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Thank you for trailing Packagesoft DCM 2014.
Here is a quick guide to help you on your way to classifying your all important information. It's as easy as ABC...
A) Let’s start by launching Microsoft Word and creating a new blank document.

You will notice that Packagesoft DCM is now available on the ribbon bar.
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This is a secret document!

B) Add content to document and save
e Add the content to your document e.g. the text shown above.

e Save your document (it doesn't matter what you call it)
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Classify your document

e Upon saving your document for the first time DCM will present the classification dialog allowing you to
choose an appropriate classification.

o Packagesoft DCM - Trial ﬂ

This is & Generic DCM Classification Category that shows a typical set of
Document Classification Marks.

Use the DCM Designer to change or add Document Classification
Marks, apply your company branding or add additional Classification

Categories. pa:.k#snﬂ

Download trail help: httpz/fwww.packagesoft.com/dom_guickstart.pdf

(zeneric
® Secret Hide definition &
Information that is exceptionally sensitive in terms of its ability to cause serious damage if leaked.
This may inflict harm by virtue of serious financial loss, severe loss of profitability or opportunity or
grave embarrassment, There should be absolute denial of access to unauthorised persons. Where a
Secret classification is used for a decument, the techneology used to create or store that document
also becomes subject to the Secret classification and requires protection.

i) Confidential Show definition *
() Restricted Show definition ¥
i) Public

Show definition ¥
() Mot Classified (Mo Label)

Wow that was easy! ©

DCM will no longer automatically prompt you to re-classify the document and will allow you to continue as
normal. For non-classified documents DCM will intercept the following Word functions prompting for
classification prior to:

e Document Print
e All Backstage “Save & Send” functions such as:

0 L .
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Send as Send as
Attachment PDF 5end a= XPS

And remember DCM works with Excel and PowerPoint too....
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Re-classifying a Document

If an existing classified documents content changes such that a re-classification is required:

e Re-open the last document and change the text as shown below.
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References

Docurmentl - M

SECRET

This is a confidential document!

o Select the DCM Classify document option and change the classification to Confidential.

* Packagesoft DCM - Trial

This is a Generic CM Classification Category that shows a typical set of
Document Classification Marks,

Use the DCM Designer to change or add Document Classification
Marks, apply your company branding or add additional Classification

i@ Confidential
() Restricted
i) Public

i) Mot Classified (Mo Label)

Categories. packagesoft
Download trail help: hitps/f'www.packagesoft.com/dom guickstart.pdf
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O Secret Shaw definition ¥

Show definition ¥
Show definition ¥

Show definition ¥
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e To review the document classification history select the DCM History option:

@“ -0 Documentl - Microsoft Word
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CONFIDENTIAL

This is a confidential document!

' DCM Marking history for this document | 2 |
Date |zer Marking Remarks
3 beaildl  Secret Iser classified document

240172013 beaild1 Corfidential  User classified document
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Configuring DCM with the DCM Designer

DCM 2014 is fully configurable. Classifications and categories of classifications can easily be defined via the DCM

Designer.
To run the DCM Designer select:
Start Menu -> All Programs -> Packagesoft -> DCM Designer

The following Dialog will now be displayed:

r

' DCM Designer

Configuration | Layout | Prafiles

Compary Name: Packagesoft

Categories

Generic

Delete

b

Headers and Footers

Add Classification Labels To:

Editing Profile ‘Fad{agem& Trial {Gern v'
ACME Defence Systems

ACME Inc.

Packagesoft Tral (Generic)

Prevent pN

Prevert saving unclassified documents

[] DSM Import mode

v] existing header tead

~ | existing footer text

Word farmatting
Ward [Header and Footer v] Put Classification Labels [Eefﬂre
Excel [Header and Footer v] Put Classification Labels [ﬁfter
[] Reverse headers
[] Reverse footers
Separators
Word [Carriage retum - BExcel | Camiage retum * | PowerPoint [Can‘iage retum

)

(,‘ packagesoft

G Joc)

This trial version has been configured with three different DCM profiles:

e Packagesoft Trial (Generic). This is the default profile
e ACME Defence Systems

e ACME Inc.
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Now we will change the active profile to ‘ACME Defence Systems’:
e Select the Editing Profile option (outlined above in red above) and choose ACME Defence Systems
e Then click Apply (outlined above in green above)

DCM Designer should now look like the following:

- B
! DCM Designer Lw
Configuration | Layout | Prafiles

Company Name: ACME Editing Profile: |:ACME Defence System v]
Categories
Protective Markings Prevent printing unclassified documents
Caveats
Descriptors Prevert saving unclassified documents

B [] DSM Import mode

i

Headers and Footers

Add Classffication Labels To:

Word formatting
Word [Header and Footer v] Put Classffication Labels [Eefure v] existing header text
Excel [Header and Foater v] Put Classffication Labels [.Pnﬁer v] existing footer text
[] Reverse headers
Reverse footers
Separators
Wand [Tab - Excel |Camiage retum * | PowerPaint [Can'iage retum v]
4
() packagesoft [ fey |[ ok |

Make sure that you exit all open Word Documents (including Word itself) and then restart Word to pick up the
new DCM profile settings.

e Once Word has been restarted, select the DCM Classify document option from the Packagesoft ribbon

menu.
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You should now

see that DCM has the ACME Defence Systems profile applied:

c* Packagesoft DCM - Trial ﬂ

Protective Markings:

To comply with ACME corporate compliance reguirements you
must apply a classification to your document.

Please choose one of the classifications below that accurately
represents the content of your document.

For further information regarding each of the dassifications, ACME Defence Systems
choose the associated 'Show Definition” option.

Protective Markings | Caveats | Descriptors

i) Top secret Show definition ¥
() Secret Show definition ¥
@ Confidential Hide definition &

The compromise of this information or material would be likely: materially to damage diplematic
relations (i.e. cause formal protest or other sanction); to prejudice individual security or liberty; to
cause damage to the operational effectiveness or security of UK or allied forces or the
effectiveness of valuable security or intelligence operations; to work substantially against national
fimances or economic and commercial interests; substantially to undermine the financial viability of
major organisations; to impede the investigation or facilitate the commission of serious crime; to
impede sericusly the development or operation of majer government pelicies; to shut down or
otherwise substantially disrupt significant national operations.

() Restricted Show definition *

(O Unclassified Show definition ¥

As you can see this profile has three classification categories and completely different branding. Why not try using

the DCM Designer to modify the ACME profiles and/or create your own company profile with your specific

branding and cla

ssifications.

NB: By default the DCM Designer is not installed on your client systems. Administrators
should only install the DCM Designer on the system being used to configure DCM before

deployment.
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