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Correspondence Management and more...
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» Dynamic Correspondence Management Solution
» Flexible Routing Configuration
» Customizable Metadata
» Customizable Reports
» Less Training Involved
» OpenText Module Integrations
» OpenText Content Server (documents, forms, workflows)
» OpenText Enterprise Scan
» OpenText Records Management
» OpenText Electronic Signature (plugin)

» Brava! for Content Server (plugin)
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SmartWork Landscape

Advanced Intelligent Integrations: MOSS, SAP, Oracle Industry Specific Add-ons
Search Archiving

Document Responsive Integrated Workflow
Interface Administration Engine

Records Annotation &
Management Redaction

Management Multi-language

; Electroni
Physical Objects SmartWork SEREIE

Correspondence Management Slgnature

OpenteXt h OpenText Content Suite
Cloud, On Premise (Windows, RedHat)




Basic vs. Extended
 Basc | Extended

VVVVVYVYVYVYVVYY

V VYV

Enterprise Scan Integration
Brava! Integration

Electronic Signature Integration
Basic Reporting

Barcode TIFF

Analytics

Security Clearance

Automatic Escalation
Automatic Reference Generation
Instant Notification

Outlook Integration

Inbox Classification and
Advanced Filters

Content Circulation

Content Type Prerequisites
Ad-hoc Workflows

Workflow Map Extensions

Basic +

» Records Management
Integration

» Auto-classification
» Retention Schedule

» Physical Objects Integration
» PO Item Creation
» PO Locations

» Extended Reports

» Barcode PDF

» Document Templates

» Integrated Imaging
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SmartWork Features

0 =" 8:12

> Responsive Interface

192.168.1.69 @
The Web-based Ul reacts to the amount of = o o = 2@
available space and tempts to think about
just your desktop, phone or tablet. Show| 10 _v ot

= Multiple barcode types Task

@) Confirm & Generate Reference
» Barcode Generation © Acton oot
You can generate barcode to label
documents and track their circulation
across the organization. You can also

stamp barcode on scanned content. B

&  scant
[+ View Document
IN-000005-0817

®  sca X Download

Generate Barcode

1 & Open with Brava
- -l




SmartWork Features

| S =l 7:04
Task One
The Web_based UI can be SWItChed tO Workflow: Adhoc Workflow Confidential PO

Owner: Admin

Executive mode. Less clicks are needed to Date: 20/09/2017 20:39

Type: Inbound

read document and finish work. —

Reference:

> Executive Interface

=
v
=i

3

Less Details A -

Review & Finalize Correspondence =) Sample_Bad.tif
Workflow: Inbound from T4 signingpage.pdf c : guis : :
omplete Task
S R & Sample_Bad i p Civil Aspects of International Child Abdu...
Date: 19/11/2017 12:52 {'5\
More Details ¥ Complete Task ® §
J
|
Task Two Delegate To o
E?ﬁ’iﬁf;
Workflow: Adhoc Workflow Urgent PO for Complete Task
Owner: Admin i
Date: 15/11/2017 16:40 Send for Review
More Details ¥ l Delegate To

Action Needed

Workflow: Correspondence for Assoufid [®) Appraisal.TIF l Gomplste fask J ReV|eW & Flnallze Correspondence
Owner: Admin @) Letter Template.docx |
Date: 20/10/2017 10:59 Workflow - _
More Details ¥ : Inbound from Clifford Chance Law Firm
Owner: Admin
Distribute Correspondence Date: 18/09/2017 16:08
i Type: Inbound
Workflow: Correspondence for Aswar EL, Ar;p|08ample3 docx [ Complete Task y‘p -
Owner: Admin %) Original WindowsXP.pdf Prlor[ty: Low
Date: 19/10/2017 15:59 [w) Sample_Normal.tif
More Details ¥ Reference: IN-00045-0917
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SmartWork Features

» Integrated

I m agi n g Smartwork Desktop Control is licensed to [=]=]E=
r SO R BQL ACZ /&8 .

You can edit scanned EIEE @ S
content and add a > A TT s

_ e '—;,»'u"{"sd g
variety of e+ y.&ﬁfgﬁf‘;f“’"‘ B e e
' . .'M,)B‘J-) S5 cd njg\dquﬁ
annotations; scan 13 3 “"ﬁvé‘”‘ oy
. pr Dl Wy oo
additional pages, re- Mww}}ﬁ,f‘ ; fé@xgm 3
organize pages, Ly A RN L Y T
. ”phf’ : )"-\hh\c‘ ‘\‘:‘_ﬁé)‘iﬁw
recognize content s a wwwu" yj}jw?é;y;
(OCR) and mark-up { 3 E0 b 3 g ;"f
your document with TS
: @P’
shape  annotations A
and rubber stamps.
o
\’,(
\N\d}‘»\*

1106075.tif @~ 3¢/~
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» Embedded Analytics

SmartWork Features

Key Performance Indicators provide facts about running and
completed work, late and executing assighments and you can compare

results on the fly.

