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This documentation covers using a UWS Mac machine in the current UWNS Central environment.

This fact sheet is targeted at UWS staff that access UWS Central with a Macintosh computer.
Several of the instructions require good knowledge of installing updates on a Mac.

All processes throughout this documentation were performed on a MacBook Pro with OS 10.6.3
and Safari 4.

Please ensure the Mac OS is updated to the latest version, which at the time of documentation
was 10.6.3. If any updates are required, you will need the Mac’s Administrator password.

Open Safari (or your browser) and go to the following address:

https://uwscentral.uws.edu.au/Pages/Default.aspx

Before you can access UWS Central, you will need to login using your MyUWSAccount credentials, as
shown below. Note that you must prefix your staff number with UWS\.

— To view this page, you must log in to area
| “uwscentral.uws.edu.au” on
l‘-. uwscentral.uws.edu.au:443.

Your login information will be sent securely.

Mame: UWS\30000782

Password: essessssssssl |

|_| Remember this password in my keychain

(" Cancel ) E Log In 3

Prefix your staff number with UWS\
The functionality of UWS Central on a Macintosh computer is limited compared to a Windows PC.
Macintosh does not support Microsoft Internet Explorer as a browser, and so browser specific functions
such as open and edit do not work.
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Below is the usual drop down menu available when clicking on a file (depending on permissions):

View Properties

Edit Properties

Edit in Microsoft Office Word
Delete

Send To 3
Check Qut

Wersion History

el XiEd

Workflows

Alert Me

drop down menu

An example of these limitations can be seen when trying to access the Edit in Microsoft Word option.
A Mac user will be greeted with the following error:

—— https://sharepoint.uws.edu.au
( | 'Edit Document’ reguires a Windows SharePoint
\ Services-compatible application and Microsoft Internet

Explorer 6.0 or greater.

If a Mac user attempts to Check Out a file it will download a copy to their Downloads folder, and will
register as checked out in UWS Central. However, when you edit the downloaded copy and then
check it back in, none of the changes will have been saved. The only saved copy is the local copy
in the Downloads folder.

The Microsoft Document Connection (MDC) application addresses these limitations. This application
works like a local explorer and allows more of the functionality that UWS Central can offer.

Note: MDC does not open lists, only document libraries.
MDC is included with Service Pack 2 for Mac Office 2008.

At UWS, all new Mac machines come with Office 2008, however, Office may not have been updated to
the latest service pack.
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To check the version of Office installed on the machine
and then update if required, please do the following

e Open Word. Select Word from the top toolbar, then select About Word.

Online Registration

Preferences... 3,

Select Word, then About Word

e You will see the following dialogue box displaying the version of Word.

About Word

Word:macze=

Microsoft® Word 2008 for Mac
Version 12.000 (0711300

o 2007 Microsoft Corporation. 410 Fights reserved.

Warning: This computer program is protected by copyright law and
internaticnal treaties. Unauthorized reproduction or distribution of
this program, or any portion of it, may resultin severe civil and
criminal penalties, and will be prosecuted to the maximum extent
possible under the law.

Compare Versions £ 1993 Advanced Software, Inc. All rights
reservad.

Word 2008 version 12.0.0

The above example shows version 12.0.0 — it has not been updated at all.. The required version is

12.2.0. If the version shows 12.1.0 you have Service Pack 1 installed and will still need Service Pack
2.

To update Office you can either 1) use Microsoft Auto Update or 2) go to the Office update site and
download the latest update.

1) To use Microsoft Auto Update:

e Select Help from the top toolbar, then select Check for Updates.

indow Work RGN

word Help

Check for Updates
| Visit the Product Web Site
N SESRR. B Send Feedback about Word

Check for Updates
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e The following screen will display:

A Micresaft Autolpdate
Autolipdate checks for updated versions of your Micresaft software, For more
infarmation about Autollpdate, see Help. |TS recommends that
How would you like to check for software updates? yOU Set UpdateS tO
O rammly Automatically, and
@ Automatically check for updates
Check for Updates [ Wealkly = ] Weekly
Checking occurs only when you are connected io the Internet.

Wiew Installed Updates [ Check for Updates |

Check for Updates automatically and weekly

o Select Check for Updates and follow the installation prompts. You will be asked for the Mac’s
Administrator password.

2) To install using the Office Update site (Mactopia):
o Please go to the following site:

http://www.microsoft.com/mac/downloads.mspx

o Download Microsoft Office Service Pack 1 and Service Pack 2, as required.
Note: You will need to install Service Pack 1 before you can install Service Pack 2.

o After downloading is complete, open the Downloads folder and run Office 2008 SP1 Update
(12.1.0) (if required) and follow the prompts. You will need the Mac’s Administrator password to
install this update.

o Repeat these steps to install the Office 2008 12.2.0 Update.

Once both service packs are installed, open Microsoft Document Connection in Applications >
Microsoft Office 2008 folder.

Micresolt Ofce 2008
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Open Microsoft Document Connection
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Using Microsoft Document Connection (MDC)

. Ya) &) Document Connection

N R TETE G
Add Location Refresh  NewFile AddFile  Edit Read Upload  Check Out Checkln  Discard Filter
FILES

0

.__.»_»f' Drafts
v Favorite Files
SHAREPOINT

WORKSPACES

Add a Location

A connection has not been made to a SharePoint site or Office Live Workspace. To access files, click Add Location, and then select
the one that you want.

