DOEHRS-IH Document Library Bulk Upload and QA Tutorial #28b

Bulk Upload Documents in the Document Library

[1] The user will need Document Library Permissions to ‘QA Documents’. This role must be
requested on the My Profile page using the Request Permission Updates (Current Program
Office) link. After clicking the link, scroll to the Document Library Permissions section and check
the QA Documents box. Enter a justification at the bottom of the page and click submit.
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[2] Populate a file folder with the corresponding documents for upload. Zip the files by using the Shift
key to select them all and right click. Select Send to Compressed (zipped) folder.
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[3] A new zipped file will display. The file can be renamed if desired.

Document Archive for Bulk Upload

Al Name Date modified Type Size
"L EhSamplefnalyticalDataForSamplesTakenReport 472972021 8:40 AM Adobe Acrobat D... 34 KB
: EhSamplefnalyticalDataForSamplesTakenReport 6/7/2021 1:46 PM Compressed (zipp... 31KB
" Exarnple_DOEHRS_InjuryAndllinessinvestigationSurvey 1/7/2020 2:21 PM Adobe Acrobat D... JKB

[4] Create the Bulk Upload Template. Note: At least one Document Type pick list value must be added
prior to generating a template. See Step 2 below under Managing Pick Lists in the Document Library
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[5] Populate the Bulk Upload Template. The drop down pick lists will be pre-populated with values
specific to the Program Office. Orange columns are required fields. Each value in the File column must
have a corresponding File in the Document Archive zip file. The Import Status and Additional
Information columns should be left blank; they will be updated by the upload process.

Start Date | End Date

Country|  Location g B0 e | B Service® File* File Title* | File Summary*
Entire Country* | location specific® of Data* | of Data™
United |United States No No ACTION Army 5/1/2021 |5/31/2021 T pdf APG This is a test
States  [(NATO MEMORANDUM sample  |record for
(NATO  |member)/us, MD, Data demonstrating
member [Aberdeen Proving the bulk upload
) Ground, 24004 function
United  [United States No No DECISION Army  [5/1/2021 |5/1/2021 |Example_DOEHRS_InjuryAndilinessinvestigationSurvey.pdf (Injury This is a test
states  [(NATO DOCUMENT Report |record for
(NATO  |member}/US, MD, demonstrating
member [Aberdeen Proving the bulk upload
) Ground, 24004 function
Keywords | Data Source | Publish Date | . %@ &0 ¢ e | Import Status | Additional Information
in a DOEHRS Survey
No Ready
for QA
Yes Ready
for QA

[6] In DOEHRS, browse for the template (workbook) file and the Document Archive zip file and click
Upload. The Job Name can be updated to be more specific if desired.
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[7] Refresh the Jobs page until the status updates to Completed
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[8] click the Job Identifier link, then the Results link to view the details about the upload

Job Details

Back to List

General Information

Job Identifier
Job Name

Job Category
Job Type

Job Submitter
Program Office
Submit Date
Job Status
Job Notes

Job Result

Back to List

2468

Document Library Bulk Upload
Document Library

Bulk Upload

Maranville, Cristine Lynn
(DoD) Registries
Wed Jun 02 08:37:38 CDT 2021

Completed

Bulk Upload at Program Office: (DoD) Registries

[9] Open the Excel file and click the Enable Content box. Records imported will have a status of
Successful and the File ID will be displayed.
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Operation Name | Document Type* |Classification senvice* > 10 2% | 20 08 File File Tile* | File Summary* | Keywords | Data Source Publish Date | "C0 SR ACE | svarus ff Import Statue | Additional Information
lacTion For Official se [army  |5/1/2021 |5/31/2021 t.pdf 2ps [This s a test No Ready filsuccessful  |File 10:1,883
MEMORANDUM  [Only sample  |record for for QA |

Data demonstrating

|the bulk upload
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DECISION IFor Official Use [Army  [5/1/2021 [5/1/2021 |Example_DOEHRS_InjuryAndilinessinvestigationSurvey.pdf [Injury  [This isa test No Ready W[successiut  [File 10: 1850
DOCUMENT only Report  [record for for QA
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|the bulk upload

function

[10] Any fields with errors will have a status of Failed and a hover over box will describe the error.
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[11] Below are some considerations or potential errors when populating a Bulk Upload template:

e There is an on-screen error message if the template doesn't match the current IHPO.

e Thereis an on-screen error message if there are no records/rows completed in the template.

e Additions or updates to picklist values (document type, operation, and location) must be made
in DOEHRS prior to downloading the bulk upload template.

e The template will only process up to 1,000 records/rows; excess records will be disregarded.

e Boolean (yes/no) field values must be literal, not numerical.

e The template does not support multi-location selection for a single document; these records
must be uploaded individually.

e Picklist values are sorted by ID on a hidden sheet within the template. If duplicate entries are
listed for a value, Excel will choose the first value in the list. Specifically for locations, this may
cause issues if the selected value is stop dated or outside the data date range. Manual entry is
the current resolution for this issue until SCR is completed.

e The template will include ALL location names currently available in an IHPO. If a document's
data date range falls outside the location start/stop date range, a person with adequate
permissions may adjust the location dates. A new template does not have to be download after
a location date change.

[12] Below are some considerations or potential errors when creating the zip file:

e The zip file cannot exceed 100 MB in size. Individual files within the zip cannot exceed 15 MB in
size.

e Files within a zip file must be in a flattened structure (no folders); files within subfolders will not
be processed and will be flagged as missing from the file set in the results spreadsheet.

e Duplication within an individual zip file (i.e. identical content, but different file names) will result
in job process failure.

e Document duplication within the Document Library business area is not allowed. Duplication is
not determined by the file name, it’s determined by a system level algorithm. In the results
spreadsheet, when a file is a duplicate, the file name field is flagged and the File ID of the
existing record is provided in the additional information column. Because the duplication check
is at the system level, users may not have access to a file that resides in another IHPO.
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Managing Pick Lists in the Document Library

[1] When a user does not see the desired pick list entry for either the Operation Name or the Document
Type, the user can select ‘Other’ and manually enter the desired value.

Document Submission - Detail

* Indicates Required Field

Is not location specific.

File ID: (New)

Document Information

>

Operation Name

|0ther (Specify) V‘ |New Cperation

Document Type™

| Cther (Specify) vHNew Document Type

Classification™

| Select a Classification... V|

[2] When the QA user reviews the entry, if the manually entered value is valid, remove the value from

the text field, change the selection to ‘Select a ..." and click the + button to add the new entry to the list.
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QA Approving Documents in the Document Library

[1] A QA user can view a list of documents that are ready for review by clicking the QA Document

Records on the left navigation.
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[2] Documents can either be marked Approved by QA from the list or individually by clicking the File ID
link, changing the status and clicking the Save button.

Document Library - QA Search Results
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Document Submission - Detail
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