& Running Workflows & Running Tasks
« Completed Workflows & Active Users
General Running Workflows Completed Workflows
(€))

I |niormation Technology [ B CefauliGroup

Task Status

© Late Tasks

& Most Busy User

Informati io... (11)




SmartWork Features

» Embedded Analytics - Interactive Dashboard

Graphical analysis of running workflows, completed workflows, late
workflows, late tasks and others...

Historical
Anal\lsis History (8.0%)

Task Workflow Date Due Date
@) Approved Correspondence Inbound from Alpha Telecoms 13/07/2017 12:34
@) Approved Correspondence Inbound from Alpha Telecoms - Approved Correspondence 13/07/2017 12:34
©) Reviewl Adhoc Workflow Contract Approval 18/07/2017 16:02 18/07/2017 17:02 “
@) Reviswl Adhoc Workflow Confidential PO 27072017 1153 | 28/07/2017 12:53 ‘
Delay 236d00h45m History 2 (50.0%)
Graphical
Map History -
Presentation
= 2 4
Tabular
-.. ; Presentation
Type Step Performer Date Ready Due Date Completed Date Reminder

@ Start Step Admin 27/07/2017 11:53 27/07/2017 11:53 27/07/2017 11:53

CNE Review1 anassar 27/07/2017 11:53 28/07/2017 12:53 Awaiting Completion E

B Review2 Admin 28/07/2017 13:53 Awaiting Completion
‘ el B Final Approva rbakkour 29/07/2017 13:53 Awaiting Completion
(zws Showing 1to 4 of 4 entries Previous Next
S
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SmartWork Features

» Automatic Classification Assignments

The user assignments and Inbound (15)

managed workflows are Outbound (4) Worldlows
automatically classified by their inbound (27)
type whether Incoming, Outgoing, outbound (5)

Memo, etc...

et 2 00 |
You have received 1 new task.

You will be instantly notified

about new assignments g
coming to your inbox. You

can also configure the inbox e ——

refresh rate to control when SR | Newoorespondece om or . —

the new assignments will T aaaaan

v B|U & ailr A v = = = B

show in your interface.

Please see attached documents newly received from MOF concerning the new government rules.

=  Sound notification upon
receiving new assignments

F1Send —_—

—_— —




SmartWork Features

> Dynamic Intake

Power users can design the workflow package and map using Content
Server. Users will be able to consume the predefined configuration
such as task dispositions, task permissions and assigned attributes

and forms.

Inbound from Clifford Chance Law Firm

Work Item

@ Overview
] General
® Attachments
a Comments
=] Attributes

= Forms

=2 Delegate to...
] Send for Review..

Approve | | Reject

& select | OuUnselect | DReset | @Hide
First Last
N Nam: Na
© Abda [}
© I I H I
©
[s} 3of3 fi d from 8 total entries)

=l Attributes
Package:
Reference:
Correspondent:
Addressee:

Distribute To: /A

Copy To: ay

I

INODO00000014MNormal-08

Clifford Char
Review & Distribute Correspondence - Inbound from Clifford Chance Law Firm
Admin
Package
fpdmin Reference

Correspondent

Addressee

Distribute To

|

INOD00000014Normal-08

Clifford Chance Law Firm

Admin Abdallan A Nassar DefaultGroup Addressee
Distribute To

Admin Abdallan A Nassar DefaultGroup Copy To

=  Type-ahead User Selection
=  HTML based Comment Editor

= Security on Attributes

| Auto-Send Package

Delegate To Send for Review




SmartWork Features

» Ul Enhancements

Type-ahead for user fields. You can select users to distribute assignments
with autocomplete preview as you type the name of the user. User can use
preconfigured data filters to quickly retrieve their assignments.

