location of code CHMATA DRP Package\SDurce codernJCLy Dep.en d en Cy DI a.g r.a.m
View code Click here to open the code in the system default editor prOVIde IInkS tO d“” |nt0 the
Lines of code 201 code analysis for selected
e
P
Graphical view mem bers
PATADTINL DWE. PEOD . PREEXEC
DWS.PRDED.PRDEXEC
I PATADUNL[1].JCL - Notepad M=1E3
File Edit Format Yiew Help
|#/PATADUNL JOB (DWR,751888,PS0--PB1,PATADUNL, 086106880 A~
o b 4 1258), faezAaa8a4a
SRTRTAT s - i "DAILY’ ,USER=DWRBTCH,CLASS=A,MSGCLASS=N 08830800
) . Z70UT1 OUTPUT JESDS=ALL ,DEST=LOCAL 086840800
70UT2 OUTPUT DEFAULT=Y,DEST=DWRNYWTC 08650800
"""" £ //JOBLIB DD DSH=DUS.PROD.PREEXEC,DISP=SHR 08860000
ATETRIA0, VERIFY i DD DSH=DUS .PROD.PRDEXEC ,DISP=SHR 086870800
L //STEPA  EXEC PATADUHL, GELETELT
i PARH.STEP3="/RPTOPTS(OM) ,TRAP(ON,NOSPIE) ", 006890000
I PARH.STEP6="/RPTOPTS(OM) ,TRAP(ON,NOSPIE) ", 008891000
I PARH.STEP6A="/RPTOPTS(ON) ,TRAP(ON,NOSPIE) ", 08891100
I PARH.STEP6B="/RPTOPTS(OM) ,TRAP(ON,NOSPIE) ", 08891200
I PARH.STEP18="/RPTOPTS(OM) ,TRAP(ON,NOSPIE)" 0aag1308 —
//STEPE  EXEC PATADEFH 600946680
91
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Using DRP Documentation - Application Architecture - Revolve Code Analysis

» The Code Analysis provides a cross reference of application assets.

A ATA- Automated Trade Adjustments - Microsoft Internet Explorer

File Edit Wiew Favaorites Tools Help

eBack = J @ @ \-_h /:_j Search ‘*5‘\?Favurites eMedia @ [‘:::{v .,:\; < _J ﬁ @ 'ﬁ

)E)X)

Address @ htkp:ffeai.msdwis, comfcmu) application®:5Fview applications! Application:5FDevelopment  Trade%: SFProcessing/ A TA%5F % 2D % SFAUTOMATED %4 SFTRADE %5FAD JUSTME V| GO Links **

Google - | ~| &psearchweb - § B 1072 blacked

E Cptions

“IIFLERE Revolve
Morgan

One client at a rime.

Project report for : ATA.PRJ

home | type | data accesses | documentation

£ ATA - Automated Trade A

Ela Application Documentatio
Ha Application Architectun

@ Context Map

@ Revaolve Code Analy

Report description

This report was gener
section of the report t

Date Generated : Friday, January 21, 2005

El4Z) Data Architecture

@ Logical

@ Physical

42 Supporting Docume
@ Error Messages
@ Utilities

@ Backup/Recovery
@ OPCA Predecessor -
@ User Manual

429 PDF Print Files

Project report for : ATA.PRJ

home | type | data accesses | documentation

¥ I 5
| Open Al |
| Close All |
&

1 & Inbox - Microsoft Out...

iy Start

[ Microsoft PowerPaint: ... /3 Documentation Librar. .. QY ATA- Automated Tra...

‘ﬁ Local intranet

& Fullshot &.03 Professi... &) 2 403pM

Select a menu
option to access
referenced lists:

Type (source code):
«JCL

«COBOL
*Copybooks
*Procs

*‘BMS

eetc.

data accesses:
«Data files
«Data tables

documentation:
additional support
documents

Morgan Stanley
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Using DRP Documentation - Application Architecture - Revolve Code Analysis

» Members are listed for each type or source. After selecting a type and a member,
view the cross reference and the source code.

home | type | data accesses | documentation

Item summary

Report description

Thi= repart details all the File name bz o2 e = on the desired type to invake
the associated repart. I= et ngline na=s)

ATAEBL JCL WEESLL ks \prns.1 TTNE DIMEEDE
Maote: Types in CAPS or Mixed DSRESO19.JCL ¥