Microsoft Document Connection

Add UWS Central to MDC. Select Add Location in the top toolbar and select Connect to a
SharePoint Site...

| 00 Documen
8- 7 L 8  Alesli
i Connect to a SharePoint Site... Read Upl
Fil  Sign in to an Office Live Workspace...
[?j’ Drafts |

9 Favorite Files

Connect to a SharePoint Site

At this point, have UWS Central open in Safari or Firefox so you can

copy and paste the address into the following dialogue box

You will be presented with the connection page. Enter the details as per the example below and press
Connect:

Add-‘lj;cation Refresh  MNew File Add_ﬂle . Edit Read Upload Check_(]ut Chec?ln

. Discard Filter
FILES l
— To access a file on a SharePoint site, enter the location of the
| & Drafts . .
i SharePoint site. i
9 Favorite F
SHAREPOINT
WORKSPACES
Address: https://uwscentral.uws.edu.au
Authentication: | Username and password | ]
User name: UWS\90913325
Password: _"-"""|
|| Save password in my Mac 05 keychain
Learn how to access files on a SharePoint site (" Cancel ) E Connect 3

Complete all details and press Connect
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These are ‘breadcrumbs’
The Microsoft Document Connection Console: which will allow you to
navigate back to the top

Checked out files remain in this sites.

folder until checked back in.

ano Document Connection
. + E - N | S =
Q*@g@?g@g?uﬂ ez 0
Add Locatigh Refresh  New File 4dd Fle i Fead Uplead  Check Out . Discard
I Modified By
Faworite Files  |==| Australian Resaarch -
L=l
SHAREPDINT —I_
E_’:, UWS Central Training LI;_J] eResearch -
WOREKSPALCES E
I_ﬂﬂj] Executive Maating -
Once connected, the All libraries, sites and files
requested site’s name are shown here.

appears here. You can open
multiple sites.
How to use Microsoft Document Connection

Select a library to browse. Once you select a file you will notice that all the options in top toolbar will be
usable, as shown below:

I ane Document Connection
8- @08 Al g g el
Add Location Refresh NewFile Add File = Edit Read Upload = Check Out Check In = Discard Filter
FILES [ 4 | » H uwscentral.uws.edu.au UWS Central Training eResearch ]
| & Drafts File Name 4 Size Date Modified Modified By
@ ravorite Files i Test Doc 1.doc 28 KB 18/06/10 4:49 PM  UWS\30000782
SHAREPOINT -
@ UWS Central Training "| Test Doc 2.doc 29 KB 18/06/10 4:49 PM UWS\30000782
WORKSPACES o

Select a file

These options are described below:

| Creates a new file within the current document library. The default editor for the document

o library (usually Microsoft Word) will open a new document.
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@ Opens the finder window so that you can browse and upload files.
Add File

LH’—E Allows you to edit the selected file. You will be given the option to Read-Only or Check Out.

Ié Opens a read only copy of the file
Read

Lﬁ Automatically checks out the file.
Check Qut

Checks the document back in.

Note: Documents cannot be checked in from within the application, e.g. Word, Excel, so save
“* and close the document and then check it back in using this function. Remember, documents

are saved in MDC'’s ‘Drafts’ folder until checked back in.

i/z Automatically discards all changes made to the document while it has been checked out.
. Note: All changes will be lost and there are no prompts to ask if you are sure.

Q Allows you to filter the contents of the document library by name, allowing
Filter quicker access to specific documents.

Alternatively, many of these functions can be accessed using Command + mouse click.

& 50 PM UWS\300007

] - H T H
“| Test Doc 4. Edit With... » .U Microsoft Word
Open Read-Only '
L Open Read-Only With... > / TextEdit
Test Doc 5.¢ Upload Changes
— Other...
- Save As...
Test Doc 6.¢ 50 PM UWS\300007:
Check Out
LT M j
| TestDoc7.c =~ -4 50PM  UWS\300007:
- Add to Favorites
7l Tact Mnr ] daemes o s TREE TR SN DAA I NSy 2 Nninin7:

Command + mouse click allows access to functions
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Other features that can be accessed from the MDC top menu bar:

Edit Vie Location Window Help
MDC top menu bar

e Editing the properties of a file
Note: The file will have to be checked out before you can edit its properties.
Go to File’ > ‘Properties, which will open your browser and take you to the online properties
page of the item. An error will appear if you have not checked the file out.

e Version information can be accessed by going to File > View Document History.... A new
browser window will open, showing the different versions of that file; however you are only able
to view the properties of the versions. Errors appear if you attempt to restore or delete a previous
version.

e You can save a copy of a file locally by going to File > ‘Save As... which opens the Finder
window.

Functions that cannot currently be performed in MDC:

Delete files from a library

Create folders within a library

Document Libraries and Calendars cannot be connected to Entourage or Mail
Send To - E-mail a link does not connect directly to Entourage or Mail.

If you have any further queries about using a Mac with UWS Central please contact the IT Service
Desk on ext 5111.

IT Service Desk

Phone: 02 9852 5111 (ext 5111)

Email: itservicedesk@uws.edu.au

Web: http://www.uws.edu.au/itservicedesk
Self Service job logging: http://itsm.uws.edu.au

UWS IT Services Catalogue: | http://www.uws.edu.aul/its

ITS Fact Sheets http://www.uws.edu.aul/itfactsheets
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