Addressee Admin Abdallah A Nassar DefaultGroup » Addressee

Distribute To

Admin Abdallah A Nassar DefaultGroup Information Technology
eh Informati  Task Waorkflow Owner | Date

 §a]  Confim & Generate Reference Outbound to Kuwait Petroleum International Admin 23/08/2017 11:37
Copy To Admin Abdaliah A Nassar Default¢ "™ * = oot o s
Scan & Upload Documents Correspondence for Assoufid Admin 21/08/2017 14:47
Review Adhoc Warkflow Confidential Inbound Admin 13108/2017 10:47
Review & Distribute Correspondence Inbound from Clifford Chance Law Firm Admin 08/08/2017 16:21
u Data can be filtered based Review & Finalize Correspondence nbound from Alpha Telecoms Admin 01/08/2017 22:25
on any attribute Y R S— Outbound to Ministry of Finance Admin 24/07/2017 11-00

= Respects task Review & Distribute Comespondence  Inbound from Ministry of Interior Admin 191 1
co nfigu ration such as Max Task1 Adhoc Workflow Confidential PO Admin 19/07/2017 10:57
Rows and Field T\/pe Task3 Adhoc Workflow Confidential PO Admin 19/07/2017 10:57
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SmartWork Features

» Ul Enhancements

You can browse your organization graphically.
The organization chart introduces how vour
organized is structured and who is the leader of
each department.

? gi Admin
Head of Services Chief Accountant

=  (an be synchronized with
Active Directory

|
:..‘ Sales and Marketing

=  Fullintegration with Content
Server Community




SmartWork Features

» Security Clearance

Based on granted privileges, you can select the security profile predefined
by your organization. The Security Clearance replaces existing content
security and grants custom access to groups.

Escalation Rules Security Level (English) | Security Level (Arabic) | Trustees Actions |
Correspondent Management Confidential PR B89543:R,1001:F | Edit | | Delete | i
User Management
SmartWork Packages Normal Sale 90973:R,B9543:R,1001:F Set Security
Clohi et o) sanon Public Pls 90974:R,1001:F,30973:R, 89543:R, 30
Reference Management
I Security Management Restricted EE B89543:R,1001:F
Secret Sy 89653:R,1001:F Confidential
Top Secret s Saw 1001:F
= Mormal
E‘Eﬂ"
Public
=  Replace existing Security Restricted
with a Single-Click
: Secret
= Automate Security based on
security level Top Secret
Save




SmartWork Features

» Dynamic Data and Data Filters

You can select the display layout based on vyour interest. The
SmartView allows you to populate and filter specific data columns

based on the workflow type.

1 7 30 B Q& 0 w B,DQ‘Q

Priority Reference [ Cormespondent Addressee I |

Urgent 432342432 Ministry of Interior
Urgent 432342432 Ministry of Interior
Mormal IN-0000000011-Mormal Ministry of Inkerior anassar Abdallah A Massar Information Technology

=  Global configuration for

displayable columns X Review & Finalize Correspondence |

=  Advanced search filters:
Late, Follow-up, New

S — e




SmartWork Features

» Flexible Reports

You can use a variety of prompts or filters before you run a report. The
administrator can assign what reports you can run.

|
g_—l Documents Created By User

Documents Created By User
Type Rows  Atiribute Ttems
Usar: Field 2N Which User?: (&

Date: Field LS Created From: A

VSRR N Created Till: A

Text: MultiLine 1 (locked) select Name from DTREE where CreatedBy = @Which User?/@ and CreateDate >= @Created From/@
and CreateDate <= @Created Till/@ and SubType=144 y

Submit

Report

i ] 4y
Which User? Admin Abdallah A Nassar DefaultGroup ~ Which User?

. |V|0re than 1 2 Created From & 01/08/2017
Input Prompts... Created Till L X2v
=  Required Report August 2017 e Submit
fllters Sun Mon Tue Wed Thu Fri Sat
12 3 4 5
=  Replacement tags s 7 s 8 10 1 1
such as 12 14 15 18 17 18 19
20 21 22 23 24 25 26
@myself/@ 7 28 228 30 3

S —, T




SmartWork Features

> Relations

You can add/remove relations between correspondence. The relation
allows to refer to an existing content or workflows during the
execution of the assignment.