MGATA283.JCL
Type PATAARPT JCL

PATADODZ0.JCL Lk
Assembler PATADAES.JCL P ATADPMD otepad =
BEMS PATADAIS ICL File Edit Format Wiew Help

- F/PATADPHD JOB {DWR,751882 ,ATA——PC2Z ,PATADPHD,
Called programs witl]| PATADASE.JCL iy 43153 ,DAILY ,USER=DURBTCH .CLASS=A,
- £ MSECLASS=H
CICS transactions PATADATE.JCL //70UT1 OUTPUT JESDS=—ALL ,DEST=LOCAL

PATADATS JCL | po S/0UT2 OUTPUT DEFAULT=Y .DEST=DWRHYUTC
cnticard BATADPID //JOBLIE DD DSH=DWS.PROD.PREEXEC ,DISP=SHR
COBOL PATADBAT.JCL £ DD DSH=DWS .PROD.PRDEXEC ,DISP=SHR

£f EXEC PATADPHD,

PATADBAK.JCL ed prog ry PARM_SB10="/RPTOPTS{ON} ,TRAP {0M ,NOSPIE) " ,
copybook PATADBKS ICL — £ PARM.SO40=" /JRPTOPTS (DN} , TRAP{OM,HNOSFIE} "
FCT ' ATAPND1D CEL

PATADEOD JCL %TAREHD.C 2 =

PATADIMN JCL

ORT
_ UDACS ASK
| PcT PATADPHND.JCL =) i GER |
proc _ 47 1 g.099
Totals PATADREZ . JCL 47 1 303,769
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Using DRP Documentation - Application Architecture - Revolve Code Analysis

» Cross reference features for each type listed below.

Type X’ref

Assembler graphical view called programs, transactions, called by, macros, data files accessed
BMS graphical view, map name, programs using map

Called progs w/no source | called by

CICS Transactions called by, alias for

Control Cards view code

COBOL graphical view, called programs, transactions, called by, maps used, copybooks, metrics, data files/tables accessed
Copybooks programs using

Csd view code

Date files Jcl file, jcl step

Data tables program using (declare, insert, update, select, delete)

FCT datasets defined (name, file)

JCL graphical view, imports, called programs, procs, jcl dd, datafiles

Macro view code, programs using

PCT view code

Proc view code, jcl using

Morgan Stanley >



Using DRP Documentation - Data Architecture - Data Models

» Logical and Physical Models are provided for systems using DB2.
Note: In some cases, links will be provided to the models on the Data Services website.

&) ATA- Automated Trade Adjustments - Microsoft Internet Explorer

File Edit View Favorites Tools Help . ﬁ.
@Back - J @ @ \r_h pSearch '*;‘\?Favorites *Media @ D}Ev “i_\ﬁ - \_J ﬁ @ .‘3 Pan and Zoom

el @http‘Heai-deWis-Cﬂmfcmufapp'icati0n°f‘ aea iition-SFDevelopment Trade . SFProcessing) AT A%SF % 2% SFALTOMATED % SFTRADE % SFAD IUSTME V| Go | Llinks ® t 00 I S p rOV| d e d for
Gocgle- | N " ) pro
Account = n aVI g atl O n a.n d

«H Hide a Order Base
pocoun readability

Account Mumber (Fk)

Trade Date

\| Buy/Sell
Cusip (Ek

Morgan

One client at a tim

Feterence Murmber

=3 ATA - Automated W
EMEY Application Docu | Refi N
: eferecnce
E+3 application Arch |
-

@ Context Map
@ Revolve Code Ana
=43 Data architecture

OIIEnnnnen

Reference M

@ Logical Data Model TA Order Bage Info
@ Physical Data Model /Accuunt Nurnber (FK)
~[@] Data Flow Diagr Trade Date {FIK)
@ Data Dictionary Euﬁsﬁggm B
usip
E42] Supporting Documents ToE
“[8] Error Messages Settlement Date »
(@] Utilities Description
~[@] Backup/Recovery gg;%{éﬁe
~[@] OPCA Predecessor - Blat Code
@ User Manual 'IT'?‘?FPEE
El-a PDF Print Files 2 Entry Field
¢ — | NI Day Field
— — Frice - -
[ Open All ] Quantity
W
[ Cloos Al ] . Princinal | 3 hd
@ Done, buk with errars on page. ‘a Lacal intranet
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Using DRP Documentation - Data Architecture - Data Dictionary

» Provides details about DB2 tables used by the application.