D Administrative Affairs Relate to Workflow (aa-smartwork 1621838 Link)
| ArabicSample1.docx o
e - e _ Workflow Information Workflow Steps Attachments
=] Civil As PEC‘S of Int u View Document 1.xlsx Workflow fields Identify Worlflow Steps Add Aftachments
; & Download
B Finance = Attributes
1 Information
== Human Resources :}g Open with Brava @ Type Internal
& Set Security Priority Normal
= nbound Documents
]1?_ Delete Reference 3000¢
= nformation Technole S Relate to Workflow @ Correpondent
= — - From a

=  (Copy attributes to new

AE e arabic s

Scan & Upload Documents - Correspondent

workflow
Attachments
Attachments Relation Comments History Map Tracker Form
< [# Scanned Document CMS L Llnk docu ments to new

Show 10 v | entries i i) My Contract - Abdallah Nassar WO rkfl OW

Type Name Create Date Owner

i) ArabicSample1.docx 11/07/2017 13:39 Admin Abdallah A Nassar Defau Map
Showing 1 to 1 of 1 entries Map & Account Opening

S ————




SmartWork Features

» Physical Content Circulation

Correspondence may include a physical package. You can track the
movement of the correspondence and print Delivery and Receipt

reports.

Package Viewer

Barcode
Show| 10 v | entries
Date

«) | 23/08/2017 14:05

G+ | 23/08/2017 14:05

=) | 23/08/2017 14:05

Showing 1 to 3 of 3 entries

Performer

Admin Abdallah A Nas

Admin Abdallah A Nas

Admin Abdallah A Nas

5

5

+J Receive Send &
Search
3
Barcode Location Report
sar DefaultGroup 11-33342-A-4234-AB Beirut Central District =
15
Admin Abdallah A Nassar DefaultGroup Date: 23/06/2017 14:08
Beirut Central District
11100215256

We have delivered the physical package to the authrorized receiver who is now responsible
of the package

S — e




SmartWork Features

» Physical Content Management

Correspondence may include a physical content that need to be
stored in your organization warehouse.

Physical ltem Employment Contract for Abdallah Nassar: IN-00098-1017

Home Location

HO...Head Office

Physical ltem Type Physical Item 111: IN-00098-1017

Paper Document

Facility
Locator Type JEDOZ.._Jeddah Facility - Hiraa
FILE.. File Box Area
Name HIR001...Hiraa Road Building 001
Services Contract with Abdallah Nassar Locator
Creaie 0102030405

= | Search Locators
Offsite Storage ID

110

S — e




SmartWork Features

> Automatic Reference Generation

The solution can generate a unique reference for each instantiated
workflow using pre-configured settings. Prefix and suffix can be
added to the reference to make it more comprehensive.

Day — Month — Year @AttributeName/@ Any alphanumeric constants
@DateD/@
@DateM/@
@DateY/@
Prefix ID Suffix Example
Length
Q8-IN- -@DateM/@@DateY/@  Q8-IN-00017-0817
URC 3 -@DateM/@ @DateY/@ URC
015 - 0817

S — e




SmartWork Features

» Automatic Escalation

The system administrator can configure the automatic escalation
rules. These include the idle time the system should wait before
escalating late tasks and the tasks that should be escalated.

Map Name | Task Name | User Name

v | |Abdallah Nassar(anassar) | [h

Inbound Map

Seledt...
eview & Finalize Carrespondence
Review & Distribute Correspondence
Approved Correspondence

Rejected Correspondence

,’“ Configure Escalation Schedule

. ConfigueEs
Enable this Schedule Z Profile
On These Days ? sun @ Mon ¥ Tues ¥ wed ¥ Thu
At these hours: AM. o 1o ¥ gy g @ o3 g & g5
PM. ¥ 17 ¥ g1 ¥ gz @ g3 ¥ gq ¥ o5
At these times: #| g ¥ g5 ¥ 10 ¥ 15 ¥ 50 @ 25 SEHIF‘IQS
Days to wait before escalation 1
Action: Save &l
Admin Home [ C"Ut 'Df OﬁIGE‘ ]
]

=  Qut of Office configuration by user

e ———

Logout (=




SmartWork Features

» Ad-hoc Workflows

You can easily create your own workflows and decide the next
assignees and due duration. You can design your workflows on the fly
using Smart Wizard interface.

= Serial vs. Parallel steps

=  Review & Delegate authorities
Vorkfow Iformation oo Sops Atahmts n Unlimited number of ste ps

Workflow fields

=  Dynamic Attributes definition

Dusbate 23/08/2017
Type A1 inbound
- A
Priority ow
Reference 42423043 Smart Adhoc
o a
Correspondent Ministry of Finance . o °
E;\\espondanca A 23/08/2017 Workflow Information Workflow Steps Attachments
Workflow fields dentify Workflow Steps Add Attachments
&
Addressed To Admin Abdallah A Nassar DefauliGroup
Addressed To Task Title Duration Assign To Link To Review Delegate
Task Qne 0 d1 h Admin Abdallah A N Start Step v u] off

Task Two 1 d0 h Task One v Ooff m] n
Assign To

Task Three 1 d1 h haljarien Hasan Al Ja... Task Two v u] n‘ n

Assign To
Add Task
- e

S — T




SmartWork Features

» Content Type Prerequisites

You can define document requirements for each workflow. You can
configure the task that requires to validate that the needed documents
are added to the workflow before moving to next tasks.

<Initiator> - Employee Settlement

Missing Document List

& Employment Checklist & Employment Contract & Security Clearance
& Service Agreement

Escalation Rules Map Name Content Types Actions
Comespondent Management | . . teader Employment Contract,Service Agreement, Security Edit | [ Delete
User Management Clearance,Employment Checklist i
SmartWork Packages -

g WFI 1.3 Purchase Order 3,2,1,Typel, Type2 Edit Delete

Global Items Localization

Referance Management Add Type Save

Security Management
IContent Type Management

S — T




SmartWork Features

» Content Server Integrations

Integrated with Enterprise Scan, Electronic Signature and Brava! You
can use native features provided by the Content Server such as View
as Web Page, Browsing Folders, Workflow Maps, Workflow Forms,
Search Templates, Categories and more...

& Human Resources

Show| 10 v | entries
Type Name
=] Benefits
=] Compensation
=] Employee Handbook
B Employee Services
=] Payroll
=] Personnel Information
=] Recruiting
=] Staffing
=] Time and Attendance
B Training and Education

Showing 1 to 10 of 10 entries

Name

Category

Type

MGS

Submit

S — 2 e




SmartWork Features

» Dual Language

You can use English or Arabic interface. You can default the language
you prefer to use and it will accompany you on whatever device you

may use.
#
Show | v 10 | entries Calaey
- - Azl
v Civil Aspects of International Child Abduction_xlsx | .
s Information Technology =] -
Sample Bad tif = 2 o
(= pas Sample1 = _ et
. 5oy B | (B - Cuaatll Jaea
gyt oyl =] Cpmea adaoal gl A0 dada JS 4-‘ alall sas
: _ N =) e ol Hig T 50
. — - ol sl 3 bl SN s iy
- = Localized Metadata =8
= Additional Languages




Task Package - Attachments

» Users can scan and import (Drag & Drop) necessary documents to a
running workflow. A built-in Viewer is available on the Attachments.

Review & Distribute Correspondence - Inbound from Clifford Chance Law Firm
Attachments Relation Comments History Map Tracker Form
& * = = Convention of 25 October 1980 on the Civil Aspects of International (
|
Name
g?(/x__» HCCITI». on '§
©] | ArabicSamplel.doex | ™% v é
]  ArabicSample3.docx E§ >
o o > =
& | Civil Aspects of International Child Message: Approved Correspondence - Inbound from Kuwait Petroleum International
Abduction.xlsx m]
] | Education Operating System Licensing.docx 7;2:2;:‘:;:;?: From Abdallah Nassar
ALEAMIA o anassar@enterprise, rprise.anassar@enterprise
T8 | Original WindowsXP.pdf % cc
AUSTRIA :
lBELARUS Subject Response to Maintenance plan
e ArabicSample2 pptx - || Qatar_Cool_Open Text ECM proposal Feb13th2017.doc
BRAZIL Sample_Nomal.tif
=  Add-on (Annotate & Redact) e o aTe e R o T
lche ‘ = bl Ml B
CHINA,
Eeera—— | Please find attached the documents your requested.
= Drag & Drop lcrosma
CYPRUS
CZECH REPUBLIC
HH DENMARK
=  Mobility (Capture & Gallery) = |
ESTOMNIA
FINLAND
=  Email to Internal and External
Rec|p|ent5 @ Convert To PDF
#1Send
. Convert tO PDF 1—

S — @ @




Task Package - Attachments

» Global Function Menu vs. Document Function Menu

[+ View Document

& Edit Document a P> = 2] B4 <
Z Download
= \/iew document i Informati
5 Smmi'm = Scan new documents
A Conve
= Edit document online ; ,
@ Open with Brava = QOpen documents with Brava!
= Generate barcode & SetSecurly Plugin
Ti] Delete
= Download document S Relate to Woridion = Import new documents
= Read information = Delete documents
= Read history = Email Documents (internal users

: . ext |
= Convert to PDF (Word, PowerPoint) vs. external users)

= Open document with Brava! Plugin

= Set Security on a document =  Respects attachment volume
predefined permissions

= Delete document .
=  Respects permissions

= Add relation to running workflow instances assigned on document level

S — e




» Integration with MS Outlook

s 9 -

FILE SmartWork HOME SEMD f RECEIVE I-

{3, T

Attach to Config

Task Package - Attachments

=101 %]