ATA- Automated Trade Adjustments - Microsoft Internet Explorer

File  Edit View Fawvaorites Tools Help #

e Back - u @ @ \/_h p Search ‘F/r\\'( Favarites @ Media @ B - .‘{_% - \_J ﬂ @ .‘3

Address ‘@ %% _PACKAGE_FILES|ATA DRP Packageihtmiliindes, htm v | Go  Lirks >
GOOSIC @ | v % Searchweb - @ @ 1081 blocked E AutoFil E options 40 @ =~

Data Dictionary
Morgan

One client at a time.

£ ATA - Awtomated Trade Adjt

: Aceount MNumber NUMBER(10)
=23 application Documentation

3-digit Office; 5 or 6 digit Account HNumber base

E‘a Application Architecture

@ Context Map
H Cusip CHAR(™) O-digit CUSIP number

@ Revolve Code Analysis
423 Data Architecturs TDE CHAR gr_ag::;fiiigﬁ:ﬁ?de :

@ Logical Data Model H-Hold-Cash
@ Physical Data Model M - i argin

Data Flow D
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Using DRP Documentation - Data Architecture - Data Flow Diagram

» Enables data file tracing through applications. Pan, Zoom and

Note: This is a custom deliverable requested by the application SME’s. Search tools
<) ATA- Automated Trade Adjustments - Microsoft Internet Explorer . p ro VI ded fo r
navigation and

readability

File  Edit View Favorites Tools Help

) ’ s ; ¢ pm
eBack T & @ @ \’_h pSearch WFavorltes eMedla @ k?v =) - ﬁ @ 'ﬁ
Address @http:,l’,l’eai.msdwis.com,l’cmu,l’a ek view/ applications  App g SFDevelopment Trade%SFProcessing) AT A% SF % 2D % 5F ALITOMATED % 5F TRADE % 5F & O '—) Go Links *

GOOSIC @ | e options

>

Follow data flows
via job links

Go to Page

| PATADAILY#001 R |

PATADLML

One client at a tin' 2.

9  PATANIS PATACUNL TAVSPINK BKLE
23 ATA - Automate, -
EE3 application Do :
= f . -
E423 application =
@ Context =
i - I TAVSTRAN[1].CPY - Notepad
Revolve Ce Analy P:
-
- File Edit Format ‘View Help
EHZY Data Architect $ * 00800088 ~
. (=] 18 TAUS-TRAN-TIME-CXL PIC S9(7) COMP-3. 90810808
@ Lagical Data 18 TAUS-TRAN-THID-CXL PIC X(h)- 60820008
search Pages 18 TAUS-TRAN-USER-CXL PIC X. 90830008
: 18 TAUS-TRAN-OPID-CXL PIC X(8). 90840808
@ Physical Data MO a 95  TAUS-TRAN-EXTERNAL-SECURITY. 00850000
[TAVSTRAN CLUSTER > 10 FILLER PIE 52, oagson00
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Using DRP Documentation - Data Architecture - Job Data Dependency File

> A reference based upon extracts from the OPCA tables for predecessors and successors used to
develop the job flow portion of the Job Dependency Diagram.

& PLX - Gain and Loss - Financial Performance Reporting - Microsoft Internel
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Using DRP Documentation - Data Architecture - Job Data Dependency File

> A reference based upon extracts from the OPCA tables for predecessors and successors used to
develop the data flow portion of the Job Dependency Diagram.

& PLX - Gain and Loss - Financial Performance Reporting - Microsoft Internel
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Using DRP Documentation - Supporting Documents - Error Messages

» Alinks page is provided to URL’s for IBM error messages and codes.

) CFS - Confirms - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help
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Using DRP Documentation - Supporting Documents - Utilities

» Ultilities are described and cross referenced when appropriate with code examples.

A PLX - Gain and|Loss - Financial Performance Reporting - Microsoft

File Edit Wiew Fawvorites Tools  Help

eBack @ e < Ia @ (b pSearch \j\\?Favurites *Me
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Contents
£ PLX - GL-Performance
Ea Application Documents
Ea Application Architectun
@ lob Dependency Diz
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.
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Description
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Using DRP Documentation - Supporting Documents - Backup/Recovery

» Tailored for each system, this document covers methods and frequency of backups and may include
recovery procedures, if applicable.