Process
SmartWork - Task | Workflow | Owner | Date | Pricrity | Type | Reference
—— <Initigtor>=  |aaaForm Abdallah A. ... |12/4/2017... |Normal Undclassified
<Initiator=  |test no attr... [Abdalah A. ... |12/6/2017... |Normal Unclassified
<Initiator=  |test 01 no ... | DefauliGroup |12/6/2017... |Normal Unclassified
Anything2  |aa-smartw... |Abdalah A. ... |8/22/2017... |Urgent Unclassified [1234
Approvel _*" ‘LJ'"'L‘ EEE— N 0 [l
review dele
review dele
review dele | Mame | Created By | Creation Date

Task Cne Abdallah A. Nassar 5/29/2017 7:59:19 PM

Abdallah A. Nassar 2/26/2018 4:32:52 PM

Abdallah A. Nassar

5/19/2017 4:01:57 PM

571
2 E | aaaalmageDoc. TIF
i Microsoft Outiook Test Message
1 My Contract - Abdallah Nassar

= Attach email messages directly to running workflows
= Verify other attachments related to running workflows

= Rename selected messages during upload

S — e




Task Package - Relation

» Relation allows linking existing documents to running workflows and
vice versa. It helps to prevent Content Duplication across the repository.

review delegate - aa-smartwork 1621838 Link

Attachments Relation Comments History Map Tracker Form
Show| 10 ¥ | entries Search:
Create Relation
Type Name Date Owner Location Type
El _mapleleaf feedback jpg 07/01/2005 = Admin Abdallah A Nassar Enterprise:Instructor Aids:Instructor Forms - Roster, Course Direct
12:31 DefaultGroup Evaluation:_mapleleaf_feedback jpg
] | 1. Intro.doc 22mamngz  Admin Abdallah A Nassar  Enterprise:Customer Service:Customer Feedback Folder:Ergoboots Direct

[ View Document

I Open Container
) deutch & Download I7 | Admin Abdallah A Nassar Enterprise:deutch Direct
DefaultGroup

DefaultGroup folder:Ergoboots:1. Intro.doc

1 Category
25| deutch -10x- & Open with Brava 14 | Admin Abdallah A Nassar deutch person home:deutch -10x-00 - OpenText Content Serv ndirect
Content Sen. %o Relate to Workdlow DefaultGroup
| matrix.doc 31/01/2001 | Admin Abdallah A Nassar Enterprise:Course Material: 240 Customizing the User Interface:Search Direct
14:32 DefaultGroup Sample Docs for CCSUl:matrix doc
Showing 1 to 5 of 5 entries n Function Menu Previous MNext

® ¢

=  Folder Navigation

= Direct vs. Indirect Relation Types

—_—




Task Package - Comments

» Comments are suggestions and/or remarks added by Workflow
participants. They are Collaborative instructions that can be appended to
the workflow while performing tasks.

Review & Distribute Correspondence - Inbound from Ministry of Interior

Attachments Relation Comments History Map Tracker Form
Show| 10 v | entries Search
Type Step Performer Date Comment
[G) Start Step Admin 19/07/2017 10:08
B Review & Finalize Correspondence Admin 19/07/2017 10:50

| did all the needed actions

Showing 1 to 2 of 2 entries Previous Next
=  Comments can be
v
secured on task level .




Task Package - History

» The History is a Comprehensive presentation of the Workflow Definition.
It shows specific details about tasks, their Types, Start and Completion
dates and their orders.

Review & Distribute Correspondence - Inbound from Clifford Chance Law Firm

Attachments Relation Comments Histary Map Tracker Farm
Show | 10 v | entries Search
Type Step Performer Date Ready Due Date Completed Date Reminder
1G] Start Step Admin 08/08/2017 16:21 08/08/2017 16:21 08/08/2017 16:21
e Review & Finalize Correspondence Admin 08/08/2017 16:21 08/08/2017 16:21
r Synchronize Attributes 08/08/2017 16:21 08/08/2017 16:21
o[ Review & Distribute Comespondence Admin 08/08/2017 16:21 Awaiting Completion
= Evaluate Awaiting Completion
B Approved Correspondence Awaiting Completion
B Rejected Correspondence Awaiting Completion
=  Ability to send Email Reminder
Showing 1 to 7 of 7 entries . Previous Next
for executing tasks
- -
= Discoverable by authorized
people

S — e




Task Package - Map

» Map allows users to visually track the workflow through its lifecycle.
Tasks being Executed show in while Completed Tasks show in

BLUE.

Confirm & Generate Reference - Qutbound to Kuwait Petroleum International

Attachments Relation Comments History Map Tracker Form

E Map View
= Q

O—\%}E

()
Start Step
(23/08/2017)

D Confirm &
G ¢ ‘

Reference

=  Content Server
management features
-— available with the plugin
(Re-assign Task)

S — e




Task Package - Tracker

» The Tracker logs all activities related to a Workflow such as Approval,
Rejection, Delegation, Review, Reminder, etc... It also logs the time
elapsed to execute each activity.

Action Needed - Qutbound to Ministry of Health
Attachments Relation Comments History Map Tracker Form
Show | 10 v | entries Search
Task Action Performer Date Ready Completed Date Time Elapsed
Confirm & Generate Reference Send On Admin Abdallah A Nassar DefaultGroup 05/07f2017 19:33 05/07/2017 19:43 00:09
Reminder for the task "Action Needed' Email Reminder Admin Abdallah A Nassar DefaultGroup 07/08f2017 14:59 07/08/2017 14:59
Reminder for the task "Action Needed' Email Reminder Admin Abdallah A Nassar DefaultGroup 08/08/2017 16:01 08/08/2017 16:01
Reminder for the task "Action Needed' Email Reminder Admin Abdallah A Nassar DefaultGroup 08/08/2017 16:01 08/08/2017 16:01
Action Needed Email Reminder Admin Abdallah A Nassar DefaultGroup 1200712017 15:34 1210772017 15:34
Showing 1 to 5 of 5 entries Previous Next




Attachments Relation

Type: &

Priority: &,

Security Level: &

Correspondent: g

Addressee: &

Received Date: &

Package:

Package Type:

Package Condition:

External Reference No: &

Attachments:

Review & Finalize Correspondence - Inbound from Clifford Chance Law Firm

Comments

o

History Map Tracker Form

Inbound

Low

Mormal

Clifford Chance Law Firm

anassar

7 v

September v 2 v

Booklet

Damaged

Apply A

» Customizable Electronic Forms are accessible to Task assignees. HTML
\/iews can be designed as required.

S — e




Workflow Manager

» Workflows are accessible to Managers and Initiators. Both can manage
and monitor the workflows from Initiation to Archiving stages.

Workflow Owner Start Date Due Date Time Elapsed Status

@ Correspondence for Aswar Admin Abdallah A Nassar DefaultGroup 23/08/2017 13:12 | No Due Date 0d:01h:055m OK

@ Outbound to Admin Abdallah A Nassar DefaultGroup 23/08/2017 11:46 | No Due Date 0d:03h:021m OK

@ Outbound to Kuwait Petroleum Internationa Admin Abdallah A Nassar DefaultGroup 23/08/2017 11:37 | No Due Date 0d:03h:030m 0K

) Correspondence for Assoufid Admin Abdallah A Nassar DefaultGroup 21/08/2017 14:47 | No Due Date 2d:00h:020m OK

@ Adhoc Workflow Confidential Inbound Admin Abdallah A Nassar DefaultGroup 13/08/2017 10:47 | 14/08/2017 00:00 | 10d:04h:021m Suspended

@ Inbound from Kuwait Petroleum International Admin Abdallah A Nassar DefaultGroup 13/08/2017 10:24 | No Due Date Completed

@) Inbound from Clifford Chance Law Firm Admin Abdallah A Nassar DefaultGroup 08/08/2017 16:21 | No Due Date 14d:22h:047m OK

&) Inbound from Alpha Telecoms Admin Abdallah A Nassar DefaultGroup 01/08/2017 22:25 | No Due Date 21d:16h:043m 0K

& Adhoc Workflow Confidential PO Admin Abdallah A Nassar DefaultGroup  27/07/2017 11:53  31/07/2017 00:00 27d:03h:015m Workflow Late
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Correspondent Database

» Document
Distribution  through
Internal  Notification s © - -
Center Code | Corespondent Contact Title Email Mobile Telephone

Correspondent List

00966-5- 00966-5-
. 04241241 04241241
» Selection of
00966-5- 00966-5-
. . 00966-5- 00966-5-
usl ng Att” b Ute 04241241 04241241
Showing 1 to 3 of 3 entries Previous Next

Lookup

» Connect to existing Correspondent Database using Secure Database
Lookups .