PLX - Gain and Loss - Financial Performance Reporting - Microsoft Internet Explorer
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Using DRP Documentation - Supporting Documents - Job Dependency Table

» A spreadsheet reference based upon extracts from the OPCA tables for predecessors and successors.

File  Edit  Wiew

Q- © @[

Favorites  Tools

& PLX - Gain and Loss - Financial Performance Reporting - Microsoft Internel

Help

X ;j ;j Search ‘\;}( Favorites e Media @

Address |@ i _PACKAGE_FILES\PLY DRP Package\Copy of htmiyjndss, hem

Google - |

v| % Search Web - @ El 1088 blacked

Morgan

One client at a time.

£ PLX - GL-Performance

Ea Application Documents
D Application Architecture

Ea Data Architecture

@ Logical Data Madel

@ Physical Data Model

@ Job Data Dependency |

@ Diata Dictionary

Ha Supparting Docurnents

@ Error Messages

~[@] Utilities

@ Backup/Recavery

@ lob Dependency Table

~[@] URLs \

F{Z1] PDF Print Files
|

Y
Open All Folders ]
Close All Folders ]

PLX Job Dependzé

INT & EXT PREDECESS(

COPCAPPLY
PPLXMS0A
PPLXMSOB
PPLXS0!

PPLXMSOD

PPLXMS00

OPCAPPLY
PPLEMSOT
PPLXMSTA

\PPLXMONTHL\"#DDI

4 Bz =

8} - %4 -
_—“—__I

% = 0

PPLEMONTHLY#001 IMMED MORN AFT LAST BDAY

INT & EXT PREDECESSOR JOBMAME | INTERMAL SUCCESSOR EXTERNAL SUCCESSOR
OPCAPPLY PPLXMS07 |PRLXMS10 PRLEMONTHLY#101 :PPLYMSSA
PPL¥MS05 PPLXMS24, PPLEMOMTHLY#101 :PPLXMS3E
PPL¥MS01 PPL¥M52E PRLEMONTHLY#101 :PPLYMSSC
PPL¥M502 PPLNME2C PPLEMONTHLY#101 :PPLYMS3D
PPL¥MS03 PPLHMS2D PPLEMOMTHLY#£101 :PPLYMS3E
PPL¥MS04 PPL¥MS2E PPLEMOMTHLY#£101 PPLXMS3F
PPLEMSSA  [mocowmmes 7 PPL¥MS2F PRLEMOMTHLY#101 :PPLYMS3G
PPLXMSOE  |PUCALren: PPLXMS2G PPLEMONTHLY#101 :PPLXMSSH
PPLMMSIC  |PruoaLyeons PPL¥MS2H PPLEMOMTHLY#101 :PPLYMSST
PPLRMS90  |eromanvsons PRL¥MS2I PPLEMOMTHLY#£101 PPLXMS3]
PPLEMSIE  |rrooanveony PPLYMS 2. PRLEMONTHLY#101 :PPLEMS3K
PPLXMSIF |l e PPLMMS2H, PPLEMONTHLY#101 :PPLEMS3L
PPLMMS3G oo PPL¥MS2L PPLEMOMTHLY#101 :PPLXMS3M
1 PRLEMONTHLY#101 :PPLYMSSN

PPLEMONTHLY#101

FPLYMONTHLY#102 PPLEMOMTHLY #101 :PPL®MSZE0

PPLEMONTHLY#103

PN 100 PPLEMOMTHLY#£101 PPLEMS3P

PO LYa 10t PPLEMOMTHLY#101 :PPLAMSIH

PRLOMONTHLY# 105 PPLEMOMTHLY#£101 PPLXMS3Y

PPLXM3004#100 PPLEMOMTHLY #101 OPCAPPLY

PPL¥M300#100

PPLYNMNTHLY#103 PPLEMOMTHLY #102 OPCAPPLE

PPLXMNS00# 100

v PRLEYEARLY#201 PELEMEZZ o
S PPLEMONTHLY#00L  ~ /° R | »

Bl e

‘ﬁ Local intranet

Morgan Stanley

103



Using DRP Documentation - Supporting Documents — URL’s

» The documentation may include URL'’s that are related to the system.

PLX - Gain and Loss - Financial Performance Reporting - Microsoft Internet Explorer
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Using DRP Documentation - PDF Print Files

» The documentation is available in PDF format for printing.
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