,é\ Edit Lookup: swCorrespondent

Web Form Database Connection: | |olcs |

SQL statement to execute: select Code, Correspondent, ContactName as 'Contact, ConfactTitle as 'Title', ContactEmail, ContactMohile as 'Mobile’ ContaciTelephong as

.........................................................

Filter Output Based On Permissions: O




Integrated Administration

» Restricted Access to Content Server System Administrators.

P ’ Management Studio

Commespondent Management

Uszer Management

SmartWork Packages

Global ltems Localization

Reference Management

Security Management

Inbound Map

Raview & Finalize Correspondance ...

Abdallah Massar{anassar)

Escalation Rules Inbox
U Depart v Enabled Default <h Auto-Send | Access ;
Comespondent Management ser epartmen anguage tEna View R.ERalr'Et Padmge KPI Actions
e
I User Management Abdaliah ”
alla Information Enalish Default 00 :
SmartWork Packages nglis erau Edit Delete
g Massar{anassar) Technology —
Global ltems Localization | 4
sales an English Smart 2700 i
Reference Management Markatinn g = = iy ey
Security Management Escalation Rules Item | English Arabic
Cormrespondent Management Delegate Delegate g
User Management
SmartWork Packag_es : DeliveryReport We have delivered the physical package to the authrorized ﬁ mﬁlgm}l,w al '
IGlObm ltems Localization receiver who is now responsible of the package ﬁ.._iijgllg—d_.omuLmJI Jais wegend
eterEn CEIMT SIENE Inbound {'Type', Priority', Reference’, Correspondent’, Addressee’, External {'ag=ga’,’ Laoliodl’, g2 0, dunlal, £ 0i
Security Management Referance No','Subject'} Egaagall’, sl gl o}
Outbound {'Type',' Priority’,'Reference', Addressee','Shipped By} L doyoll! a5’ el £
sl &l et}
ReceiptReport We have received the physical package and it is now under our  Coeesly &LolS dlelzoll Lol 18]
I Escalation Rules Map Name Task Mame User Name | Disabled |
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Integrated Administration

» Control of User Provided Features

The long date format that is used by the whole
madule

Long Date Format Yod/Yem/ %Y YoH:%M

The short date format that is used by the
whole module

Short Date Format 24/11/2017 ¥

The date format that is produced by the
Calendar control...

JS Fix Date Format %eY-%m-Yed

The accepted date format is used to populate
Date Popup attributes...

Popup Date Format %om/%ed/ %Y

I::dsf(gll: f:;ji?_sf accepted date format is . Drag & Drop restr|ct|ons
SQL Date Format %Y-%m-%d %H:%M:%65.000

The Correspondent database lookup name that u BarCOde Sett| ngs

is used to connect SmartWork to local or

external datasource...

Correspondent Secure Database Lookup | |swCorrespondent L U Ser D|Sp Ia\/ 0 ptl ons
;’:rec::jrenl‘llc:it for electronically generated . ;

Barcode Symbolism Codel28 ¥ - ASSIgnmentS D|Sp|a\/
Barcode Font Name Verdana CO ntrOI

Barcode Font Size 12

Barcode Bar Height 50 L RECU I’SIVE RE|atI0nS
Barcode Bar Width 2

=  Notification Control

Barcode Checksum
Barcode X Offset 20
Barcode Y Offset 100

Microsoft Office document types that can be
converted to PDF...

Convert Document Types .docx,.pptx

The Drag & Drop feature can reject to upload
a file which extension is not declared...

Drag & Drop Supported Document Types| |.pdf,.doc,.docx,.pub, jpeq,.jpa,.png,.gif,.xls, .xlsx,.ppt,.pptx, .tiff, .tif




Online Help

= ¥* Q

Contents Index Search

What is SmartWork®?
OpenText and Smartwork
~ () Managing your Inbox
Searching your Inbox
~ (@ Working With Data
~ ([ Attachments
Emailing Documents
Changing Security
Relating Documents
Relation
Comments
History
Map
Tracker
Form
» @ Assignment Functions

[?1 Default View vs. Smart View

SmartWork® User Guide

Managing your Inbox AL D

Searching your Inbox

There are several ways to search data in your Inbox:

lobal Search

The global search allows you to search your Inbox for any data that is displayed
in the table. The search result is automatically filtered as you type in the search
field. If you are using a Barcode Reader, you can use this search technigue to
search for your assignment that has a unique Reference.

Search:

The column search allows you to search your inbox data that is available in the
column. You can search data in different columns. In this case, the search result

ie filtarad tn matrh all the eaarcrh fraliimne eritaria i & ralimnd & fraliimn?
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